
St t & L l G tState & Local Government
(EEO4) Survey( ) y

This document is a guide on how to file online.
The following are the necessary high-level steps to file online.
• Collect employment data by function
• Then go to URL provided in survey notification letter. Then go to URL provided in survey notification letter.
• Select the option to “File Survey”
• When finished, print your form



EEO4 Website Home PageEEO4 Website Home Page

 This web page provides information about filing the current p g p g
year EEO4 Survey.

 The EEO4 Survey Home Page provides links to downloadable 
forms and special instructions.

 This page also provides links to instructions for filing online This page also provides links to instructions for filing online.



Login PageLogin Page

 Survey participants will use their 
Jurisdiction’s Login ID (your Control 
Number) and a Password to gain access  of 
EEO4 Online Filing System.

 The Login ID and Password will be included 
in each Jurisdiction’s survey notification 
letter.



After loginAfter login
 This screen appears after login. 

Please read the conditions/rulePlease read the conditions/rule 
and click ‘accept’ to continue.



Provide the Email Id after first loginProvide the Email Id  after first login

 Please enter the valid email id and click submit. Please enter the valid email id and click submit. 



Function Selection Page

 This is the page you should see after login.

 The Jurisdiction would be required to report the total
number of fulltime employees being reported for
the 2009 survey and the functions each Jurisdiction
performs on the Function Selection Page. Previous
year function data will be provided as a reference.

 Employers with more that 999 employees are 
required by EEOC to file one form for each function 
performed.

 Employers with less than 1000 employees are required 
to file one (1) report which includes all employees in 
functions performed with fewer than 100 employeesfunctions performed with fewer than 100 employees. 
In addition to (1), file a separate report for each 
function which has 100 or more employees 

 Special Districts and Jurisdictions that have an 
alpha character (A through Z) at the end of their 
Control Number represents Supplemental Addresses 
that are agencies or departments of the parentthat are agencies or departments of the parent 
Jurisdiction given special permission by EEOC to 
file EEO4 reports on their own. These Jurisdictions 
are only required to file a single function report.



Jurisdictions with less than 1000
EmployeesEmployees

 Move mouse over the function  for a 
description of the function you selected on the 
prior page if you’re not sure which employeesprior page if you re not sure which employees 
to assign to a function.

 This page determines the exact number of 
forms the Jurisdiction will be required to file 
for the 2009 survey year based on the it’s 
employment selections entered for functions 
over 99 Full Time Employees.

 The Jurisdiction selections combined with the
number of employees for each function that is
performed enables the Jurisdiction to 
complete their filing accurately and 
completely for the survey year

 Providing the information for functions with 
100 or more employees allows the program to
automatically generate only the forms needed 
to complete the EEO4 Survey.

 If the Jurisdiction has no functions over 99
employees, then check and enter value foremployees, then check and enter value for 
summary function and click on the submit 
button at the bottom of the page.



Jurisdictions with 1000 or more
EmployeesEmployees

 The total number of employees employed for each
function by a Jurisdiction is identified on the
Q lif i i S l i A ddi i lQualifying Function Selection Page. An additional
edit check is used when the Jurisdiction fills in the
online form for each function.

 Move mouse over the function  for a description of the
function if you’re not sure which employees to assign 
to a functionto a function.

 The Jurisdiction selections combined with the
number of employees for each function that is
performed enables the Jurisdiction to complete their
filing accurately and completely for the survey year.

 When completing the employment data, correct
totals must be provided and the total from Section D
(Full Time), row 65 Column “A” must match the
number submitted from this Qualifying Function
Selection Page before the Jurisdiction can
continue.

 Checks are made for empty fields, zeros, and
incorrect totals before the Jurisdiction is allowed to
continue to the next step. As you enter the
employee total for each function a running total
(middle right) lets you know if the functions add up
to your full time employee total.y p y



Select Function to Enter

 A master form will be generated for each Jurisdiction. 
Each selected function with more than 99 employees (or 
all selected functions for Jurisdictions with more than 999all selected functions for Jurisdictions with more than 999 
FTEs) will be provided an Function button to allow the 
keying of Section D matrix information. 

 If the address needs to be changed, make your changes in 
Section B. After completing the change, click on the 
Submit button to complete the change. As soon as you 
click on Submit the change will be reflected in the top of 
h fthe form.

 Function Reset button– If you decide that what you 
selected or keyed to date is not correct, click on this 
button (at the top of the page) and you will be returned 
back to the function selection page (first page) and any 
keyed forms or selections previously made will be reset 
back to their original stateback to their original state.



Full Time Employment PageFull Time Employment Page
 This is an example of the fulltime employment matrix. This is 

the screen you will see after clicking on any of the Function 
b tt i th i lid N t th t t j b t ibuttons in the previous slide. Note that two job categories are 
displayed  per page in the same order as form 164 and row 65 
(column totals) is displayed at the end of the second page.

 You must complete this matrix (section D) for each function 
with more than 99 employees (or all functions for Jurisdictions 
with more than 999 FTEs). Complete all applicable lines (1 ) p pp (
thru 83), entering the employment data in columns A through 
K. When the Full Time Employment Page is submitted, 
standard business rules apply; checks are made for incorrect 
totals in both row and column. Correct totals must be provided 
and the total from row 65 column A must match the total 
FTE (Full Time Employees) number submitted from the
Qualifying Function Selection Page before the Jurisdiction 
can continue.

 You can stop here by clicking on Save and Quit
to resume at a later time OR click on Continue to enter
data for remaining part of matrix (section D).



Part Time and New Hires PagePart Time and New Hires Page
 This is an example of the Other Than Full

i ( i ) d i lTime (Part-time) and New Hire employment
matrix. This appears after the Fulltime
matrix.

 The Part-Time and New Hires Page allows
Jurisdictions to perform the same operations for
these type of employees as those entered in thethese type of employees as those entered in the 
Fulltime Employment Page.

 There cannot be any New Hires without Fulltime 
employees. New Hires should include all employees 
hired in the year July 1, 2008 to June 30, 2009 
regardless of whether or  not they are still employed
on June 30 2009on June 30, 2009.

 You can stop here by clicking on Save and Quit
to resume at a later time OR click on Continue to
go to next page to complete data for selected 
function .



Data Completion Page

 After submitting the Part time and New Hire data for each 
function the application displays a Certification Pagefunction, the application displays a Certification Page. 

 If the function includes any Criminal Justice Agencies, 
their NCIC number must be included in the first box.

 You need to enter the agencies that this function 
represents in the space above the contact information.



Function 15 Data Completion PageFunction 15 Data Completion Page
 For Jurisdictions that file a Function 15, a special 

“Completion Page” is provided that lists valid 
activities performed.

 The Jurisdiction is required to select the Agency 
activity they perform which is not covered by 
functions 1 through 14.

 This completion page is provided to assist the 
Jurisdiction in the selection process to complete the 
form.

 This page contains the Activity list as a selection of 
check boxes for function 15.



Function Status Keyed OR Completed
 Functions whose data is entered are shown as keyed and One 

which are completed are shown as completed in eeo4  form 
page1

Function Status Keyed OR Completed

page1.

 If the data is modified after certifying function, the status is 
changed back to keyed again until data is re certified.



Print to verify and link to certify dataPrint to verify and link to certify data
 You have a chance to review your data before you certify.

 Click on ‘PRINT ALL’ to print all functions  or individual 
functions link to print individual functions. Link opens in 
PDF.

 In case you have not completed data for all selected 
function and status for any function is shown as ‘initial’ orfunction and status for any function is shown as initial  or 
‘keyed’, click on BACK TO SURVEY and complete the 
data for remaining functions.

 If status of all functions is shown as ‘Completed’ then you 
are ready to certify your data. 

 Click on ‘CLICK HERE TO CERTIFY DATA’



Certify DataCertify Data
 Enter all required information.

 Click on ‘Select’ button to select date.

 Click on ‘Save’ to certify data.

 In case,  you want to modify data before certify, click on 
‘Back to Survey’ to edit your function data.Back to Survey  to edit your function data.



Print Survey Forms

 Once you have Certified your data, Please note down the 
confirmation numberconfirmation number.

 Now that you have completed the survey, you should print 
your copies.

 You can log in to the survey during the data collection 
period and will always be returned to this page to print the 
reports However we suggest you do so right away toreports. However, we suggest you do so right away to 
avoid forgetting until the survey is closed and the reports 
are no longer available.

 You can also view historical report  from this page. 
Historical reports also opens in PDF.



The End of Presentation

 We hope that you found this series of slides helpful in understanding the work flow for the 
EEO4 O li Fili SEEO4 Online Filing System.

 If you have any questions, please contact us via the information in the Notification Letter or via 
the Contacts link on the left hand side of the home page.p g

 Don’t forget to print a copy of your completed work.


