Understanding JCAVS Interface with e-QIP
The Electronic Questionnaires for Investigations Processing system (e-QIP) is part of an e-government initiative sponsored by the Office of Personnel Management (OPM).  e-QIP allows applicants to electronically enter, update, and transmit their personal investigative data over a secure Internet connection to their employing agency or security management office for review and approval of the personnel security investigation request. 

The e-QIP is accessible from a secure website at www.opm.gov/e-QIP that is designed to house all personnel security investigative forms.

Through an interface with the Joint Clearance Access and Verification System (JCAVS), e-QIP allows authorized requesters to electronically transmit requests for investigation (SF 86) electronically versus mailing, but only if the JCAVS e-QIP requester is a JCAVS user level 2, 3, 4, 5 or 6 and has requester permission granted by the account manager for their Security Management Office (SMO).



e-QIP replaces the Electronic Personnel Security Questionnaire (EPSQ).
How do you get permission to use the
JCAVS interface with e-QIP?
Current account managers will be able to grant the permission in JCAVS based on your role.
Initiate PSI 

Review PSQ - (Not Available to Industry at this time- DISCO performs function)
Approve PSQ - (Stop/Resume/Change) (Not Available to Industry at this time- DISCO performs function)
Override PSQ - (Not Available to Industry at this time- DISCO performs function) 

NEW USERS:  When you request your JCAVS account from your account manager, request permissions based on your organization’s needs.
PREVIOUS BETA TESTER OF INTERFACE:  Your permissions will be updated automatically.
INDUSTRY JCAVS USERS:  Request permission to be granted by your facility’s account manager. 
INDUSTRY JCAVS ACCOUNT MANAGERS:  If you are the only account manager at your facility, contact the Help desk.  If you have an alternate, s/he can grant you the permission.  (Account manager does not need to have permission to grant permission.)

JCAVS USER:  Request permission to be granted by your account manager.
JCAVS ACCOUNT MANAGER:  If you are the only account manager at your location, contact your account manager at the next level in command.  If you have an alternate, s/he can grant you the permission.  (Account manager does not need to have permission to grant permission.)

Other Pre-requisites
Before processing an individual for a personnel security investigation (PSI) using 
e-QIP, the following requirements must be met:
·       Person Category must be “active.”

·       Person Category must not have “access suspended.”

·       Person must not be in “Due Process.”
·       Person must not already have an active PSI request. 
·       Person Category must be in the requester’s Personnel Security Management
      network (PSMNET) with an owning or servicing relationship.
·       For Industry – “DoD Contractor Companies” must be listed in the Service
      Agency box on the add/modify screen.                               

If the person has “Denied” or “Revoked” eligibility, it must be older than 12 months.  The date of the denial/revocation will be on the “Person Summary,” on the “Eligibility” line, as well as on the “Adjudication Summary.”

How do you initiate an investigation in JCAVS?
The Authorized Requester will access the Investigation Request function via the JCAVS Person Summary screen:

Select Person function from the Main Menu.
Type in the SSN of the individual for whom you are initiating an investigation.  

Select the correct “Person Category.”
Select the “Investigation Request” link.

Eligibility Type – Select the appropriate Eligibility.  

Determine Investigation Type - Select the “Determine Investigation Type.”

Sensitivity Level Code - Select the “Sensitivity Level Code.”

Duty/Position Code - Select the “Duty/Position Code.”

Recommended Service Code - Select the “Recommended Service Code” and use Override justifications if needed.  (Industry cannot override.)  Call Help Desk to request expedited service? Select “OK” when completed.
Form Type – Select Type of form that corresponds to type of investigation. (SF85, SF85P, SF86)
Date of Birth – Type in year, month, and day (yyyy, mm, dd) or use the calendar widget.  The date may already be hard coded in.
Position Title – For civilian employees, enter title of the position for which the investigation is being requested.  For military members, enter Rank and Rating or MOS.  For contractor or industry personnel, enter the position title and the contract number or CAGE code.

Access Code:  Determine the command local access required - SCI, Top Secret, Secret or Confidential.

Enter “IT Sensitivity” if required.
If an Advance NAC is required for Interim Top Secret, check the box.

The Subject’s Person Category Service Agency determines the Security Office Identifier (SOI).  The Department of Defense Submitting Office Number (SON) is always the billing code, and the OPAC-ALC should correspond to your agency.  This information must be present for successful initiation.

INDUSTRY: What does OPAC-ALC mean on e-QIP and what code should industry use to complete this required field?
OPAC-ALC is the acronym for On Line Payment and Collection Agency Locator Code.  This is information required for billing purposes.  If you are an industry user, your OPAC-ALC code will always be DSS-IND and Service agency will be DoD Contractor companies.
Refer to “Frequently Asked Questions – e-QIP for Industry” at  http://www.dss.mil/whatsnew/dss_customers.htm.
Complete the Requesting Official’s Information, Location of Security Folder, and Location of Official Personnel folder sections:
None – Self-explanatory / Other – Annotate appropriate information / SOI – Do Not Use. 

Finish by selecting “Initiate PSI”/“Pending PSI” and then “Save” or “Save and Return.”
Contact the Applicant and advise to log in to www.opm.gov/e-QIP.
How do you approve an investigation in e-QIP?
Approver must be a JCAVS user level 2, 3, 4, 5 or 6.
Approver must be in the initiating JCAVS SMO.  (Does not apply to Industry)
JPAS notifies the initiating SMO through JCAVS notifications that the investigation request is ready for review. 

The SMO is also notified of each subsequent status change, e.g., approved, stopped, etc.

Investigation Request Status Notifications are not automatically removed by the system and must be removed - click “Remove From Display” and then “Save.” 

The JCAVS requestor can access the Add/Modify Investigation Request screen to review and approve the investigation request.  (Does not apply to Industry)
The JCAVS Person Summary Investigation Summary Case Line also displays Add/Modify Investigation Request screen.

Industry:  DISCO is the reviewer and approver; you will get a message via “Message from CAF” if a process is stopped and the reason.
Process
To view the questionnaire, click “View PSQ.”  (Not available for Industry at this time)
You can either view the questionnaire “on-line” or “print it.”  (PDF format) 

To view the Subject’s release forms, click “View Signature Forms.” 

The forms must be signed and dated and mailed to OPM.  

At this point you can “Review,” “Review and Approve,” “Revise,” or “Stop” the PSQ based on permissions you were granted by your account manager.  (Not available for Industry)  “Save” will complete the process.  “Save and Return” will allow you to continue on screen.

The JPAS notification reflects status of submitted questionnaire. 

Where do I mail release forms?

Mail the eQIP releases and fingerprint cards to:
E-QIP Rapid Response Team

OPM-FIPC

PO Box 618

Boyers, PA 16018

Or

Ship via FedEx to:

E-QIP Rapid Response Team

OPM-FIPC

1137 Branchton Rd.
Boyers, PA 16018
Or
Fax Release forms (without fingerprint cards -  recommended for PRS only) to:

724-794-1412

Attn: Jody Gano or Becky Fox

What about the Applicant?
One of the major conveniences of the e-QIP system is that it is web-based system, so you can access the system from anywhere you have internet access, such as your home or your office.  Since e-QIP is a web-based system, it is important that you have your internet browser properly configured.  The following guidance is provided for use by DoD requesters/users of e-QIP.  

Contact Applicant and advise to log in to www.opm.gov/e-QIP.
They will be directed to properly configure their computer.
Now that you have properly configured your computer, you will need to access the OPM e-QIP website.  If you experience difficulty configuring your computer, try another computer or contact the DSS Help Desk.
1. Start your internet browser and enter the following URL website address:

www.opm.gov/e-QIP/
2. The e-QIP Gateway Page will appear.  Scroll down and click the link labeled    “e-QIP Applicant Site.”

3. A “browser checker” utility will automatically run and test your computer for     e-QIP compatibility.  Click the “Continue” button to proceed to the application.  (If after doing so you receive the error message “Page Cannot Be Displayed,” please ensure that you have properly configured your computer and that you have enabled TLS 1.0.)
4. A Security Alert box may appear, asking “Do you want to proceed?”  If it does, click the “YES” button with the mouse, or type <CTRL Y> to continue.

5. The e-QIP Login Screen will appear.  Enter your Social Security Number in the text entry boxes, and click the “Submit” button to logon to the e-QIP applicant site.
6. Initially you’ll be asked to answer three default “Golden Questions.”  You will be required to type in your last name, year you were born and city where you were born.  IMPORTANT:  Type “unknown” (case sensitive) for the answer to Question #3, “In what city were you born?”  Then you may create new Golden Questions and Answers on the next screen.
7. Click the highlighted link that says: “Enter Your Data.”

8. Complete the SF-86 questions and save as instructed.  Validation of your data will occur after every screen save.
9. Once you have completed the form, but BEFORE you certify your form, print out a copy of the PSQ.
10. At this point local procedure will dictate your action prior to Selecting “Release Request/Transmit to Agency” link.  


Suggestions for Industry :
a. Take the printed copy of the PSQ to your Security Organization.  The National Industrial Security Program permits an industry security clearance applicant to complete part 2 of the SF 86 in private.  If you choose to do this, return part 2 to the Security Officer in a sealed envelope. The company shall not review any information that is contained in the sealed envelope. The company shall review the remainder of the application to determine its adequacy and to ensure that necessary information has not been omitted.
b. The Security Officer may require you to produce evidence of citizenship if you claim U.S. citizenship.   He/she will provide information on the type of documents that may be used to support this review.
c. Once the Security Officer has reviewed the PSQ, he/she will contact you for additional information, if needed, and/or for you to come to the Security Office to certify your PSQ electronically.  
d. Once you certify your PSQ, print out the release forms and certification for your signature.  These signature forms will be forwarded to OPM and a copy will be retained by the Security Organization.
e. Print out an archived copy of your PSQ for your own records and the Security Organization’s records.  (If you are having difficulty opening the forms to print, right click on the link, choose SAVE AS, and then save the file on your computer or on a CD or floppy.  Open up the Adobe Acrobat reader program separately in its own window (not through Internet Explorer), and then open the file you saved in order to print it out.

11. Once you have printed out the archived copy of your PSQ and the signature forms, click on the “Release Request/Transmit to Agency” link.

For additional information on using the e-QIP system and completing your PSQ, click on the “e-QIP Brochure for Applicants” located at the e-QIP Gateway.
