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Document Summary
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EEO-1 Component 2 Pay Data Filing Overview

Part II

eCMS Instructions for Setup, Processing and CSV Filing 



Part I – EEO-1 Component 2 Facts

What’s New

EEOC is collecting compensation data for 2017 and 2018

Report collects the number of employees and hours worked

by Job Category, Salary Pay Band, Gender, Race/Ethnicity 

Filing Deadline – September 30, 2019



Component 2 Reporting Highlights

Two Options to Report 2017 & 2018 Survey Years

Manually Enter Data Online Form

Upload CSV Files – eCMS is Designed to Create the File

Establishments

Single or Multiple Locations

Workforce Snapshot Pay Period

One Pay Period Between Oct 1 and Dec 31 of the Reporting Year



Component 2 Highlights Reporting Highlights

Report Employees by 

Job Category, Pay Bands, Minority Codes and Gender

Report Hours Worked

by Employee in Their Job Category & Pay Band

The EEOC has contracted with NORC at the University of Chicago to collect the Component 2 

EEO-1 data for 2017 and 2018: 



Managed Hosted Services (Cloud)

The success of our Hosted Managed Services is built on trust.  We provide transparency of our company 

and operations and keep clients updated on our certifications, audit reports and scheduled maintenance

Component 1 versus Component 2
from EEOC Component 2 EEO-1 User’s Guide

Component 1 - Information Collected

Employee Counts by:

Race/ethnicity groups by gender and

EEO-1 Job Category

Employer selected workforce snapshot period

Due Date: May 31, 2019

Component 2 (New) - Information Collected

Employee Counts and Hours Worked data by:

Race/ethnicity groups by gender;

EEO-1 Job Category; and

Annual pay by Compensation band

Employer selected workforce snapshot period

Due Date: September 30, 2019



More Information to Support Filing 
from EEOC Component 2 EEO-1 User’s Guide



Additional Reference Documentation
from EEOC Component 2 EEO-1 User’s Guide



Help Desk Information
from EEOC Component 2 EEO-1 User’s Guide



How do Employers File?
from EEOC Component 2 EEO-1 User’s Guide

1. Receive a User ID from NORC via

a) letter mailed through USPS, and 

b) email to the registered EEO-1 email address on record. 

2. Visit the Component 2 EEO-1 Online Filing System https://eeoccomp2.norc.org/

to log in using the User ID provided in the letter and/or email

3. File and certify reports through the Online Filing System.

https://eeoccomp2.norc.org/


Filing Options
from EEOC Component 2 EEO-1 User’s Guide

The EEOC Component 2 EEO-1 Compensation Data Collection offers employers two options to report their 2017 and 2018 pay and
hours worked data through the Component 2 EEO-1 Online File System (https://eeoccomp2.norc.org)

1. Manually enter data into an online form

2. Upload Data via Comma Separated Value (CSV) file

Given the number of data items required in Component 2 report the EEOC has designed a new narrow file layout

eCMS Will Create the CSV File

https://eeoccomp2.norc.org/


Workforce Snapshot Period
from EEOC Component 2 EEO-1 User’s Guide

Employers will select a pay period between October 1 and December 31 of the reporting year, known as the workforce snapshot
period.

The workforce snapshot period for the 2017 EEO-1 report would be an employer-selected pay period between October 1, 2017
and December 31, 2017.

The workforce snapshot period for the 2018 EEO-1 report would be an employer-selected pay period between October 1, 2018
and December 31, 2018.

The only employees whose compensation and hours-worked data must be reported are those full-time and part-time employees
who were on the employer’s payroll during the employer-selected workforce snapshot period.

Note:  The Workforce Snapshot Period for 2017 and 2018 can be the same or different pay periods



Job Categories
from EEOC Component 2 EEO-1 User’s Guide

1. Executive/Senior Level Officials and Managers

2. First/Mid-Level Officials and Managers

3. Professionals

4. Technicians

5. Sales Workers

6. Administrative Support Workers

7. Craft Workers

8. Operatives

9. Laborers and Helpers

10. Service Workers

See the EEO-1 Job Classification Guide on the Additional Reference Documentation section of the Component 2 EEO-1 Filing 
System for examples of job titles in each category. 

Job Categories are EEO Categories in eCMS

See Part II Slides 40 through 44 for Mapping



Race/Ethnicity Groups
from EEOC Component 2 EEO-1 User’s Guide

1. Hispanic or Latino

2. White

3. Black or African American

4. Native Hawaiian or Other Pacific Islander

5. Asian

6. Native American

7. Alaska Native

8. Two or More Races 

Employee self-identification is the preferred method of identification for the race/ethnicity categorization of employment data. 

Employers are required to attempt to allow employees to use self-identification to complete the EEO-1. 

If any employee declines to self-identify, employers may consult with employee provided information when on-boarded or the employer may 
use visual observation

Race/ Ethnicity Groups are Minority Codes in eCMS

See Part II Slides 36 through 39 for Mapping



Managed Hosted Services (Cloud)

The success of our Hosted Managed Services is built on trust.  We provide transparency of our company 

and operations and keep clients updated on our certifications, audit reports and scheduled maintenance

Compensation Bands
from EEOC Component 2 EEO-1 File Website

No individual pay information for employees will be 
reported in the Component 2 EEO-1 report. 

The 12 compensation bands listed here are used to 
report a compensation range for each employee.

Employers should refer to earnings reported in W-2 
Box 1 when selecting a compensation band for 

each employee.

This reference should be used even if the employee 
did not work a full year.



Reporting Total Hours Worked
from EEOC Component 2

Employers should report total hours worked during the year for those employees counted during the employer-selected pay
period, also known as the workforce snapshot period, for the calendar year (2017 or 2018).

Data will only be reported for full-time and part-time employees who were on the employer’s payroll during the workforce
snapshot period.

Non-exempt employees: Under the Fair Labor Standards Act (FLSA), the EEOC is requiring that employers enter data on actual
hours worked.

Exempt employees: Employers have the option to enter actual hours worked or proxy hours worked:

 Report actual hours worked by exempt employees if the employer already maintains accurate records of this information;
or

 Report a proxy of 40 hours per week for full-time exempt employees and 20 hours per week for part-time exempt
employees multiplied by the number of weeks the employees are employed during the EEO-1 reporting year.



Upload and Validate Data File Process
from EEOC Component 2 EEO-1 User’s Guide

Before proceeding with the file upload process, please be sure you have carefully reviewed and followed the instructions in these

supporting documents to create your Component 2 EEO-1 upload file(s):

Upload File Specifications – https://eeoccomp2.norc.org/info - Instructions for developing upload files.

Upload File Layout Specifications – https://eeoccomp2.norc.org/additional-reference - File layout in Excel format.

Upload File Validation Process – https://eeoccomp2.norc.org/info - Overview of the validation process, validation rules, and
list of error messages.

Use the links above or refer to User’s Guide Page 45-46 for the location of these files on the Component 2 EEO-1 site.

https://eeoccomp2.norc.org/info
https://eeoccomp2.norc.org/additional-reference
https://eeoccomp2.norc.org/info


Upload and Validate Data File Process
from EEOC Component 2 EEO-1 User’s Guide

The data field upload process in Component 2 EEO-1 Filing Online System Consists of 5 main steps:

1. Select filing year

2. Select data file for upload

3. Upload and validate the data file

4. Review the Upload Summary

5. Report employer-level data and certification information

Enter employer-level information including:

The company name, address, FEIN

Enter employer-level information including:

Employer-Selected Workforce snapshot period for the report year, and answer the requiring eligibility questions

Instructions and 
Examples can be 

found in the EE0-1 
User Guide



Data File Structure
from EEOC Component 2 EEO-1 File Website

In the Component 2 EEO-1 upload file layout columns in the file are:

Job Category

Demographic Group (defined by race, ethnicity, and gender)

Annual Salary as reported by Pay Bands

Along with Number of Employees and Hours Worked.

Each record in the upload file represents a unique combination of “job category by demographic group by pay band” for each
establishment.

This will result in a longer file, but it will be narrower and more efficient

Empty records are not reported.

One file layout supports all report types.



Data File Structure
from EEOC Component 2 EEO-1 File Website

Once a data file has been uploaded into the Component 2 EEO-1 Online Filing System and has been validated by the system, filers
will be asked to report additional employer-level information and certify the report.

See the slides 30 though 33 for, “Additional Reporting Requirement to Certify Uploaded Files” for a list of the data to be reported
in the Online Filing System after data upload.

A separate upload file is needed for each 2017 and 2018 and employer-level data and certification will need to be reported for
each year, as well.



Upload File Specification
from EEOC Component 2 EEO-1 File Website

The File Layout for the Component 2 is a Comma Separated Value file – CSV

Data Set Name Specification:

Upload File yyyyCCCCCCCC, where 'yyyy' is the survey year, 2017 or 2018, and "CCCCCCC" is the 8-digit User ID provided by 
NORC. 

Data Description:

The Component 2 EEO-1 upload process requires all establishments to be uploaded as part of the same file regardless of 
whether any establishments have fewer than 50 employees. 

This is different than Component 1 where establishment with fewer than 50 employees are reported as part of a separate file.



Upload File Specification
from EEOC Component 2 EEO-1 File Website

Component 2 EEO-1 reports for single and multi-establishment employers are designated by Status Code (column 2).

The following Status Code are Supported by eCMS:

Single Establishment Employers

Status Code 1 = Single Establishment Company



Upload File Specification
from EEOC Component 2 EEO-1 File Website

Multi-Establishment Employers

Must Minimally File 

Type 3 Headquarters Report – Status Code = 3

And at least one of the following Reports:

Type 4 Individual Establishment Report for locations with 50 or more employees - Status Code = 4

Type 8 Individual Establishment Report for locations with fewer than 50 employees - Status Code = 8



Upload File Specification
from EEOC Component 2 EEO-1 File Website

Multi-Establishment Employers

(continued)

Order of Type Status Codes in File

Status Code 3 = Headquarter first

Status Codes 4 or 8 = All Establishments exception of Headquarters middle



Upload File Layout for 2017 and 2018
from EEOC Component 2 EEO-1 File Website

Field is to be blank in the file – You can enter 1234567 to get through the selection screen 



Upload File Layout for 2017 and 2018
from EEOC Component 2 EEO-1 File Website

Field is to be blank in the file



Upload File Layout for 2017 and 2018
from EEOC Component 2 EEO-1 File Website



Upload File Layout for 2017 and 2018
from EEOC Component 2 EEO-1 File Website



Upload File Layout for 2017 and 2018
from EEOC Component 2 EEO-1 File Website



Additional Reporting Requirement to Certify Uploaded Files 
from EEOC Component 2 EEO-1 File Website

Once the Component 2 EEO-1 2017 or 2018 upload file has been accepted and validated, Employer-level data shown in Table 2 
will be collected from filers directly through the Component 2 EEO-1 Online Filing System.

This information must be reported separately for each year for the employer’s report to be considered complete and certified 

Given that it will be captured within the Online Filing System through an interactive web-based form, these items are NOT to be 
included in the upload file 



Additional Reporting Requirement to Certify Uploaded Files 
from EEOC Component 2 EEO-1 File Website



Additional Reporting Requirement to Certify Uploaded Files 
from EEOC Component 2 EEO-1 File Website



Document Version History
from EEOC Component 2 EEO-1 File Website



Part II - eCMS

What’s New 

Setup

EEO Category and Minority Mapping

Processing

Clearing Security for Co/Div will determine Single or Multiple Environment Reporting

New Menu Option and Selection Screens

CSV File Upload 

New Component 2 Pay Data Format



eCMS Setup

Payroll:

Minority Code Maintenance Mapping

Human Resources

Employee Personal Data

EEO Categories Mapping



Minority Code Maintenance
Payroll > Maintenance 1 > Minority Code > Selection Screen

Minority Codes have not changed

However, they must be mapped properly for the EEO-1 File

Prompt on the Minority Code field and you will see if your codes are mapped properly



Minority Code Maintenance
Payroll > Maintenance 1 > Minority Code > Prompt Screen

Proper Minority Code Mapping

0. Hispanic or Latino
1. White
2. Black or African American
3. Native Hawaiian or Other 

Pacific Islander
4. Asian
5. Native American/Alaska 

Native
6. Two or More Races

Minority Codes 

must be mapped

properly to the 

EEO-1 Report File

Minority Column 



Minority Code Maintenance
Payroll > Maintenance 1 > Minority Code > Detail Screen

EEO-1 Minority Code Column Mapping Field



Minority Code Maintenance Report
with EEO-1 Report File Minority Code Column Mapping

Query Report Created from PRTEEO File show

Minority Codes

Descriptions

EEO-1 File Minority Code Column Mapping



EEO Code Maintenance
HR > Maintenance > Description File >  Type EEO Category > Selection Screen

EEO Category Codes have not changed

However, they must be mapped properly for the EEO-1 File

Prompt on the Description field to confirm you have all EEO-1  Category Codes

Prompt to Select EEO Category

EEO Job Category is the

EEO Category in eCMS



EEO Code Maintenance
HR > Maintenance > Description File >  Type EEO Category > Prompt Screen

Select Cause Code EE

To 

Display EEO Codes



EEO Code Maintenance
HR > Maintenance > Description File >  Type EEO Category

EEO Category Codes have not changed

However, they must be mapped properly for the EEO-1 File

Prompt on the  EEO-1 Job Category Field to Map



EEO Code Maintenance
HR > Maintenance > Description File >  Type EEO Category > Prompt Screen

Prompt Screen Displays

Required

EEO-1 Job Category to Select for Proper 
Mapping 



EEO Code Maintenance Report
with eCMS Job and EEO-1 Categories Column Mapping

Query Report Created from 

HRTDSC & HRTDSCXT Files show

eCMS Job Categories

EEO-1 Job Category Mapping

Descriptions

Note: Desc Codes and eCMS Job 
Categories are the same



Employee Personal Data
HR > Maintenance > Personal Data> General Screen

Verify Employee’s 

Gender

Minority Code

EEO Category



eCMS Processing

Human Resources

New Menu Option Selection Screen

Clear Security

Single Environment

Single Co/Div

Multiple Environment 

Single Co/All Div

All Co/All Div

Note: Distribution Co/Div used to determine employees in workforce snapshot period



Create Component 2 EEO-1 Employer Data File
HR > Reports > Menu Option 



Single Environment Processing
Single Company / Division Security



Create Component 2 EEO-1 Employer Data File
HR > Reports > Menu Option > Single Company / Division Security

Single Co/Div Security

Leave Process All Companies = No

Leave Process All Divisions = No

Select Applicable Company and Division

Security – Single Co/Div



Create Component 2 EEO-1 Employer Data File
HR > Reports > Menu Option > Single Company / Division Security

Security – Single Co/Div

The System will Auto Populate these Fields

They are Protected Fields

Co / Div and Federal ID#

Users will Need to Input the Proper 
Information for These Fields

NORC User ID and Workforce Snapshot 
Period



Create Component 2 EEO-1 Employer Data File
HR > Reports > Menu Option > Single Company / Division Security

Security – Single Co/Div

Select Pay 
Period 

Data Range 
that

Incorporates all 

Pay Frequencies

NORC User ID
Unique 8 Digit Identifier for the Entire Company Provided by NORC to Employer

Workforce Snapshot Period
Employers will choose 1 Pay Period to count Employees Job Category, Sex, Race or Ethnicity

Pay Period will be Chosen Between Oct. 1 and Dec. 31 of Reporting Year



Create Component 2 EEO-1 Employer Data File
HR > Reports > Menu Option > Single Company / Division Security

Security – Single Co/Div

Unit #

Populate with 1234567

Will be Blank in CSV File

County Name Required

NAICS Code Required
and is 6 Digits

Question B2C
Check = if You Filed Component 1

IS THIS ESTABLISHMENT: (1) NOT EXEMPT AS PROVIDED FOR BY 41 CFR 60-1.5; (2) A PRIME CONTRACTOR OR FIRST-TIER 
SUBCONTRACTOR; AND (3) HAVE A CONTRACT, SUBCONTRACT, OR PURCHASE ORDER AMOUNTING TO $50,000 OR MORE; OR SERVE AS 
A DEPOSITORY OF GOVERNMENT FUNDS IN ANY AMOUNT; OR IS A FINANCIAL INSTITUTION WHICH IS AN ISSUING AND PAYING AGENTS 

FOR U.S. SAVINGS BONDS AND OR SAVINGS NOTES? 1=YES; 2=NO

Question D2
Check Only = If all 3 Questions = Yes



Create Component 2 EEO-1 Employer Data File
HR > Reports > Menu Option > Single Company / Division Security

Security – Single Co/Div

Map Drive to Give Access and Authority to Files
Located in the IFS > Root > cms > eeo > csv files Mapping Drive Document Located on Our Website



Create Component 2 EEO-1 Employer Data File
cms/eeo/csv file > Single Company / Division Security

Security – Single Co/Div iACS File Download will Replace a Mapping Drive – Slides 70 through 79



Multi-Environment Processing
Single Company / All Divisions Security



Create Component 2 EEO-1 Employer Data File
HR > Reports > Menu Option > Single Company / ALL Divisions Security

Security – Single Co/ All Div

Single Co/ All Div Security

Leave Process All Companies = No

Set All Divisions = Yes

Select Applicable Headquarter Company



Create Component 2 EEO-1 Employer Data File
HR > Reports > Menu Option > Single Company / ALL Divisions Security

Security – Single Co/ All Div

The System will Auto Populate this Field

It is a Protected Field

Headquarter Company Number

Users will Need to Input the Proper Information for the following Fields

Headquarter Division Number

Federal ID #

NORC User ID

Workforce Snapshot Period Dates



Create Component 2 EEO-1 Employer Data File
HR > Reports > Menu Option > Single Company / Divisions Security

Security – Single Co/Div

Select Pay 
Period

Data Range 
that

Incorporates all

Pay Frequencies

Headquarter Division Number

Common Federal ID # - MUST be Exactly What is in PR Defaults (With Dash or Without)

NORC User ID
Unique 8 Digit Identifier for the Entire Company Provided by NORC to Employer

Workforce Snapshot Period
Employers will choose 1 Pay Period to count Employees Job Category, Sex, Race or Ethnicity

Pay Period will be Chosen Between Oct. 1 and Dec. 31 of Reporting Year



Create Component 2 EEO-1 Employer Data File
HR > Reports > Menu Option > Single Company / Divisions Security

Security – Single Co/Div

Unit #

Populate with 1234567

Will be Blank in CSV File

County Name Required

NAICS Code Required
and is 6 Digits

Question B2C
Check = if You Filed Component 1

Question D2
Check Only  = If all 3 Questions = Yes

IS THIS ESTABLISHMENT: (1) NOT EXEMPT AS PROVIDED FOR BY 41 CFR 60-1.5; (2) A PRIME CONTRACTOR OR FIRST-TIER 
SUBCONTRACTOR; AND (3) HAVE A CONTRACT, SUBCONTRACT, OR PURCHASE ORDER AMOUNTING TO $50,000 OR MORE; OR SERVE AS 
A DEPOSITORY OF GOVERNMENT FUNDS IN ANY AMOUNT; OR IS A FINANCIAL INSTITUTION WHICH IS AN ISSUING AND PAYING AGENTS 

FOR U.S. SAVINGS BONDS AND OR SAVINGS NOTES? 1=YES; 2=NO



Create Component 2 EEO-1 Employer Data File
HR > Reports > Menu Option > Single Company / Divisions Security

Security – Single Co/Div

Map Drive to Give Access and Authority to Files
Located in the IFS > Root > cms > eeo > csv files

Mapping Drive Document Located on Our Website



Create Component 2 EEO-1 Employer Data File
cms/eeo/csv file > Single Company / Divisions Security

Security – Single Co/Div iACS File Download will Replace Mapping Drive – Slides 70 through 79



Multi-Environment Processing
All Companies / All Divisions Security



Create Component 2 EEO-1 Employer Data File
HR > Reports > Menu Option > All Companies / ALL Divisions Security

Security – All Co/Div

All Co/Div Security

Set Process All Companies = Yes

Set Process All Divisions = Yes

Do Not Select a Company and Division



Create Component 2 EEO-1 Employer Data File
HR > Reports > Menu Option > All Companies / ALL Divisions Security

Security – All Co/Div

Users will Need to Input the Proper Information for All Fields

Headquarter Company and Headquarter Division

Federal ID #

NORC User ID

Workforce Snapshot Period



Create Component 2 EEO-1 Employer Data File
HR > Reports > Menu Option > All Companies / ALL Divisions Security

Security – All Co/Div

Select Pay 
Period

Data Range 
that

Incorporates all

Pay Frequencies

Headquarter Company and Headquarter Division Number

Common Federal ID # - MUST be Exactly What is in PR Defaults (With Dash or Without)

NORC User ID
Unique 8 Digit Identifier for the Entire Company Provided by NORC to Employer

Workforce Snapshot Period
Employers will choose 1 Pay Period to count Employees Job Category, Sex, Race or Ethnicity

Pay Period will be Chosen Between Oct. 1 and Dec. 31 of Reporting Year



Create Component 2 EEO-1 Employer Data File
HR > Reports > Menu Option > All Companies / ALL Divisions Security

Security – All Co/Div

IS THIS ESTABLISHMENT: (1) NOT EXEMPT AS PROVIDED FOR BY 41 CFR 60-1.5; (2) A PRIME CONTRACTOR OR FIRST-TIER 
SUBCONTRACTOR; AND (3) HAVE A CONTRACT, SUBCONTRACT, OR PURCHASE ORDER AMOUNTING TO $50,000 OR MORE; OR SERVE AS 
A DEPOSITORY OF GOVERNMENT FUNDS IN ANY AMOUNT; OR IS A FINANCIAL INSTITUTION WHICH IS AN ISSUING AND PAYING AGENTS 

FOR U.S. SAVINGS BONDS AND OR SAVINGS NOTES? 1=YES; 2=NO

Unit #
Populate with 1234567
Will be Blank in CSV File

County Name Required

NAICS Code Required and is 6 Digits

Question B2C
Check = if You Filed 

Component 1

Question D2
Check Only  = If all 
3 Questions = Yes



Create Component 2 EEO-1 Employer Data File
HR > Reports > Menu Option > All Companies / ALL Divisions Security

Security – All Co/Div

Map Drive to Give Access and Authority to Files
Located in the IFS > Root > cms > eeo > csv files

Mapping Drive Document Located on Our Website



Create Component 2 EEO-1 Employer Data File
HR > Reports > Menu Option > All Companies / ALL Divisions Security

Security – All Co/Div iACS File Download will Replace Mapping Drive – Slides 70 through 79



iSeries Access Client Solutions 
iACS Download



iACS – File Download
Replaces Mapping a Drive

Select the Action Menu Option

Highlight Integrated File System

Click – One Time



iACS – File Download
Replaces Mapping a Drive

This Screen will Allow you to Select the Directory Path

See Next 2 Slides to Setup the 

Path for cms/eeo



iACS – File Download
Replaces Mapping a Drive

Select – cms

Click Once to Highlight

Click Twice to Select



iACS – File Download
Replaces Mapping a Drive

Select – eeo

Click Once to Highlight

Click Twice to Select



iACS – File Download
Replaces Mapping a Drive

Directory is now /cms / eeo 

A List of Available Files Will be Displayed

RefreshPrevious



iACS – File Download
Replaces Mapping a Drive

1st - Highlight the File

2nd – Right Click the Highlight the File

3rd – Select Download – Click Once 

Steps to Download a File



iACS – File Download
Replaces Mapping a Drive

Confirmation on File to Download

Click - OK



iACS – File Download
Replaces Mapping a Drive

Confirmation Your File Was Successfully Downloaded





Helpful Tips!

Setup

Map Minority and EEO Category Codes

Employees MUST have both codes setup in their Personal Data General Tab

Minority Code File is PRTEEO

EEO Category Files are HR Description (HRTDSC) and HR Description Extension (HRTDSCXT)

Note:  IDI is being developed for both these options but is not currently ready



Helpful Tips!

Processing 

Workforce Snapshot Period

Select pay period that incorporates all frequencies

Choose period between Oct. 1 and Dec. 31 of the reporting year.  2017 and 2018 do not have to be the same period

Time Card History File (PRTTCH) will be used to determine

Weekend Date – Workforce Snapshot Period

Distribution Company and Division - Employees to be reported



Helpful Tips!

Processing 

Source Company and Division:

Determine employee’s minority code, EEO (job) category and sex

File HR Personal Master (HRTEMP)

Determine employee’s reported W2 FIT wages for Pay Bands and Hours

File PR Earnings File (PRTERN)



Helpful Tips!

Processing 

Security Clearance:

Single Environment use Single Company / Single Division – System will populate Headquarter Company / Division and EIN

Multi-Environment use either

Single Company / All Division – System will populate Headquarter Company used to clear security

Headquarter Division and EIN must be entered

All Companies / Divisions – User must populate Headquarter Company, Headquarter Division and EIN



Helpful Tips!

Processing 

Security Clearance:

Single Environment use Single Company / Single Division – System will populate Headquarter Company / Division and EIN

Multi-Environment use either

Single Company / All Division – System will populate Headquarter Company used to clear security

Headquarter Division and EIN must be entered

All Companies / Divisions – User must populate Headquarter Company, Headquarter Division and EIN



Helpful Tips!

Processing 

You will receive the following message if there is no data found for your selection



Helpful Tips!

CSV File 

New Menu Option to create the file

HR > Reports > Create Component 2 EEO-1 Employer Data File

The file will replace with the last one created

No historical CSV files just the most current to send to EEO

Two options to access CSV files in IFS

Map a Drive in to cms/eeo

New – Client Access Solutions – iACS Download – see slides 70 through 77




