Electronic Personnel Security Questionnaire (EPSQ) 
All new hires are required to complete an Electronic Personnel Security Questionnaire (EPSQ). This is necessary to obtain computer access to government systems as well as security clearances, as required.  The software for this requirement may be downloaded from https://sclient.dss.mil/download/ and installed on your home computer.  This will be considered a "new" installation of the Subject Edition. This site requires a Secure Socket Layer (SSL) compliant browser, and is most secure when using Internet Explorer or Netscape. America Online (AOL) users may experience minor distortions in the appearance of fonts, table alignment, etc., but this does not affect system functionality.  If you are unable to download the software at home, contact your activity’s Information Assurance Security Officer (IASO) for assistance.
Start to Finish:  User Forms
Double Click on the SUBJECT EDITION icon

Create:  User Form 

Select Type of Form and Type of Investigation (see chart below)

Press <enter> to acknowledge the Privacy Act

Enter the Social Security Number (SSN) and type password 2 times (Be sure to enter a password with no more than 8 characters!); 
Press [Yes] button to confirm the SSN was entered correctly

Complete the form

NOTE:  Answer all questions on each screen completely. Press NEXT to proceed to the next page.

	Form
	Types of Investigation
	When to Use

	SF 85P
	Application for Public Trust Position
	For contractors, childcare workers, and AAFES employees.

	SF 86
	Single Scope Background Investigation (SSBI)
	For Top Secret (TS).  Information should cover the last 10 years, but no further back than the 16th birthday.

	
	National Agency Check (NAC or NACLC)
	When there was no previous clearance or no investigation on file.  Provide information for the past 7 years.

	
	Secret Periodic Reinvestigation (PR) or Confidential (PR)
	For Secret or Confidential PRs.  Provide information for past 7 years.

	
	Periodic Reinvestigation (PR)
	For Top Secret PR


Data Entry Screen Function Keys

EPSQ uses the following function keys to help you maneuver through the modules.  Find them by clicking the word “Navigation” in most modules!


F1
--
Displays Help for the field the cursor occupies


F2
--
Add Remarks for current field


F5
--
Deletes entire entry of the Module you are editing


F7
--
Add a New Entry (Quickly add a relative listing, residence, or employment)


F8
--
Moves cursor to first field of Previous Entry

F9
--
Moves cursor to first field of Next Entry

F10
--
Go to Previous Module (Quickly jump from Module to Module)


F11
--
Go to Next Module (Quickly jump from Module to Module)

Entry Edit Checks and Helpful Tips

1. Current or Former Military:  List each assignment separately, not one entry showing your Army career (i.e., you can’t live in Virginia and be employed in Germany for the same period of time).  
2. Dates:  All dates must be listed YYYY/MM/DD (1999/02/04).  If you are unsure of the day, enter YYYY/MM/?? (e.g., 1999/02/??).  Question marks CANNOT be used for dates of birth.  Use PRES in the TO field if a date range has no end date (i.e., current residence and current employment).

3. Unknown Information:  Don’t know the first name, middle name, or phone number?  Enter “UNK” (unknown) (e.g., UNK Smith), as appropriate.  If the person has no middle name/initial, enter NMN.   

4. Special Symbols:  If appropriate, you can use spaces, apostrophes (‘), hyphens (-), and periods (.) within a name.  (e.g., Carol Anne St. James, Mary Lisa O’Grady, Jean NMN Jenkins-Smith)
5. Addresses:  Rural routes and PO boxes should not be used.  If you have no other option, you must provide detailed instructions on how to get to the actual residence from the interstate or main road in the REMARKS section of that module.
6. Foreign/Military Addresses:  Although EPSQ does not validate the internal contents of addresses, you should enter APO addresses using the following format:  Address Line 1 - Unit name.  Address Line 2 - APO designation (i.e., APO AA, APO AE or APO AP).  City Field - Overseas City (e.g., Ansbach, Nuernberg, etc.).  State Field - NY (if APO AE), CA (if APO AP), or FL (if APO AA).  Zip Code Field - APO number.  (See note below regarding references)
7. People Who Know You Well/References:  You must list three people with name, address, phone number (either work or home address and phone number).  These people cannot be listed anywhere else on the form nor can they be family members.  (NOTE:  EPSQ does not allow users to list references or people who know me well who reside outside the US).
8. Family/Associates:  You must list all on the list that applies to you whether living or deceased.

9. Selective Service Number:  If required, your registration number can be found by calling (847) 688‑6888 or accessing www.sss.gov.

10. Provide all information that is requested, making sure there are no blanks.

Validation
Click on Validation:  User Form (Enter SSN and press [OK] button.  The number and nature of errors are displayed.  Print validation report to printer or screen.  You are given an option to save the validation report.  It should take no more than 2-3 minutes for your form to validate.  Use Modify to correct all errors and revalidate, as appropriate.  Repeat steps to validate user form until there are no errors.  If it takes longer, close the EPSQ applications and reopen. Before submitting to the Civilian Personnel Advisory Center (CPAC) there must be 0 errors.

Printing a Copy of Your Questionnaire
· Select PRINT (at top of screen) on main menu tool bar.

· Select USER FORM
· Select SEND REPORT TO PRINTER
· Press OK
After printing a copy of the questionnaire, sign and date the last page of the Security Clearance Application, the Authorization for Release of Information, and the Authorization for Release of Medical Information.

To exit EPSQ, select EXIT (at the top of screen) on main menu tool bar, then select QUIT EPSQ.

To delete the individual form from EPSQ:  Select UTILITIES (at top of screen) on main menu bar, DELETE FORM, USER FORM, and enter SSN and PASSWORD.

Submitting Your Questionnaire

Submit the printed copy of the questionnaire to the CPAC.
