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Chapter 11
Prepare an Enlistment Packet
11-1. General.

a. Completing a quality enlistment packet is one of the most important tasks you must accomplish.
Attention to detail is a must to ensure an accurate enlistment packet and the smooth processing of your
applicant through MEPS. The information that you enter here will also feed reports to higher echelons.

(If a process is not listed here, please review the table of contents for information on that subject or screen.

b. Before we get started, let's discuss what screens you should use based on the status of the record
you are processing. There are some screens that you will not use until the applicant is starting to process for
enlistment. If you remember from other chapters we identified five different record statuses. However, we
are only going to worry about the first three: Lead, prospect, and applicant. When you think about it, once
the record has a status of DEP or Delayed Training Program (DTP), that individual is already processed for
enlistment and is waiting for training to start. Maybe the information below will help identify what screens
should be used with the different record statuses.

(1) A record that has a Lead status should have the Lead Information and Contact History screen.
You can use the Prequalification screen during your initial contact, but you can complete it during your initial
appointment.

(2) When you change the status to Prospect, you will want to complete the Contact History, Prospect,
Prequalification, and the Sales Presentation screens. The last two screens are not required, but should be
completed to record the information that you captured during the interviews.

(3) The last record status that we will cover is Applicant. You will need to complete the remaining
screens to complete the individual's enlistment packet. You will see that most of the data you collect is for
the applicant’s security clearance application.

c. This chapter is a little different than that of the others and will be broken [EEETRE} "

down by major folders and discuss the supporting screens. If a screen function is By ADMMETRATIOH
shown under a folder and not discussed in this chapter, review the table of contents :j h':;;'
for that specific function. For example, we will not discuss Lead Record or Contact o Lh::'."r.':::
History in this chapter, but we did dedicate separate chapters covering those func- T1 [ ———
tions. [ S
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(5) Personal folder. w [l REPORTS

(6) Background folder.

(7) Family folder.
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(8) Packet Preparation folder.
(9) EPSQ folder.

d. Take a few minutes to review the different folders under the ARISS-RWS tab. Where you see the
plus sign next to a title, it identifies additional screens. When you see a screen or screen field that is grayed
out, no data can be entered. This information may have been replicated down from another source.

e. The ARISS-RWS Leads-Reports application was designed as a one-time data entry application. In
layman terms, once you enter data on one screen it will automatically populate that data to other screens.
This is one of the reasons that we recommend you follow the process that will be discussed below. We will
not discuss every entry for every screen. Remember, if you see a drop-down arrow, you must select the
data listed in the drop-down. Whenever there is a free text field, do not use any punctuation or characters in
that field. In most cases this information is already coded within the application.

-./During this process you will be instructed to do specific actions. To eliminate the redundancy of showing
these steps over and over, we have identified the most common ones below.

-- When you are instructed to save the information you can click on File from the menu bar and then
click Save or you can just click on the Save icon. = |

o —

-- In several cases you may need to enter additional information in the same field. For example to
enter multiple addresses (current, home of record, temporary) in the address line you will need to add or
insert a row for each additional address. To do this, simply put the blinking cursor in the field that you want
to enter new data and click on Edit and then click on Add or Insert or you can just click on the Add icon
i 3 , or Insert icon. E

-- To delete information in a free text field, put the blinking cursor in the field that you want to delete
the data and click on Edit from the menu bar and click on Delete or you can just click on the Delete 77 icon.

11-2. Process from lead to applicant.

WS |Lens latermention - AL DL (AR a. Now that we have covered
TTTTTIN some of the routine steps that you
will encounter, we now need to start

Comgermt Cxle: [T 3] e working our records. We have cov-
ered the Find screen in previous

0L Fil Mg Wik W 1 Wil Mg 7 il T .
pIsis i | [ | =& = chapters, so we will assume that
et s you know how to locate and open
F i iy Stun  Comriy e Ly a record that you want to work on.
T Farkad Tl Fsa L | T 2 Once a record is opened, the first
Zorg e e screen you will view is the Lead In-
et LU — — formation or Prospect Record, de-
e e i T 1| : g et
pending on the record status. Let's
start at the beginning and review
:tl o i =ilr'5"5'5'” = ["5 I ¥  the Lead Record. Click on Lead
= — = bk ekl Record if not already opened.
I =l I H =l
Sechonl furw Gracsaion} b. This is Cody Adams’ lead
| T L information record. We are going

to use his record as an example in
this chapter. Once the record opens ensure there is a Lead Source entered. If you are calling this individual
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you may need to make a mental note to obtain the missing information during your telephone call.

c. Today you made a call to Cody and discussed how the Army could help him meet his goals. He has
agreed to meet with you tomorrow to discuss these opportunities further. While you were talking he provided
information about his education and other personal information.

d. During your conversation you enter any missing information on the Lead Information screen. Now
click the ARISS-RWS tab and click the Prequalification icon. Prequalification is done to ensure that you're
talking to an individual that meets the basic
enlistment qualifications. You wouldn't want — _SEss e = hamw
to make an appointment with a person who

has something that would immediately dis- B DTS B AT Hegef T wmgref T Himwagie [ T 0l
qualify them. Prequalification will alert you e W P
to any potential problems that your prospect i | -
) . e
i shoud b6 completed during your . | Rl B Sten
- Lot - - - Lartsd e o ks -
tial contact, so try to establish a habit of :;T'—__,:_"_"_c_ﬂ—',f. st L = v F—1
opening and recording any information dur- o e - -
ing this time. Now enter the data that Cody e v e s s o b s i b o 1 Fefu
provided on the Prequalification screen. T e s s e b i b s Fyin
(L

| Ty e e T

e. Most of the fields are self-explana- P —

tory. Complete the fields that are blank.

This is not a required screen, but used as a Sy o h
reminder to ask different questions during e

your conversation. To move to another

field, use the Tab key. There are four questions that need to be answered with a Y (Yes) or N (No). If the
answer to the first two questions is Yes, you can enter additional information in the Explanation field. How-
ever, there are other screens that you will need to record specific information on his medical condition and
law violations. Now you’ll need to Save the information that you have recorded in the Prequalification
screen.

f. In order to record your most recent contact with him, you'll need to bring up the Contact History
screen. Click the ARISS-RWS button and the click the Contact History icon.

-u/Every time you work on a record, annotate your actions in the Contact History screen. This will keep your
database updated and when replicated show your chain of command that you are diligently working your
records.

T s ; == g. You're going to change
o Lo | ok s = the status of Cody Adams from

Siage [FRACERECT =] Dispmatiary, [FOLLTW LF = .
O e L e A Lead to a Prospect since he
=ha=  agreed to an appointment. If you
wwwCots [ et D R Feslfmsak [ Pl Sl Dot [RORE were updating his record for a dif-
5 ferent purpose, you could start
(R pec o | e ﬁ with the Action window. Click
Lol D Gk [EERRE Lnaed g Dot [FTRTT g Pt [ =] the Status drop-down arrow and

b 3 od [Lagey ks Hil oty [1ir = - Ert Trme b gt Lo CIiCk PROSPECT
Hel dobry ||-l| EL EFFTIHTMEA ] = || i !| 1] El F:-:*

'b( Before you can enter the correct Action and Results make sure you have the correct Status selected.

h. Record the Action you accomplished today by clicking the drop-down arrow and click on TELE-
PHONE CALL. The Date window will default to the date you accessed the record and cannot be changed.
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The Time will also default to the current time when the record is accessed, however it can be changed. Click
the Results drop-down arrow and click CONTACTED. You can type in any information you've gathered
from your telephone conversation with Cody Adams in the Remarks section. Now enter your Next Action
information. Click the Next Action drop-down arrow and click INITIAL APPOINTMENT .

{For your initial interview, always ensure you select Initial Appointment in the Next Action field. You will
want to record the Initial Appointment in the Today Action when you actually conduct that initial interview.
This will ensure that your lead source analysis report is updated and your SC can key off this for his or her
DPR.

i. If there is an entry in the Next Action field you will be prompted about replacing the existing next
action, so click Yes. The system will default to today’s date, but you can also change it. The Best Time to
Contact Location is an optional window. Now Save your information.

j- You've completed updating the Contact History. The History section now reflects the data you've
just saved. The information that was | res

. . . . 1 - 1 |-|.|'J ! Iﬁ
recorded in the Next Action field will ::H T E “'F“E'“ ., b 3
now show an appointment when you Remgiy 5;:;
open your Find screen.

o [ e Dt [ R [T el P e [T

Compret FESERRE. poptome: [ Do el [FCRGRT ;I

Lol gm Dok RS Lol g bt [PTRTT T T |
[
L e

- l- N F.:'-l Hll.l‘ ilﬂ Mt il lﬂ

Y T n el MDA
(Rl rrimpuit Fismeret] JRTARANE NNV RN T SEUNTR] ey s 1S k. For our purpose, it is now the

next day and Cody should be coming

-_om:"ﬂrw__"m_ng ~htena [ —— infor his Initial Appointment. Open his

Pt Matte fiakn record and this time it will open to the
| =i - - - - Prospect screen. From this point on
I-r;:r]_: ' e e =TT [T the application will default to the Pros-
oo = e T . r pect screen. Review the information
Coirp Cd desaCd Wi Gt Top 1 I:_-g zoe FFr recorded on this screen. You can see

s - Bk Hida - . . .

L e 1 = that information from the previous
Vv S i Pl s b Fisciad P screens has already populated the
[ B Lty ey Lwas Hasbas Fuplte _ Sise Hais s Prospect screen fields. Take a look
' I ' P8 Peeeen tthpC t Code and Appli

rarayr T T — —a A at the Component Code and Appli-
Fien Eere Lrmr e cant Type windows. The Component
[ — =l =l =l K boue TR C.Ode will default based on your login,
et Smms [T =] Seos s | v [~ D4 Dsiaret FRVEE [ either ACTIVE or RESERVE. The

code can be changed depending on
whether the individual wants to enlist for Active or Reserve. The Processing Option Type window is where
you would note any type of special processing such as the Band option or an IRR transfer. The other
information is self-explanatory. Take a look at the options under Citizenship . If the individual is coded
anything other than US Citizen at Birth , you will need to complete the information on the Citizenship
screen. You will notice that there is only one line to capture the different addresses and telephone numbers.
This is where you would use the Add or Insert function to record those different addresses. A scroll bar will
appear to the right of the fields indicating additional information.
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I. In preparation of Cody’s arrival, you have the
ARISS-RWS Leads-Reports application open to the
Sales Presentation screen and you can have the
Army Sales Presentation application opened and
minimized. This will allow you to show the sales
presentation and then, using the Alt + Tab keys, go
and record his attitude and priorities to the different
motives. The Sales Presentation screenis optional,
but when used properly can provide information for
you to focus on when trying to convince that difficult
individual. The above screen shows a couple of er-
ror messages in that you cannot duplicate the Mo-
tive or Priority. If this error occurs make the correc-
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tions. Once you have completed your presentation and recorded your comments on the Sales Presenta-

tion screen, click Save.

1I|i"'As you can see your laptop has everything available for you in conducting your interview. There is one
thing that you have to do that the laptop cannot. | know with technology today, that is hard to believe. But
you have to ask the question. Cody do you want to start processing on Tuesday or Thursday?

m. Now go back to the Prospect
screen and ask Cody those questions to
complete the missing information. Once
that information is entered click on Save

u_ppa " — i e ] PEL | 1 [ 1
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to update the Prospect screen. A scroll
= barappears nextto the address and tele-
phone number fields indicating additional
information has been entered.
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n. If Cody agrees to start process-
ing, then he is no longer a Prospect and

it
sctce [FITOLAVORTAENT 5] QuaPTRE il

Pl |03~ DRC LD

Siagr: [FFATFET

- Dipmaiicar: | (0. LIF LI -

his Status needs to change to APPLI-
CANT. Do you remember where that
change needs to be annotated? If you
thought of the Contact History screen
you are correct. But before you change

Pt |

F Srm
s Deathond

wesaCoda [ ScbsDas[ROR0N  FesPaak | Pl Peh Do [TE0B0B0
ot P i [ et 3

) Lowd O ol [ERRE L g e [T g P vk | =|
Cody to an applicant, you _rr_1ust recgrd v I o o o et e [ R T ey e p——
that you conducted your initial appoint- s [ A fromm G §if -

ment. Since there is no action for ini- ***

tial appointment under Applicant, record

Eade Nime ARID Arban el
[ ETTC = i = == | [ L ST T

EL dgnm
P [

Slakn hﬂl-lﬁﬁ!rm

the action as a Prospect and show the
Next Action as CHANGE. Immediately

Biamady- [l e ey vy

el e b = ol =

make the status change and record your action and next actions that your applicant is scheduled for. This
will show the progression from Lead to Prospect to Applicant. Click on the ARISS-RWS tab and click on
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o Contact History . If Cody did not agree
ey [T =] Qes TR T [ Ml [ 50 E] . . .
e [TFCTT = T 3 to process but wants to wait, he will still

QI = e e et e e e e e :i:':; be considered a Prospect. Enter Today
and Next Action information. Since Cody

ol ol el | L o s agreed to start processing we need to

Comporare FERFA [apCode: [ Dooniieie [T il change the Status to APPLICANT . Now

Raa g ke [FTRT Lt e [N — R | complete Today’s Action and Results
B e Dt The s i s ot Lt = and record your Next Action and Date.

’::""' ' =F i G | Click Save.

Da Tima BED Mmoo l-t j

e e T

Fh—u-llrl
-1

Ib“"lt cannot be stressed enough about the Contact History screen. Whether you are doing an appointment
or just updating the record, annotate what you did in Today’s Action and update the Next Action fields if
necessary. There may be times when you update the record, but the next action does not change.

11-3. Projection folder.

[_oRET T J|Cimbais Heminry a. Since Cody has agreed to process we need to electronically project Cody to
[ B ADhauEThadin take the ASVAB test and complete a physical. Click on the ARISS-RWS tab and
N click on PROJECTION.
¥ | Coniect Hedap
i it i \/ The red checkmark next to the screen title indicates you have completed the
I K required data on that screen.

B M ms Bl sy
18] Foragr Langusgs

E E:E\I::T-':::';. i b Once yOU [ || ADAS. DD _SP WCARTT ST [ e ) P
: _—";1.;"‘“ click on PROJEC-
& il BACEGR R TION, t_hree other g oo ]| b ;qu;}_i e g | o
A ::*H ro—— screen titles appear. ¢ el S i PG St |
: %._-,,_.;1 o The 714aand Projec- [ e A e mmle f'
B N rTIC tions are the two
== 00000 fros - AL - -
] "i4a screens that must be ™ S e kel 2]
E :'ﬁ:.‘:},h..@.: completed every time "= ® ""rfi"'“‘" 2 a1 5 2 wenanaa] 7T
- you want to schedule s e e = ey —
your applicant for fur- g iemetieaf i [ g | i et [ =
ther processing. The Projection MeSSageS  usieusiuiost v ma Foiimme] b S00E et
screen will display previous projections repli- =, 2 tpamiiton] 3
cated to the TOS. There are separate chap- s s
. . . bt it e S
ters that cover Creating a Projection and Send- | — L - = x|
ing a Projection, but this is a critical and simple I"':"" F e s a4 B3

function if you understand it. Click onthe 714a
to create an initial projection.

¢. Once you have completed the 714a there will be no need to update every time you send another
projection. You will need to complete this screen only when you are creating the applicant’s initial projection.
You will notice that most of the information is already filled in. This is the one-time data entry function that is
provided by the ARISS-RWS Leads-Report application. Update

% Validation Erors any missing information and click Save.

g Education Edu Years is a required column
J Education Edu Ll G i & requied colmn d. Before we gotoo far, let's take a minute to d|§cuss ascreen
that could appear when you try to save the screen information. If
g Foreign Languages: is & required column you failed to complete a screen field —
g Religion is & required column you will see a Validation Errors
o message. This screen will identify ﬂl SEM i required column
those fields that you left blank and
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HTes [[Feojuctions - ADAME. CODY APPLICANTAGDNT (S0 B38-7290 should be completed. If the mes-

sage is preceded by a yellow tri-

T Frmporon r i ¥ High ok Logk Lz angle this data will be needed to

arefl=F =] Procwrarg Swtm [T 010 8 Lodgr Pt & 1 H complete the enlistment packet.

satiar FETH samvt e FE5 B ke Terwmrmin [ =l You will be allowed to save the in-

m,.n,m [TeL T | e formation and continue. However,

e SR 1 R |f.the message |s.preceded by ared

g Lt circle with an X in the center, you
e sl R ERPWMIT s icass Pl [~ T W e Tasd [

must enter that information before

=t .
RS Mk et .t ot e R you can continue.

Euivn Ty |=u.|. PO Bl Tiin FROIRSED ;'

oo Tornt [T e o | e. Now click on the ARISS-

Pacicien Topm | 9071 TEST Wl TTPACEC =] shgim] RWS tab and then click Projec-

Cormmcin | tions . You will use this screen

o T el sl Recoishnt [T more than any other shown in this
application.

f. To understand the functions of this screen review chapter 7 on creating a projection. Chapter 8
discusses the process for sending a projection. If you are going to use this application to its fullest capability,
you will need to understand and know these two chapters. In our example here, you have completed and
saved the Projection screen. Now get connected to your ISP and establish a secure connection and repli-
cate this projection.

11-4. Administration folder.

5 oF ADMPASTHATION
a. You inform Cody that you will need his personal information so you can : ;::a::,-.-
update the remaining screens and complete an enlistment application. From this P Coriost ot
point on, we are going to discuss the remaining screens that you will need to com- {51 Filugunis Flnciad

o S Fisierdiinn
plete for an enlistment packet. As mentioned before, there are some screens that

are for your information and do not need to be completed for the enlistment applica-
tion.

Sl Ral il o

8N Foenges Lawgnage

IE B EFS P g Fessdby
Al (D€ P AT T Polir A warbar

# & S[REEWKG
WS [|Anmans - ADAME, COCTY MEALEADLAGONT (480) D88-729 b. First, let's review the remaining
Administration screens. Click on the
Alaiei ARISS-RWS tab and click on

Imuw |n"m r'ml |HM3 IH' <} ADMINISTRATION. The red check-

Fon [T T I wwetge[ = Marks indicated that you have already

completed that screen. Click on
Aliases and briefly review the information you'll need to enter regarding any aliases your applicant may
have. In this case Cody Adams does not have any. But if your applicant does have an alias, enter the
information. If you need to add more than one, place the blinking cursor in the Last Name field and then click
the Add or Insert Row icon to add additional aliases.

EFE [[Fren Poviumace - AWM. COUY FALEAL LULLUED c. Click on the ARISS-RWS tab to get
back to the menu. Now click on Name Pref-
PR — erence to review the information that you may
sty Slepery el Bt | need to fill out. These two screens are self-
IR, explanatory and only need to be completed if
o] s s m s theyapply to that applicant.
- | = =
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d. Click the ARISS-RWS button. Click the For- |
eign Language icon to review the information you'll
need to record if your applicant has any foreign lan-
guage proficiencies. If more than one entry is required,
click on the Add or Insert Row icon.

Lot o Noveege Lraigea

& e e [ v [ Uswerwed [ obrms [ e

e

e. Click the ARISS-RWS tab to return to
the main menu. Click the MEPS Processing
Results icon. Notice that all of these fields are
grayed out. You cannot enter any data on this
screen. If you always project your applicant for
all processing, this information will automatically
replicate down. If your applicant had taken the
SASVARB, those results would be showing where
the ASVAB box is. Once the applicant takes
the ASVAB test the SASVAB results will auto-
matically be replaced with the new data.

e ]
Lo it o
Eewlind 3 ihgel¥ b e i i [ LA
Irim frmd T T
sy by Do el g Fmy Wy iy [
] | ‘|
o hbind CwwelS Gl i E-vm B Lad Stk B
i Topaces e [ [ I [ [
[ttt el - | il b | |
[LELT LAY
Fogui Wpilli  Tod D Fufl S LT P Ir nl:- Npas; Lt whaaye
i N llir limewr finnuny
st Er el w[T alT o I
=l =) L] L |
e " | |
v TRl Ui Hmsr |
e EE Frm Fulmieil Mg Fagde Sobood s
[T T | [ [ [ =
0 e LI
n.um.n:--:_::h‘" HT ST ookl jpe——
| e EI.'.H. B i [Tl oyt
EPAIP
] Framar i (Dl pPeis Pl
Sep [ Rl ol irvem  SpeimBH  Fogp M Dechags 0o

11-5. Screening folder.

ﬂ PEHSDNAL

ol g Loy Ty

f. Click the ARISS-RWS tab to re-
turn to the main menu. The only screen
left is the DEP/DTP/Unit Member screen.
Unless your applicant has a Status of DEP
or DTP this screen will not be available
for you to review. If they have the correct
Status, you would enter the information
about their attending your DEP or DTP
Orientation and track their Ht (Height)
and Wt (Weight). If for some reason they
requested to be discharged, you would en-
ter the tracking information at the bottom.

a. We have covered the different screens under Administration, so let's
discuss the different screens under SCREENING. Start by clicking the ARISS-
RWS tab and then click the plus sign by SCREENING. Take a few minutes
to review what screens are under SCREENING. Let’s review the first one.
Click on Personal to review the information required on this screen.

b. Some of the questions may already be answered based on informa-

tion you entered in the Prospect screen. If

!-"l-'!l
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% s i vl et
e e

ek s B e e BT

P

AN

T el St |

~yITE

]

e o Wl e s e e [ Ll RS I—
1 e 7T A T Dncina [
B i e ol B e e 7T s I—
g ond Bme 4 Bt o R B BT o e 1 e g -

11-8

you answer Yes to a question, you may be
prompted to complete an additional screen
next to that question. Answer the questions
by clicking Y (Yes) or N (No). Click the scroll
bar down arrow to answer all of the ques-
tions. Once completed Save your work. If
you forget and try to exit the screen, you
will be asked if you want to save this infor-
mation. Just click Y (Yes) or N (No) and
continue.

Y




c. Click the ARISS-RWS tab and
now click on Test. Take a look at the in-
formation required in the Test section. For
example, Cody Adams has taken the ACT.
So click ACT to enter the information in

ey
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B Prind
F sapm Copmaprd o
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Gmmm] 5

v Fl = L A ]

L |

the Exam Name window. You will need
to enter score and date. Continue enter-
ing any exams they may have taken. This
is one area you do not need to use the = swm

. . Vi Vel | Dot [PRROVIT ] becwn [ FeeswPan | -
Add or Insert Row function. Each time = "% e et e . I_j
you add a new test a new line will appear. o a— N et | eanl | e
Again, the ASVAB data fields are grayed A

out. This information will be replicated to  sw PUFER s |

you after the applicant takes the ASVAB

test. The CAST (Computerized Adaptive Screening Test) section refers to a testing program on your laptop.
The Computerized Adaptive Screening Test (CAST) or Enlistment Screening Test is given to all prospects
and is used to determine how well the individual should score on the ASVAB.

d. Let's move on to the Physical

2l : ' ' section of SCREENING. Click the

ARISS-RWS tab and then click on
HogFr o[ 77 Mt [T B B L N Physical . The physical part of the en-
dmiars listment packet is very important. You

e ——
v rate information as it may affect your

Ak mEn oy N i \ .
b i e appllcan_t S Cha_nce of enllst_ment,_ as ngl
i o], 4 g g b v as special enlistment options like Air-
B e e T o borne. Enter the Height and Weight
el sl L «| data. In order to move to the next win-
T dow, use the Tab key on your keyboard.
Pem L e et A L recilhe f— Notice a weight has been entered in the
fFr [ [ | El [ =

Max Weight subdued window. This win-
dow will automatically populate after
you've entered a Height and Tab to the
next window. Using the drop-down ar-
rows to select the applicant’s Eye Color and Hair Color. Review and answer each of the questions shown.
If you answer Y (Yes) to one of the questions a screen will open requesting Additional Information . If there
are multiple entries on one of the questions, use the Add or Insert Row to record the additional information.
Use the scroll bar to answer all of the
listed questions. Once you complete

Pt | il |

aldienA e it

T fn Dicpicn’n L M e T F wokiss Lk Hes T ooy . R i

et j e § [ | = ==l the Physical information, Save your
—— work and then move on to the Medical

| section.

e. Again, it is crucial to accumulate as much background medical information on your applicant. This
process is necessary due to the fact that the applicant needs to be in good health, both mentally and physi-
cally before entering the service. To enter the medical information, click on the ARISS-RWS tab and then
click Medical .

11-9
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f. If you understood the process for

completing the Physical information then =
you know how to complete the Medical
information. Your first task is to input in-
formation on the applicant’s body and vi- o m e e -
tal organs. You choose this category |l fr “:I
from the Category drop-down arrow. ¥
There is a series of questions pertaining
to each category and Y (Yes) or N (No)
answers for the applicant to choose. NoO-  uw
tice the scroll bar on the side of the ques- s
tion box, this means that there are more ' s s
guestions to answer. After you have
completed a Category , Save your work.
Click the Category drop-down arrow to
select another category and answer
those questions. Once you have finished
answering the questions in all categories
you are ready to go to the next screen.

-

|
Ll |
L |

#
i
|
i

—. g. Now let's work on the Moral/Drug sec-
tion. Click the ARISS-RWS tab and click on
B - Moral/Drug . This section consists of questions
o ey iy s e e s L ] = . . , .
I | (52,0 ants sl and g e
- tory. Included are questions relating to civil court
8 e el e gD 'O L S O e Ok Sl e DALl T Y T W . . . . . .
L S T o actions, all criminal charges and traffic citations.
e g pma = rs rn . . .
e Once this section is completed, any charges
B s e ot ey v wewrm v ey e el Toade Dol ryrn X . i
i e e e re N - listed will automatically populate to the appro-
e = s T prlate form(s) for pr|nt.|ng and security applica-
= e | L tion. Take note that if there was no one else
S — involved, you must enter Self for Names of
s [T [y aps B D . . .
o | | = = =5l Parties Involved . If there are multiple entries
o { | = = I=2  onone of the questions, use the Add or Insert
R Row icon to record the additional information.

h. Once you have completed the Moral/Drug information section you are through entering data under
the Screening section. The Medical Summary Report is the only option left under the Screening section.
There is no information to input in this record. It merely summarizes the medical information you've already
input throughout the Screening section.

11-6. Personal folder.

I ARISS RS | Medical Samn a. Let'smove on. Qlick thg ARISS—RWS tab anq click the minus sign by
SCREENING to close this section. Click onthe plus sign nextto PERSONAL

ADMIMISTRATION to display the other sections that need to be completed. We now need to
&4 SCREENING accumulate and record the information regarding the applicant’s personal back-

Bk = RS ONAL ground. The majority of this information will be used to complete his or her

~E] Citizenship security application. So let's get started. Click on Citizenship .

fSeveraI screens will require you to enter several years of information. Be
[ References very careful with the dates and ensure they run concurrent for that section.

-3k BACKGROUND
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b. The citizenship status should already be EI+ = o mmrm s
filled in based on the information you entered on
the Prospect screen. If you need to change it click s FETTERIETRESE S Smmemmam o e pmmeiimils 0y
the Citizenship dOWN arrow. Based ON the Citi- s s e s s b s i s s i s s o i sy ot o o s
zenship status you selected, you may need to St e "':,—_|'__'
complete some additional information fields. [ [
Those fields that need to be completed will open i L - e f
for you to enter the additional information. Those E‘E:::LT PP v
fields that are grayed out are not required based e r— |
on the Citizenship status you selected. NOW SQVe  juu s srwssmnssatis sases bumttiim [ Basiee 0
the record and go to the next screen. o 2 e g M =

WO SO Il R - DO

S w—— s=l 3
e piabeei [ B MePepmmetese [
Copurie ol Cappraigs | =
c. You've finished the Citizenship screen. il = -
Let's begin work on the Residence information.
Click the ARISS-RWS tab and then clickon Resi- im0 oy L R %
dence . Take a moment to review the information ~ F= ==~ e PR FOE a1 N ]
. [y Cidovm [limines  Emt
on the screen. Notice that the Home of Record o T f
Address is grayed out. Remember you entered =% | LT e
that data on the Prospect screen. The applicant’'s 1_'_‘ = - e
address is already completed but you doneedto =t Fe | =] |
enter the Residence From and To dates. You're lome P - sal
required to record 7 years of residence informa- | ' L L=
tion on your applicant. Now Iqok at the other in- i i Pr-_-aylv-_mlun_ll-_ Fi=
formation needed on the Residence screen. If .. = Ul ~ -

there are multiple addresses, use the Add or In-
sert Row icon to record the additional informa-
tion. Now you need to Save your information and
go to the Employment screen.

Ty ey
[ [ [ =1 =l [T=]
e e e e R )
|

d. Click on the ARISS-RWS tab and then

click Employment . Take a minute to review
the information you'll need your applicant to pro-
vide. You must also record the previous 7 years
of employment information or from age 16 to

the present, if your applicant has worked for less

o |
i’- et Lo b sl e b oo 1Py
. mepr et L e = r
e e |
L gt s
L Fgma Frm e s il T
== —- e [ Elfree
| et oy P ] Loy
L e Py | Kl Il i | o] = =
jarein Dol s Bt [} e T L
LT s T ¥ I_‘mj
S T —— |—' e
1 - - —
Bl dema i e [T
L — c— —
T Lgower Yo iy
R, ey
[ T [
i-— L [ e L ']

than 7 years. Since this is a record of your
applicant's employment history, you may need
to add another record for additional employ-
ment. If there are multiple addresses, use the
Add or Insert Row icon to record the additional
information. If the job location and supervisor
were the same as the employer, there is no
need to enter anything in those windows. For
periods of unemployment you will need to list a
person that can verify the information in the
Current Supervisor fields. Now Save this in-
formation and go to next section.
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e. Click the ARISS-RWS tab and then click ==
Education Information . In this screen, you'll
record information such as whether your applicant | “== == Cs=

graduated, where they went to school, highest o «

grade level completed, and a reference of SOme- i aimimnse
e

one who knew your applicant at that school. De- errmsaimei oeogn | |

pending on which radio button you select, a listof . .
guestions will appear for your applicant to answer.

B S Tl oy Sl T =
X 0

If you answer Y (Yes) to some of the questions, i i'l. """ il

you will be prompted for additional information. B 21l

These guestions are designed to get a detailed edu- =i =™ o

cational background. Now you'll need to record - ey B L - L3
. g . ) y . n.-.-h-h-F.l . Iﬂll_ :. ™ Lot i il

his or her Education Level information. Normally ==

this information will be entered already. This infor-
mation comes from the 714a screen that you com-

L |
|l

Loy
2l o

pleted earlier. If you were recruiting someone that had more than one school in their background, you would
add another record by clicking the Add or Insert Row icon. There is no need to record the Credit Hrs and
Credit Type for an HS entry, but may be required for other schools. Select the school from the drop-down
arrow and enter the Person Who Knew You . If that person is from the school, click on Copy school

address to enter that address. Once you are finished click Save.

'b/There was an education code change from “Z” to “F” that identifies those individuals that completed HS,

but did not pass the exit exam.

f. Now let’'s go on to the next oG |Ftormeces - ADARE. CODT WA
section by clicking on the ARISS-
RWS tab. The next screen that

R L prawyl arereree
needS tO be Completed IS Refel’- Ll Wi i el v i s el e e m e e Tk T petad] P e Dot (v Ol il
ences. In this section you'll list e o e e e L P L
those persons that know your ap- o LastHara i s et Sl
: : : o] !Ir. T, H -I
plicant. Now review the informa- .
tion. Your applicant must supply == = f'""l"a' :“;II

three references. After you have s piss

5 Cirp O s (T Mk (T ] ~
enFered onereference youwillneed g ==~~~ :.-:",L
to input two more. To add another
reference, place the blinking cursor

‘abedh Frore

|

in the Last Name field and click on the Add or Insert Row icon. Enter the second and third reference. Once
you have entered the three references, Save this information. You have now completed all the screens

under PERSONAL. Itistime to complete the next section.

\/'As you can see there is a lot of information that needs to be completed for an enlistment packet. You will
need to schedule time with your applicant to gather and record all of this information. If you spend a couple
of days completing the required data, ensure you annotate the Contact History each time you work on the

record.

11-7. Background folder.

_8RISSAWS ||References - Al a. Now let's go on to the next section by clicking on the ARISS-RWS tab

ADMINISTRATION

R g PERSOMAL
=% BACKGROUND
Imvestigation Recard
Background Record
Financial Record

i Foreign Activities

& F FaMILY

R L ERTIREF YR L TEEE JTe Y]

11-12

; and then on BACKGROUND. Open the BACKGROUND folder by clicking
52, SCREENING the plus sign next to it. Let's work on the Investigation Record first.



b. Click on Investigation Record and re-
view the questions on this screen that you'll need
to obtain answers for. We have filled in the Y
(Yes) answers for you to show the additional
information required. If your applicantis a male
born after December 31, 1959, you will need to
answer the additional questions involving the
Selective Service Record . When you finish
the Investigation Record you are ready to
Save this information and go to the Background
Record .

USAREC Pam 601-32
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c. Click on the ARISS-RWS tab

Hiwv o 0o b arplosd by e Unded Do Gsversan "

o pom by B e b B e e e, o0 el oy lll'rldpq.'d.llil_'.
s i F Ay 0l e e e el B e it i B | el Sl

Aiziael e
Eglanemn

Placasd 18 1

Save the data and go to the next screen.

%

and then click on Background

Record . Review the questions on this
screen. Those questions that are an-
swered Y (Yes) will require a further
Explanation . Remember this infor-
mation is required to complete the se-
curity clearance application. Use the
scroll bar until your applicant has an-
swered all of the questions listed on
this screen. When you are finished,

w-FH

FH

IU"‘It’s important that you familiarize yourself with the questions on these and the other screens. Your
applicant may not be able to provide all of the information for a specific question and you may have to return

at a later date to complete that section.

P I|
d. You've now finished the Back-
ground Record so let's move on to the ...

Financial Record . Click the ARISS-RWS

tab and then click on Financial Record . He

Huower s bl g i e g 1 B o D i g e ke B e [ g 1 7

b

¥ TR

|

There's only one page of questions re-
garding the recruit’s financial record.
Review the questions on this page and
remember, if the applicant answers Y
(Yes) to any question, there will be addi-
tional information required.

T

Vi bl o e Shic e spas e AE) DRSS M TEG H D TS B e T
e i b B it
o e e e g ey b ety b e s ek e T

i ) Dy o 300 B e o i ek
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11-8. Family folder.

e. Now Save your work and go to the next
screen, Foreign Activities . Click on the ARISS-
RWS tab and then click on Foreign Activities . Take
a minute to review the questions. It's important that
your applicant understands and accurately answers
each of the questions. Remember if your applicant
answers Y (Yes) to any question, there will be addi-
tional information required. Now Save your work.
You have completed the BACKGROUND informa-
tion screens.

| ARISS-AwWS "Fureign Activitie a. You only have a few more sections to complete and then you can

- Family & Aszociates
Spouse

B Spouse Aliases
MILITARY INFORMATION
A WANVERS

print the applicant’s enlistment packet. To go to the next section, click on

p ?Egg;ﬁlLFéMIDN the ARISS-RWS tab. The next section to complete is FAMILY. There
-9 PERSONAL are three screens that need to be completed under FAMILY . Let's start
- with the first one, so click on Family & Associates .

= F FaMiLy

b. Startby clicking onthe Relation- &
ship drop-down arrow and selecting a
relation. When you select MOTHER,
another box will appear asking the T
Mother’'s Maiden Name . Do not enter
the spouse on this screen. There is a

3

, Lt P Fk Harm biridy Sl (106
separate screen for the spouse’s data. || | | [ = §
If the family member has the same ad- L OBl et T s o ol g . z‘wm-
dress; either the applicant's currentad- [ = "'d.“"j-"'

dress or their home of record, you can I;_ﬁ]u.-.
check one of those boxes and it will au- -t
tomatically populate the address infor-

mation. We've entered Cody Adams’ s o
Mother's information and Saved it. But g™

you now need to enter the other family | —

members. Once you have saved the
information you need to click on the Add

or Insert Row icon to enter another record. Continue entering the family member information. If any of the
family members has a Country of Birth or Country of Citizenship other than US, additional screens will
appear. You will need to complete the additional information and when finished click Save. Once you
complete the Family & Associates screen, Save your information and move to the next screen.

c. Click the ARISS-RWS tab and then click on Spouse . This screen and Spouse Aliases is required
only if the applicant is now or was previously married. Look over the information you'd need to fill in for an
applicant who has a spouse. If you do not enter any data, you do not have to Save, just click the ARISS-
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1 A laulel = LY Pl

T

AR S ek

RWS tab. Let's check out the informa-
tion needed in the Spouse Aliases
screen, even though your applicant

Hawr Fasl Howe Pl it i .
— - [ = |E:I [~ doesnthave aspouse. Click on Spouse
Aliases . Notice the section is subdued.
Ir.i_l-u DaiCiowsky DN I:e. Ia-_"cn-j If you had entered a spouse, you'd be
e | -rl F=ili=;ﬂ Flc a Bk hd | LEL - .
I ooy cunte ahats m ot ilbtcs able to access these windows. Again,
i = W Lary &mm you don’t need to Save because you
I— - = = didn’t update this specific record. We
Paefin | I have completed the FAMILY screens.
i i i [l [ ¥ S
i g Lir Siiw  Couriy Couriy
2] — = ===
iy Dcuseard | =
M"| ----- Afimane ATRARET T G AP BTANT &G 311 [al) 15- 7711
Srgn Hren
Lt Homme: gt Hopmr
| |
dhaxi
Lt il Fi s Hode il | il Sl

?"Click the ARISS-RWS tab. For those screens that were completed in total, you should see a red check-

mark beside that screen title.

11-9. Packet Preparation folder.

a. Now we are ready to start putting the paper packet together. First,

| LRISS-RWS ||DD Form 4-ADA  minimize the FAMILY section by clicking the minus sign just to the left of

ADMINISTRATION
#-52 SCREEMING

-9 PERSONAL

=@k BACKGROUND

H-F FAMILY

xRl 1L I TARY INFORMATION
-2 WAIVERS

=45 PACKET PREPARATION
Applicant Instructions
EZ] Forms and Documents
Parental Consent
[A/Board Resuls/Accessio
2] Remarks Review

b. Click on the Applicant Instruc-
tions folder. Take a momentto read the
information on this screen. You should
be familiar with it. Brief your applicant
on the data and check all statements that
pertain to your applicant’s process-
ing. Now Save the file.

FAMILY. Now go ahead and open the PACKET PREPARATION section by
clicking the plus sign .

ek Ierhuchoes - ALIAES CULFY KIS SPEUICAN T Sz 017 [8310 BE- 2

T
F 48wga "

H'Ih!:l::dul.l—llll-;tq-ﬂ hrnl'ﬂd-i_m.l
=

[T T
T 5 et phn vt §vell anpi & Pkt svenra

Falaar s | ]

[ T M p el e ey Lok e wma T 1 i d
e r—

¥ 3 Fom e brf e ey e /] st el
| plid Fiera

F i imot bnIT o bk Pt peosmrrieg can
Lok e

[ 501 g 1 b il bl Pl paec S b Ui’ Bk
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c. Exit from the Applicant In- | [Fs S s ST S P e IRr | IR s
structions record by clicking the
ARISS-RWS tab. Click on Forms and [

Documents . Your applicant must pro- — n ool el
vide proof of Name, SSN, Age, Edu- 55y =] iy | oy |
cation, and Citizenship . Click the : "rl EI I-:-:-:- g Il::: ii
Source Documents name from the —— 3 T |
drop-down arrow. Take alook at some v, Ra—
of the options your applicant has for | e g poimies
Source Documents . Select the
Source Documents that your appli-
. . . Bppicwon gt
cant will provide to verify those above e e — o Al
items. Once you select the Source I Da [ [ | I = - . j“T*
Document hit the Tab key and enter L | msdmnees
[~ DanErpee) | e, 4187 | |
the Requested Date . When you re- wawwn [ [ © sess [
ceive the documents annotate the Re- r i [ w0 | [
ceived Date . Reviewthe formslisted = © %% - =— - |

in the Application Packet section.

You'll see that the DD 369 is already

checked because it's a required document. As you continue to view the forms you’ll note other forms already
checked. Click the scroll bar down arrow. You've now reviewed all the additional forms. You can make
changes and tag any additional forms that you may need. Save the information. If you are connected to a
printer and ready to print the packet, click the Printer | = | icon or click on File from the menu bar and
click Print .

Ell sreabsl Consenl - ADAKS, CODY HAAPPLICANT AGOTT {4 M-224 d. Once finished with Forms
and Documents check the ARISS-
RWS menu and see if there are any
Paeiupden [T 1w S other items that you need to
ieran complete. You may need to com-
r';-fm e e ;-ﬂ- Ll Mrmﬁ plete the Parental Consent screen

if the applicant is underage. Let's
Pasriuntn | ] Dee [T take a look at t_he Parenf[al Conse_nt
screen. Review the information

“ad ey .

T e = = needed when processing someone
under the age of 18. If parental con-
sent were required, you'd be able to

Wodioatr O Sincle 5 aaars Caeant select the names of the parents .from
the drop-down arrows. You will be

Sperce Dooorsenls Dude Fankcadion § Loty oo i, . .

5 (oo || | listed as the Witness, but that can

[ oot Pagans 2] be changed if necessary. If verifica-

oy tion is coming for a single parent or

LS R [, ] . .
S guardian, you will need to have the
(et =] applicant provide the source docu-

ments that you both agree upon.
Enter the Source Document information. Once you are finished Save the date.

e. Let's continue to review the remain- 224
ing screens under PACKET PREPARA-

TION. Clickthe ARISS-RWS tabandclick [="==" i
QA/Board Results/Accessions . Ifthe ap- ——| :
plicant is an OCS or WOFT candidate, {55/~ l — fattte -

you'd be able to access this screen to | ssail
record the Board Results . Toaccessthis  fesiles, - fmifen, 25 fritene et oY
screen, the Processing Option Type on the et B 18

an—nma ﬂulh.-unnm D\niqﬂ-lhh-:mi

Prospect screen must be properly anno- D Py s T 3w Shert 1 P b P Pt P T i P et R
tated_ = J.-u-m I.l.l-lil-.ll..u’i.ﬂ-il’.ﬂml? o P ke '-wwmi
L*thﬁ-ﬁm n-hl-w\ﬂ-liql—nm n-hrhl-i-l-.-mﬂ

:*h—.ﬂ-quu—-m Lo Wy 81 ||n.hn"m:|-mﬂ
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f. The lastitem under PACKET PREPA- g
RATION involves the Remarks Review . Click
on the ARISS-RWS tab and click on Remarks

; : : pe TR e [T
Review to review this screen. The Remarks ___ —— e e e i [———
Review allows you to add remarkstothe DD ..
Form 1966 series (Record of Military Process-  mesuips 5 5]
ing - Armed Forces of the United States). This & o e L per——
includes generic statements and a free text |, .o =0 —— |
area for annotating comments. Currently there | =/sssis w5
are no Available Remarks for prior service or |remns s i =0
nonprior service. If you select COM from Re- ok o

marks Type you will see a list of prepared re-  smrmsmi
marks. To select a remark to be printed on

the DD Form 1966 series, click on the remark

and then click on the greater than arrows in the center of the screen. You can enter specific remarks for an
applicant's DD Form 1966 series by typing the information in the Free Form Remarks field.

11-10. EPSQ folder.

[2Rssws |[Prospect Recor a. Since we have completed entering the applicant’s information you need to
VS RO complete the EPSQ application. You will need to validate the information that
#-52 SCREENING you've added in all of the previous screens. This information is used to perform
ﬁ oD background checks on all applicants. Click the EPSQ folder and then click on the
b f FAMILY EPSQ icon to launch the Electronic Personnel Security Questionnaire (EPSQ) ap-

plication.

b. When you click EPSQ, s e 0]
you'll see an information box. o —--——— —
Wait for the validation to finish = ===
reading the data. If an EPSQ
Validation Failure screen ap-
pears, go to the identified
screens and fields and make the

corrections and then try again. If there are no errors found
during the validation process, the EPSQ application will
open to the Login screen.

Add Security Officer c. If this is the first time you are accessing the EPSQ
: application you will see a dialog box for Add Security Of-
User ID [NTLOGIN ficer. This is nothing more than creating a new login ID for
b diffostimpin v the application. If you need to Add Security Officer |, fill in
Aduwin Stohus @ Yor O No the windows, ensure Admin Status is checked Yes, and then

click the OK button.

| oK | | Cancel I

Security Officer Login

d. If not, the EPSQ main screen will appear and you

will be prompted to enter your User ID and Password and User ID
then click OK. Password
OK I | Cancel I
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Wcﬂe']ﬂ Eat't > e. After logging in, you need to load the proper form from the CDS
U format. So click on Utilities on the menu bar to continue and click Load
Reindex Data Files
D Form from CDS Format .

Delete Form b

Load Form from CDS Format

Unload Form to CDS Format »

Originator's Address i v —— R
Passwords ] o Eibid =
System Administration > JPrpLS O E—— ?l
e |
f. An information box appears showing the available form. El —
Select the file called PP_PLUS.CDS and then click OK. You'll — j=iske e
; . : ) ; ; ) Wit ]| e O =
see an information box showing the different information being
loaded.

— g. After the form is loaded you will see the EPSQ main screen. You now
need to validate the user form. So click on Validation on the menu bar and then
D (P . click on User FOrM . WHEN YOU  r—————
Security Information click User Form on the Validation

DISCO Form 562

View Validation Fil menu, this information box appears. Please enter your subject's SN
B'El“'t f"' If’d"’tf’ IFE'I If you know the Subject's SSN, you
e canenteritand click OK, or you can Subject’s SSN I |

select your subject from a list of users. To see this list, click
the List Users button. |

0K l | List Users l | Cancel

h. Click on your applicant's name from the list of users and
then click OK. This information box appears while the form is

R | Deing validated.

=

[ o || & |
Itigvigh @ et gl prews JE sirss by seied

i. If no validation errors are found, this information box appears. Flasws wisot :mm
Use it to select a report output option. In this case, you want the report
formatted for output to a printer. Click on Printer and then OK. This
will print the validation report to be included with the EPSQ User Form.
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m j. If errors are found, when you click either the Printer or Screen

button, another screen will appear indicating the errors that need to be

Parase 1) @ epod oulpel aln corrected. You will need to go to Modify from the file menu and click
on User Form to make the modifications. Once you corrected the data
Eiﬂ-rh you will need to follow the above steps to revalidate the form. If you do

) Scymmn

not know how to modify an EPSQ application go to the end of this
chapter for assistance.

(& ] [ ]

'b/You will need to provide your MEPS GC with a printed copy of the Validation Report showing zero errors
and a printed copy of the User Form, so have your laptop connected to your printer.

k. If you selected Screen and clicked OK, a win-

dow would appear showing how the Validation Re-
port will look when printed. Click the OK button to
e WA T TETTE [ continue.
Vit MEYR L, AR W% TR AN TIET o T T
Tl R s [. At this point
T PR TR 427 [ R . Flaap 10kec & ETRE opEEEn
T o you need to print the
LT ey ; ; 1 e i
- e - Va}l|dat|on Report. & e W
= Click the Print Re- R T T pe——
Hﬂul-cl':lw-#::l A S L g N port button and then
R iy select OK. | o | Cancel |
oom i bl dhuemng sl ey
(] ] ﬂ
[ o= ]

m. Now, you will need to print the EPSQ User Form . Start by clicking on Re-
User Form ports on the menu bar and then click on User Form . Once you click on User Form

RS ULEE Communicatio

Security Information an information box appears. If you know your Subject’'s SSN , you can enter it and
DISCO Form 562 click OK, or you can select your sub-
View Report File ject from a list of users. To see this
Delete Report File list, click the List Users button. Se- ks sater wos sutteers i
lect your applicant off the list and then
click OK. Subject's S5SNI
B ETTE T
Please select an oulput option:

n. Now it's time to select an Output Option for the report. You will

[ ok | [ concet | need to select Send report to printer and click OK.
[ Reporopton |
0. Ifyou selected Send report to screen a screen showing the com- [ M e
plete report would appear for review. Once you click on OK, a Report © Save report

Option box will appear asking you to select an output option. Click Print
Report and then click OK. You will need to follow these steps to print the
EPSQ User Form to give to the MEPS GC.
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WLIIEETTNEY Utilities  Help  Exit p. Once the report is printed, you now need to save the file to
Aty Lot b a 3-1/2" floppy disk to include with the printed User Form. To save
Transmit User Form to DIS » . . . .

Transmit DISCO 562 to DIS » the report to the floppy disk, click on Communications on the
Transmit User Form to SubjecSecurity Officer menu bar. Now click on Transmit User Form to Subject/Secu-
Receive User Form from Subject/Security Officer r|ty Officer .

View Communication Log
Change User Site Information
Internet Service Provider SMTP Host Name

g. Aninformation box appears for you to create the file. You EEiE . ] -

will fill in the File name window \_/vith the name you want for t.he T|—-HT—=— :ﬁw : = ]
exported report. The standard file name will consist of the first = o |
four letters of the applicant’s last name combined with the last B 55 02D o
four digits of his or her SSN. This naming standard is a good
way to keep track of reports. =

El
-./Remember to take out the asterisk “* “ when entering the file f;"—""" .';'5‘:‘9‘;‘;_---__-;3 mﬂ

name. The file name can only be eight digits.

[Creaefienees EE] r. Next, you want to select where to save the EPSQ User

i g e Form. To save on a 3-1/2" floppy disk, you have to select the
[waraiew | =

G drive. So click the drop-down arrow for the Drives and
= | b - | click on the a: drive.

ff?emember that before you switch to the “a” drive, you need
to insert a disk.

s. Now that you have the correct file name and drive selected, check to ensure the Save file as type is
displaying EPSQ 2.0 Zip File (.zdb) . It should default to this file type, but you may need to select from the
drop-down arrow if something different is showing. Now click OK to continue saving your file.

t. A screen will appear showing the List of User Forms to
Export . It will show the applicant’'s nhame and SSN so you can

confirm that you're exporting the correct report. Highlight the appli- _:|

cant and then click Ok to continue.

[ - | u. An information box ap-

§ ) MeneADé CHASTOR-ERFOBERT  pears requiring you to verify the |-
&) s ur file being exported. Click OK.

Thax mutsmct Frar mall b soposted

[ ] [=]

v. Another confirmation box appears informing  |EE——— |
you that the file is ready to transmit. It should show sy Gubl GGM Fou
the drive, file name, and the correct .zdb file exten- st HRISTOPHER R !
sion. If this is correct, click the OK button to con- SEEE L e
tinue [iban A e o | i e s ity o i ol o M il Tho e vy

) e ko mrein

A VTSR 208

w. Remove the 3-1/2" floppy disk and include TR shoul Bl il Pl b e Sppeapinte petton. [ HOT soad T Ml dRaigh! I K5

it with the printed documents to be given to your :.;g
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MEPS GC. Go ahead and exit EPSQ by clicking on Exit on the menu bar and then User Logout . To close
the EPSQ application, click Exit again and then Quit EPSQ .

X. The EPSQ application was designed and developed by the Defense Security Service. The ARISS-
RWS Leads-Reports application was designed to take the information you entered and copy it to the appro-
priate fields in the EPSQ. There may be times you did not receive a validation error from the ARISS-RWS
Leads-Reports application, but you will get a validation error in EPSQ. We mentioned earlier that you would
have to modify the EPSQ application to eliminate those validation errors. The next few steps will show you
how to modify the application. Once you have completed the modification, you will need to revalidate and
print the Validation Report showing zero errors and print the User Form Report. Do not turn in an incomplete
or nonvalidated report to your MEPS GC. It will only slow down your applicant’s processing.

y. To modify an EPSQ application you will need to know what error

(TN < found.

1E limgrel durmg vabdalon
ﬂ.milﬂﬁﬁn When the
Va“dation SRLIGETIOE HEPDR] L
o = screen ap_ Subgech: AEAHY | CRHIY [DFHEH, HIBEHT  S5H: WS 08 5
C Seomn pears iden- | | minrnete dra
t|fy|ng .an e e
i aF F | Cancel | error, click EPSE ol ik e b b s G i o] it i bl
on Screen REwacs :
and then click OK. Scroll down until you see the £ ol hach mubec it e s Rt s camvaand:
i i burer g pecrieres Slewl Bes skl weged o T epan]
error message. The message will be very spe- oo o e
cific as to what item was found in error. Click A Whats Vo s Lot
OK to continue. %Eum_m:m&mmmum 5
IL'

[ fepenopion | z. You will be given an option to Save report, Print Report, or

e B S Exit without saving report . If you only had one error, this will be easy
- to remember, so click Exit without saving report  and click OK. If you
E S Tt have several errors to correct, recommend that you select Print Report
{1 Paril Aopaett . . . . . .
O) sl ithult naving separt and then click OK. This will give you a reminder of the different errors
found during validation.

|gl: |I§—:=||

aa. Now you will need to click on Modify from the menu

bar and click on User Form . Once you click on User Form an Pleaze enter your subject’s SSN
information box appears. If you know your Subject's SSN ,
you can enter it and click OK, or you can select your subject
from a list of users. To see this list, click the List Users but-
ton. Select your applicant off the list and then click OK. {_gl( | | List Users | E"““' |

Subject's 55N N
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Flenued fer Securfy Cleanance - Moduic Lisi ab. The Module List will appear identifying the status
AlWMWE, CHRESTOPHER ROBERT Lotnea b of the different modules. Review the list for the Modules
Slaiua | Mockds l that have a Status of NV. Highlight the Module that has an

R X1 NV Status and then click Ok. This is where your memory is
arann -] either good or bad. Either way you will need to review that

1 Cigwadegp

i s im Hirer Lived Module and make the correction. Once you have made the
1 fafree ow wiEnd T o Goson . . . .

s correction, Exit the Module List and revalidate the report.
T Foge Wi L Taiwel You should receive a Validation Report showing zero er-
- hia ke, rors and can continue completing the EPSQ application.

B o Fiiateets i Rasiail e

10 Ciosrsd o i Faliness el il

1T Yia Wity ks

17 Yo R e s - Foogesy

13 eni Pt Boved's) - Foapdi et

L oni Ftas B s - St s F g Gosviimvasa
1% Yos Fespp fitedel - Fadipod i

W - M Vakdsiad W - Walicbeed [ I Eufi I

Highlighl & madulc and press {Enler) I wolcd

{-L-L-{-L{{-L-{-L{!-L{

ac. Over the past couple of years, we have identified a few areas that may cause you problems with
getting your applicant’s EPSQ application completed. The known problems are listed below:

The first question of module five of the EPSQ application asks, “Have you attended school beyond
Junior High School within the last 5 years.” When the EPSQ is printed the form asks for the last “10 years.” The
application has the correct question and the printed form is wrong. Per the Defense Security Service hot line
you must line through the 10 and enter 5 on the form.

f If the applicant doesn’t know who his father is and entered “unknown” in ARISS-RWS Leads-Reports
but it still errors off in EPSQ. The solution is to enter UNK for the father’s first name. This is in module 9.
When you do this the following message appears: “Since you do not know the name of this family member,
no other information is required. Press OK to move to the next screen.”

f EPSQ is showing validation errors in different modules and when you go to modify to check the informa-
tion, they find that the data is there. If the information is there, use the Enter key and go through all the fields
and then revalidate the application.

\l'f EPSQ is showing a validation error on the employment module with an error message that employment
must go through present. This is a known problem with EPSQ accepting an applicant that is currently work-
ing two jobs at the same time. Only one job can have a present date and all others must show an actual TO
date on the record. You can make the correction in ARISS-RWS Leads-Reports or EPSQ.

v’ Accessing EPSQ and a message appears stating you are already logged in and shows only an OK
button. This occurs when your login account has not been set up properly with ADMIN Status checked NO.
Contact your Rctg Bn IMS and have them login and change your ADMIN Status from NO to YES.

f Accessing EPSQ and a message appears stating you are already logged in, do you still wish to login,
and shows a Yes or No button. This happens when you fail to logoff and then exit EPSQ. Hit the Yes button
and continue processing your EPSQ packet.

-.if You cannot get the record to save to a disk after completing and printing the EPSQ packet and valida-
tion sheet. Attention to the drive selection is necessary to ensure the file is being saved to the “A” drive and
that the file name is only eight characters. In most cases, the file name is showing nine characters with an
asterisk “ * “ being the ninth character.
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..f EPSQ is showing a validation error stating the history must start at the beginning of the investigation
scope. The start date for employment, references, residences, etc., must go back 7 years or to the applicant’s
sixteenth birthday. This should be corrected in ARISS-RWS Leads-Reports and sent back through to cor-
rect this problem in EPSQ. However, you can make the correction in EPSQ. Remember that the beginning
of the investigation scope is 7 years prior to their sixteenth birthday.

\f EPSQ is showing a validation error on the references module with an error that the country name cannot
be blank. This error occurs when you list a reference with a foreign address. The question in ARISS-RWS
Leads-Reports is for three people who know you well and live in the US. Ensure all references have a US
address.
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