
U.S. Equal Employment Opportunity 
Commission 

EEOC Headquarters 
131 M Street, NE  
Washington, DC 20507 

2024 EEO-1 Component 1 
Online Filing System (OFS) 
User’s Guide  



 

Page | 2  

NOTICE 
Employers (i.e., filers) should read the newly updated 2024 EEO-1 Component 1 
Instruction Booklet (i.e., “Instruction Booklet”) prior to and in conjunction with using the 
below 2024 EEO-1 Component 1 Online Filing System (OFS) User’s Guide (i.e., “User’s 
Guide”). Filers must ensure they are complying with the EEOC’s substantive filing 
requirements detailed in the Instruction Booklet and should not refer solely to this User’s 
Guide to complete their required 2024 EEO-1 Component 1 filing.  

The 2024 EEO-1 Component 1 Instruction Booklet may be accessed at the following link 
on the EEOC’s dedicated EEO-1 Component 1 website (www.eeocdata.org/eeo1): 
https://www.eeocdata.org/pdfs/2024_EEO_1_Component_1_Instruction_Booklet.pdf. 

https://www.eeocdata.org/pdfs/2024_EEO_1_Component_1_Instruction_Booklet.pdf
https://www.eeocdata.org/pdfs/2024_EEO_1_Component_1_Instruction_Booklet.pdf
http://www.eeocdata.org/eeo1
https://www.eeocdata.org/pdfs/2024_EEO_1_Component_1_Instruction_Booklet.pdf
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Overview 
This 2024 EEO-1 Component 1 Online Filing System (OFS) User’s Guide provides step-by-
step technical assistance for filers navigating the EEO-1 Component 1 Online Filing System 
(OFS) to complete their EEO-1 Component 1 report(s).  

The EEOC requires electronic submission of EEO-1 Component 1 report(s) through a web-
based data collection application (i.e., portal) referred to as the EEO-1 Component 1 Online 
Filing System (OFS). The OFS is accessible at www.eeocdata.org/eeo1/signin.  

All individuals responsible for filing an employer’s reports will be required to have an 
individual user account associated with their email address to access the OFS. To create a 
new account, visit www.eeocdata.org/eeo1/signin and select “Create an Account.” New 
account holders for employers (i.e., companies) that have filed in prior year reporting cycles 
can link their individual user account to the employer record using the employer’s “OFS 
Company ID” and “Employer PIN,” which will be sent to them via email prior to the opening of 
data collection. Account holders for employers that have never filed before can register a 
new employer by selecting “Add Employer” on the “My Employer List” screen. Returning OFS 
account holders who created their account during or after the 2019/2020 data collection 
cycle, can sign in using their existing username (i.e., email address) and password. Returning 
account holders may be required to reset their password when logging in to the OFS if the 
account holder has not accessed the OFS in the past 90 days. Account holders must submit 
the employer’s workforce demographic data electronically in the web-based portal (i.e., OFS) 
through either (1) manual data entry1 or (2) data file upload.2 The employer’s certifying official 
must then certify the EEO-1 Component 1 report(s) in the OFS. 

The EEOC will only accept EEO-1 Component 1 report(s) submitted and certified through 
the agency’s OFS. The EEOC will not accept reports submitted via paper or through other 
non-OFS electronic means (e.g., email, CD-ROM). The EEOC will consider filers submitting 
reports outside of the OFS to be non-compliant for purposes of their mandatory EEO-1 
Component 1 filing obligation. 

Note: All screenshots in this document are located at www.eeocdata.org/eeo1. We have 
made every effort to meet all digital accessibility requirements, however some of the 
images in this PDF file were taken of a third-party application and cannot be modified. If 
you are a person with a disability or use assistive technology and have difficulty accessing 
any of the content, please contact EEO-1 Component 1 Filer Support Team via the online 
Message Center at www.eeocdata.org/eeo1. 

1 The “manual data entry” option requires directly entering workforce demographic data into the EEOC’s web-based data 
collection application referred to as the EEO-1 Component 1 Online Filing System (OFS). 

2 The “data file upload” option requires uploading a data file using the EEOC’s 2024 EEO-1 Component 1 Data File Upload 
Specifications, which may be found online at www.eeocdata.org/eeo1.  

https://eeocdata.org/eeo1/signin
https://eeocdata.org/eeo1/signin
https://eeocdata.org/eeo1/
https://eeocdata.org/eeo1/
https://eeocdata.org/eeo1
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How to log in to the Online Filing System (OFS) 
The EEOC requires electronic submission of report(s) through a web-based data collection 
application (i.e., portal) referred to as the EEO-1 Component 1 Online Filing System (OFS). 
Account holders must submit the employer’s workforce demographic data electronically in 
the web-based portal (i.e., OFS). 

All individuals responsible for filing the employer’s EEO-1 Component 1 report(s) will be 
required to create an individual user account associated with their email address to sign 
into the OFS to access prior report(s) and submit report(s) for the 2024 reporting cycle. 

New User 
Step 1: Visit the OFS sign in page 
at www.eeocdata.org/eeo1/signin. 
Select “Create an Account” under 
the sign in area. 

https://eeocdata.org/eeo1/signin
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Step 2. Provide and confirm the 
email address for the account. 
This email address will become 
the username when logging in to 
the OFS.  

Step 3. Open the invitation email 
(Image 1) and follow one of the 
two activation links provided in the 
email. The first link contains an 
embedded access code and 
directs you to a web page to 
continue the account creation 
process (Image 2). The second link 
provides an option for copying 
your unique access code and 
pasting it into a field in an Account 
Creation Dialog (Image 3). 

Image 1 
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Image 2 Image 3 

Step 4. Create a password 
then provide your name, title, 
phone number, and phone 
extension (if applicable) for the 
account. Review the 
Standards and Rules of 
Behavior, select the checkbox 
to accept the conditions, and 
then select the “Next” button.  

Step 5. Your account is now 
created. Select “Log in” to log 
in to your newly created 
account with your username 
and password. 
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Returning User 
Returning account holders may sign in to the EEO-1 Component 1 Online Filing System 
(OFS) by visiting www.eeocdata.org/eeo1/signin and entering the email address and 
password created beginning with the 2019/2020 EEO-1 Component 1 data collection. 
Account holders may be prompted to reset their password before proceeding. Account 
holders who do not know their password should select “Forgot Password.” 

After successfully logging in, account holders will see the “My Employer List” screen. Any 
employers previously linked to the account holder’s account will be listed.  

• If you are filing for a new employer during the 2024 EEO-1 Component 1 data collection, 
please select “Add Employer” to register a new employer. Note: Use this ONLY if your 
employer has NEVER filed an EEO-1 Component 1 report before. This step is NOT for 
adding new locations/establishments to an existing employer’s record. 

• If you are filing for an employer that is already linked to your “My Employer List” screen, 
please proceed to the Data Reporting section of this document. 

https://eeocdata.org/eeo1/signin
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Forgot Password 
If you have previously 
registered your email address 
with the EEO-1 Component 1 
Online Filing System (OFS) 
but no longer remember your 
password, you can utilize the 
Forgot Password to reset your 
password.  

Step 1: Select the “Forgot 
Password?” link on the sign in 
page. 

Step 2: Provide the email 
address associated with your 
OFS account. 
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Step 3: Follow the link in 
the email (can take 5 to 10 
minutes to receive). 
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Getting Started 
After logging into the EEO-1 Component 1 Online Filing System (OFS), you will be taken to 
your “My Employer List.” You can easily add new employers, contact the Filer Support 
Team, and access important resources required to complete your 2024 EEO-1 Component 
1 reports. 

My Employer List 
The “My Employer List” shows all employers that are currently linked to your account. This 
list will be empty if you just created an account. If you are a returning filer, all employers 
you have access to will be listed. You can select the OFS Company ID or the Employer 
Name links to go to the Employer Dashboard to begin filing for that employer. 

Registering a New Employer 
You will need to register a new employer in the OFS if that employer:  

a) Has never filed; 

b) The employer previously filed under a third-party human resource organization, 
like a Professional Employer Organization (PEO), Administrative Services 
Organization (ASO), Human Resource Outsourcing organization (HRO), or other 
similar organization; or 

c) The employer did not meet eligibility requirements in the prior data collection 
year but it does for the current data collection year. However, if the employer did 
file in the previous data collection year but was certified as “Not Required to 
File” for that year, the employer should exist in the OFS and would not need to be 
created anew. 

Note: Only register the headquarters of an employer. If the employer has more than one 
location, additional locations can be added during the filing process. 

Once you have logged into the OFS, follow these steps to register an employer: 
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Step 1. Select “Add 
Employer” on the “My 
Employer List” screen. 

Step 2: Select “No” to 
indicate this is a new 
employer, then select “Next.”  

Step 3: Select “No” to 
indicate the employer has not 
previously filed, then select 
“Next.” 
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Step 4: Read and review each 
scenario and follow the 
appropriate instructions on 
how to proceed next. 
Depending on your specific 
situation, you may not need 
to proceed further. 

Step 5: If registering a new 
employer is appropriate for 
your situation, provide and 
confirm the new employer’s 
Employer Identification 
Number (EIN). Do not 
include a dash when 
entering the EIN.  
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Note: If you receive this 
screen after completing Step 
5, the employer is either 
already in the OFS or not 
eligible to register. Please 
follow the onscreen 
instructions to determine 
what to do next. 

Step 6: Review the eligibility 
requirements to confirm that 
the employer is required to 
file the EEO-1 Component 1 
report(s). Select “Exit” if the 
employer does not believe it 
is required to file. Otherwise, 
select “Continue” to proceed 
to the following screen.  

Step 7. Provide and confirm 
the 2022 North American 
Industry Classification 
System (NAICS) code for the 
new employer. 
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Step 8: Provide the employer 
details, including the name, 
web address URL, physical 
address, and mailing 
address. 

Step 9. Select “Submit” to 
complete the registration. 
The employer will 
automatically be added to 
your account. 
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Step 10. Print and/or save a 
copy of this screen for your 
records. You should also 
receive emails containing the 
new employer’s “OFS 
Company ID” and 2024 
“Employer PIN.” 

Step 11. Select “Continue” 
and the “Employer 
Dashboard” for the newly 
registered employer will be 
displayed where you will 
begin the filing process for 
the employer. 
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Linking an Existing Employer 
Step 1. Select “Add 
Employer” on the “My 
Employer List” screen.  

Step 2. Select “Yes” to 
indicate you have the “OFS 
Company ID” and “Employer 
PIN,” then select “Next.”  

Step 3. Provide the “OFS 
Company ID” and “Employer 
PIN,” then select “Next.” 

Step 4. Confirm the provided 
employer record matches the 
employer you are trying to 
access and select “Confirm.” 
The employer should now be 
listed on the “My Employer 
List” screen. 
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Change of Contact Request 
Note: This process is only necessary if you are unable to locate the “OFS Company ID” and 
2024 “Employer PIN” for an existing employer record and there are no current account 
holders with access to the employer record in the OFS.  

Step 1. Select the folder icon in the top-right header of the “My Employer List” screen to 
access the Resources page. 

Step 2. Select the “Change of Contact Form” link to begin the request. 

Step 3. Provide information 
about the employer and 
contacts, then select “Next.” 
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Step 4. On the second page 
of the contact change 
request form, include 
information about the new 
contact.  

Step 5: Upload the 
verification letter and select 
“Submit” to complete the 
request form. Once 
approved, the new contact 
will receive the “OFS 
Company ID” and “Employer 
PIN” via email.  

Note: An example of a 
verification letter with the 
required information is 
available for your reference. 

Note: Approvals can take up to 3 business days. Please do not submit multiple forms. 
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Accessing Historic Reports and Current Establishments 

Historic Reports 
Step 1: On the “Employer 
Dashboard” screen, select 
the “Historic EEO-1 Reports” 
link. 

Step 2: Choose the EEO-1 
Component 1 Filing Year of 
the historic reports from the 
drop-down list and select 
“Download All.”  

Step 3: Save the downloaded PDF file to your computer. 

Note: The OFS will display a message “No results found for your criteria” if there are no 
historic reports for the chosen filing year. 



 

Page | 22  

Establishment List 
Step 1: On the “My Employer List” screen, select the “Download Establishments” link. 

Step 2: Carefully read the information about the “Establishment List.”  

Note: You cannot use this file to upload your data to the EEO-1 Component 1 Online Filing 
System (OFS). This file is for informational purposes only. 

Step 3: Select the “Download Establishments” link. 

Step 4: Save the downloaded CSV file to your computer for review. 
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Reporting Acquisitions, Spin-offs, and Mergers 
If an employer has experienced an acquisition, spinoff, or merger since the last EEO-1 
Component 1 reporting cycle, the employer must utilize the “Report Acquisition, Spinoff, or 
Merger” module in the EEO-1 Component 1 Online Filing System (OFS)to report any 
changes to the EEOC. The module will provide filers with detailed information on how to 
accurately report such changes within the OFS.  

Acquisitions 
An acquisition is where one employer acquires, purchases, and/or takes ownership of 
another employer or one or more of their establishments. The module will allow you to 
report the acquisition of up to ten employers at a time. Do not report the establishments of 
the employer(s) here. You will report establishment changes in the “Report EEO-1 
Component 1 Data” section. You will be emailed a confirmation of the acquisition reporting 
for your records. 

All of employer was acquired by another employer 
Step 1: On the “Employer 
Dashboard”, under “Maintain 
Employer Structure”, select 
the “Report Acquisition, 
Spinoff, or Merger” module. 
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Step 2: Select “Acquisition” 
and then select “Next.”. 

Step 3: Choose the year of 
the acquisition from the 
drop-down list and then 
select “Next.” 
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Step 4: Select first option, 
“All of [Employer] was 
acquired by another 
employer.” and then select 
“Next.” 

Step 5: Provide the name of the employer 
which acquired the filing employer. 

Step 6: Provide as many other details as 
possible about the acquiring employer. 

Step 7: Select “Next.” 
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Step 8: Read the instructions describing the next steps to follow and select “Submit.” 
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Part of employer was acquired by another company  
Step 1: On the “Employer 
Dashboard”, select the 
“Report Acquisition, Spinoff, 
or Merger” module. 

Step 2: Select “Acquisition” 
and then select “Next.” 

Step 3: Choose the year of 
the acquisition from the 
drop-down list and then 
select “Next.” 
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Step 4: Select second option, 
“One or more establishments 
of [Employer] was acquired 
by another employer or 
employers.”  

Step 5: Enter the number of 
establishments that were 
acquired and then select 
“Next.” 

Step 6: Read the instructions 
describing the next steps to 
follow and select “Submit.” 

Step 7: Continue filing for the 
employer. 

Step 8: Ensure that the acquired establishments are marked as Deleted in the Data 
Reporting step with the deletion reason “This establishment was involved in an acquisition 
or merger.” 
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Employer acquired all of another company 
Step 1: On the “Employer 
Dashboard”, select the 
“Report Acquisition, Spinoff, 
or Merger” module. 

Step 2: Select “Acquisition” 
and then select “Next.” 

Step 3: Choose the year of 
the acquisition from the 
drop-down list and then 
select “Next.” 
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Step 4: Select third option, 
“[Employer] acquired all of 
another employer or 
employers.” and then select 
“Next.” 

Step 5: Enter the number of 
employers which were 
acquired and then select 
“Next.” 
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Step 6: Provide the name of the first 
employer acquired. 

Step 7: Provide as many other details as 
possible about the acquired employer. 

Step 8: Select “Next.” 

Step 9: Continue to provide the name and other employer information for all acquired 
employers (Steps 5-7). 

Step 10: Read the 
instructions describing the 
next steps to follow and 
select “Submit.” 

Step 11: Continue filing for 
the employer. 

Step 12: Ensure that the 
acquired establishments are 
added to the employer record 
in the Data Reporting step by 
selecting the “Add 
Establishment” link.
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Employer acquired part of another company 
Step 1: On the “Employer 
Dashboard”, select the 
“Report Acquisition, Spinoff, 
or Merger” module. 

Step 2: Select “Acquisition” 
and then select “Next.” 

Step 3: Choose the year of 
the acquisition from the 
drop-down list and then 
select “Next.” 
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Step 4: Select the fourth 
option, “[Employer] acquired 
one or more establishments 
of another employer or 
employers.” 

Step 5: Enter the number of 
establishments that were 
acquired and select “Next.” 

Step 6: Read the instructions 
describing the next steps to 
follow and select “Submit.” 

Step 7: Continue filing for the employer. 

Step 8: Ensure that the acquired establishments are added to the employer record in the 
Data Reporting step by selecting the “Add Establishment” link. 
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Spin-offs 
A spin-off is where one or more establishments of an employer divest, forming a new 
employer. Do not report the establishments of the employer(s) here, only report the 
employer involved in the spin-off. You will report establishment changes in the “Report 
EEO-1 Component 1 Data” section. You will be emailed a confirmation of the spin-off 
reporting for your records. 

Some establishments of employer spun off to form another employer 
Step 1: On the “Employer 
Dashboard”, select the 
“Report Acquisition, Spinoff, 
or Merger” module. 

Step 2: Select “Spinoff” and 
then select “Next.” 
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Step 3: Choose the year of 
the spinoff from the drop-
down list and then select 
“Next.” 

Step 4: Select the first 
option, “Some 
establishments of [Employer] 
have spunoff to become 
another employer.” 

Step 5: Enter the number of 
establishments spunoff from 
[Employer] and select “Next.” 

Step 6: Read the instructions 
describing the next steps to 
follow and select “Submit.” 

Step 7: Continue filing for the 
employer. 

Step 8: Ensure that the 
spunoff establishments are 
marked as Deleted in the 
Data Reporting step with the 
deletion reason “This 
establishment was spunoff 
and is independent of this 
employer.” 
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Employer is the result of a spinoff from another employer 
Step 1: On the “Employer 
Dashboard”, select the 
“Report Acquisition, Spinoff, 
or Merger” module. 

Step 2: Select “Spinoff” and 
then select “Next.” 

Step 3: Choose the year of 
the spinoff from the drop-
down list and then select 
“Next.” 



 

Page | 37  

Step 4: Select the second option, “[Employer] is the result of a spinoff from another 
employer.” 

Step 5: Provide the name of the employer 
from which the new employer was 
spunoff. 

Step 6: Provide as many other details as 
possible about the company from which 
the new employer spunoff. 
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Step 7: Select “Next.” 

Step 8: Select “Submit” to 
continue filing for the new 
spunoff employer. 
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Mergers 
A spin-off is where two or more employers merge to create a newly formed employer. Do 
not report the establishments of the employer(s) here, only report the employers involved 
in the merger. You will report establishment changes in the “Report EEO-1 Component 1 
Data” section. You will be emailed a confirmation of the merger reporting for your records. 

Employer merged with one or more employers 
Step 1: On the “Employer 
Dashboard”, select the 
“Report Acquisition, Spinoff, 
or Merger” module. 

Step 2: Select “Merger” and 
then select “Next.” 
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Step 3: Choose the year of 
the merger from the drop-
down list and then select 
“Next.” 

Step 4: Select the first 
option, “[Employer] merged 
with one or more employers 
and will be reported under 
the newly formed employer.” 
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Step 5: Provide the name of the newly 
formed employer, which is the result of 
the merger. 

Step 6: Provide as many other details as 
possible about the new employer and 
select “Next.” 

Step 7: Provide the number 
of employers that merged to 
form the new employer. 
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Step 8: Provide the name of the first 
employer that merged to form the new 
employer. 

Step 9: Provide as many other details as 
possible about the first employer and 
select “Next.” 

Step 10: Continue to provide the employer 
information for all employers involved in the 
merger (Steps 8-10). 
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Step 11: Read the 
instructions describing the 
next steps to follow and 
select “Submit.” 
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Employer is the result of a merger between two or more employers 
Step 1: On the “Employer 
Dashboard”, select the 
“Report Acquisition, Spinoff, 
or Merger” module. 

Step 2: Select “Merger” and 
then select “Next.” 

Step 3: Choose the year of 
the merger from the drop-
down list and then select 
“Next.” 
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Step 4: Select second option, 
“[Employer] is the result of a 
merger between two or more 
employers.” 

Step 5: Provide the number 
of employers that merged to 
form the new employer and 
select “Next.” 
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Step 6: Provide the name of the first 
employer that merged to form the new 
employer. 

Step 7: Provide as many other details as 
possible about the first employer and 
select “Next.” 

Step 8: Continue to provide 
the employer information for 
all employers involved in the 
merger (Steps 5-7). 

Step 9: Read the instructions 
describing the next steps to 
follow and select “Submit.” 

Step 10: Continue filing for 
the newly formed employer. 
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Completing Employer Information 

Confirming/Updating Employer Contacts 
Step 1. On the “My Employer 
List” screen, select the 
employer by clicking on 
either the “OFS Company ID” 
or “Employer Name” link to 
begin.  

Step 2. On the “Employer 
Dashboard”, select the 
“Confirm Employer 
Contacts” module. 

Step 3. In the “Contacts” 
section, select “Add New 
Contact.” 
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Step 4. Enter the required 
information and select 
“Save.” The new contact will 
appear on the Contacts list.  
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Confirming/Updating Employer Details (Name/Address/NAICS/EIN) 
Step 1. On the “My Employer 
List” screen, select the 
employer by clicking on 
either the “OFS Company ID” 
or “Employer Name” link to 
begin.  

Step 2. Select “Confirm 
Employer Details.”  

Note: You may need to select “Confirm Employer Contacts” and proceed through this 
module before being able to select “Confirm Employer Details.”  
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Step 3. Review and/or update 
the employer’s EIN, re-enter 
it to confirm its accuracy, and 
select “Next.” 

Step 4. Review and/or update 
the employer’s NAICS code, 
re-enter it to confirm its 
accuracy, and select “Next.” 
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Step 5. Update the 
employer’s name, website 
URL, physical address, and 
mailing address. Then, select 
“Next.” 
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Step 6. Review the 
information entered to 
confirm its accuracy. Then, 
select “Confirm.” 
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Confirming Eligibility 
Step 1: On the “Employer 
Dashboard”, select “Confirm 
Employer Eligibility.”  

Step 2: Answer each of the 
three questions and select 
“Next.” 

Note: The third question asks 
you to consider four criteria. 
Only select “Yes” for this 
question if the employer 
meets all four criteria. 
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Not Required to File – Employer still in business 
Step 3a: If the EEO-1 
Component 1 Online Filing 
System (OFS) determines, 
based on the answers to the 
previous questions, that the 
employer is not eligible, 
indicate the employer is not 
permanently closed and 
select “Next.” 

Step 4a: Read the 
instructions on the next steps 
to complete your reporting 
and select “Continue.” 
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Step 5a: Complete the 
Certification step. 
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Not Required to File – Employer out of business 
Step 3b: If the EEO-1 
Component 1 Online Filing 
System (OFS) determines, 
based on the answers to the 
previous questions, that the 
employer is not eligible, 
indicate the employer is 
permanently closed and 
select “Next.” 

Step 4b: Read the 
instructions on the next steps 
to complete your reporting 
and select “Continue.” 
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Step 5b: Complete the 
Certification step. 
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Required to File  
Step 3c: Read the 
instructions on the next steps 
to take to complete your 
reporting and select 
“Confirm.” 

Step 4c: Continue to the 
Report EEO-1 Component 1 
Data step.  
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Data Reporting 

Filing Preferences 
Step 1. On the “My Employer 
List” screen, select the 
employer by clicking on 
either the “OFS Company ID” 
or “Employer Name” link to 
begin.  

Step 2. From the “Employer 
Dashboard,” select the 
“Report EEO-1 Component 1 
Data (Manual Entry or Data 
File Upload)” module.  

Note: This step will only 
become available after you 
have completed the prior 
steps (“Confirm Employer 
Contacts,” “Confirm 
Employer Details,” and 
“Confirm Eligibility.”) 
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Step 3. Select “Manual Data 
Entry” or “Data File Upload” 
on the “Filing Preferences” 
screen, depending on how 
you intend to file. Then enter 
the employer’s number of 
establishment locations, 
federal contractor status, UEI 
(if applicable), and workforce snapshot period.  

Step 4. Provide the number 
of establishments for the 
employer you are filing for, 
including the headquarters 
location. 

Step 5. Indicate whether the 
employer is a federal 
contractor. 
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Step 6a. A single-
establishment employer will 
provide the Workforce 
Snapshot Period. 

Step 6b. A multi-
establishment employer will 
indicate whether all 
establishments share the 
same Workforce Snapshot 
Period, EIN, and NAICS code. 

Note: If a multi-
establishment employer 
indicates that all 
establishments share the 
same Workforce Snapshot 
Period, drop-down selectors 
will be displayed to enter the 
start and end date of the 
employer’s Workforce 
Snapshot Period. 
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Step 7. When all of the “Filing 
Preferences” have been 
entered and confirmed, 
select “Save” to save these 
preferences. 

Step 8. Once the “Filing 
Preferences” have been 
saved, the “Filing 
Preferences” window will not 
appear automatically after 
selecting “Report EEO-1 
Component 1 Data” from the 
“Employer Dashboard”. To modify your “Filing Preferences” after they were initially saved, 
please select any of the orange text at the top of the “Establishment List” screen. 
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Manual Data Entry 

Single-Establishment Employer 
Step 1: Select the “Edit” 
button on the “Establishment 
List” screen. 

Step 2: On the data entry grid, provide the employer’s workforce demographic data, and 
select “Save.” 
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Step 3: Select the “Finish” 
button to complete your data 
reporting. 

Multiple-Establishment Employer 
Step 1a: Select the “Add 
Establishment” button to 
add a new establishment to 
the list if it is not already 
there.  

Note: When you have as 
many or more completed 
reports than the number of 
locations you indicated you 
were filing for under “Filing 
Preferences”, the “Add 
Establishment” button will 
be disabled. If you need to 
add additional 
establishments, you must edit “Filing Preferences” or delete establishment reports which 
were entered in error.  
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Step 1b: If the establishment 
is already in the 
“Establishment List,” select 
the “Edit” button on the left-
hand side of the list item. 

Step 2a: If adding a new 
establishment, enter the 
establishment name, the 
establishment’s address, and 
whether the establishment is 
being added as a result of an 
acquisition and select “Next,” 

Note 1: If you are adding a 
new establishment, you must 
select “Next” to create a 
record for it and assign it a 
Unit Number. If you select 
“Save & Continue Later” on 
this screen, the EEO-1 
Component 1 Online Filing 
System (OFS) will attempt to 
save the data, but there will 
not be an associated Unit 
Number, so the data will be 
lost. 

Note 2: The text box at the 
bottom of the screen asking 
for employer name, EIN, etc., only needs to be completed if the answer to the question 
about adding the establishment as a result of an acquisition was answered ”Yes.” 
Otherwise, please leave it blank.  
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Step 2b: If reporting for an 
existing establishment, 
confirm and modify the 
establishment’s name and 
address as necessary, then 
select “Next.” 

Step 3: Enter or confirm and 
modify the establishment’s 
EIN as necessary and select 
“Next.” 
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Step 4: Enter or confirm and 
modify the establishment’s 
NAICS code as necessary, 
then select “Next.” 

Step 5: Enter or confirm and 
modify the establishment’s 
workforce snapshot period as 
necessary, then select 
“Next.” 
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Step 6: Indicate whether the 
establishment is a federal 
contractor and select “Next.” 

Step 7: If the establishment 
is a federal contractor, enter 
the UEI if known, or 
‘UNAVAILABLE’ if not known. 
Re-enter it to confirm and 
select “Next.” 
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Step 8: Enter the employee workforce demographic data into the data entry grid. Values in 
the total column and total row will automatically update as you enter the data. Confirm the 
data entered is correct, reflects the full workforce for the establishment and select “Next.” 

Step 9: Optionally, enter any 
relevant comments for the 
establishment in the text box, 
or leave blank if there are 
none and select “Submit.” 
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Step 10: Repeat steps 1-9 for 
all establishments (including 
the headquarters location), 
until the number of 
completed reports you have 
matches the number of 
locations you indicated you 
would report for in “Filing 
Preferences.” Select “Finish” 
to complete data entry. 
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Data File 
Step 1. Select “Begin” on the 
“Establishment List” screen.  

Step 2. Read the provided 
information and then select 
“Choose File” to upload your 
data file. Select “Submit” to 
proceed to the next step. 

Note: It is highly 
recommended you review the 
2024 EEO-1 Component 1 
Data File Upload 
Specification to verify your 
Human Resource Information 
System (HRIS) or payroll 
software can generate a file 
in the required format. 
Without confirming that the 
file has the correct format, 
the data file may result in 
many errors. 
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Step 3. Once the file has 
been processed, a Data File 
Validation Report will appear 
to display any errors or 
warnings encountered during 
the upload of your data file. 
This report will provide a list 
of any errors and warnings 
along with an explanation.  

An “Error” prevents the data 
from being saved to the EEO-
1 Component 1 Online Filing 
System (OFS) and can only 
be resolved by correcting the 
data file and re-submitting it. 
A “Warning” will allow the 
data to be saved to the OFS 
but will flag one or more 
establishment reports that 
contain data that do not conform to the Data File Upload Specifications. Warnings may be 
resolved manually in the OFS or by modifying the data file and re-submitting it. You MUST 
resolve any errors and warnings to finish the “Report EEO-1 Component 1 Data” module of 
the EEO-1 Component 1 filing process.  

Note: You may need to select 
“View Full Report” to see all 
the details of the Data File 
Validation Report. 
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Step 4. After updating your 
data file to resolve any errors 
or warnings, select 
“Resubmit.” Then, select 
“Begin” to re-upload your file. 
Repeat steps 4 and 5 as necessary until the file is accepted without error.  

Note: The OFS checks the file first for major errors, such as incorrect data file format or 
length. If the data file is not properly formatted, the OFS cannot check for other errors and 
warnings. The OFS will automatically reject the data file without checking for other errors 
and warnings when it detects major formatting errors. Thus, after correcting errors and 
warnings from the Data File Validation Report and re-submitting the data file, you may 
encounter new errors and warnings that the OFS could not previously identify. 

Step 5. Once your data file 
upload is accepted without 
error, you can make 
additional edits by selecting 
the “Edit” button to open the 
data grid and proceed 
through the screens. You can 
also select the lock icon in 
the green status bar to re-
upload a modified data file. 
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Step 6. Once all 
establishment statuses are 
set to “Complete,” you will be 
able to select “Finish” on the 
“Reports Completed” status 
bar. If the status bar is not 
complete, you will not be 
able to select “Finish.” 
Selecting this button will take 
you back to the “Employer 
Dashboard,” where you can 
continue to review and certify 
the reports.  
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Certification 
*** Your reports are NOT considered submitted until you complete these steps. *** 

Review 
Step 1. Select the “Review 
EEO-1 Component 1 Reports” 
module to see a list of the 
employer’s uncertified 2024 
EEO-1 Component 1 Reports.  

Note: While this step is optional, it is highly recommended to review the data before 
certifying. 

Step 2. Select “Download” to 
review PDF versions of your 
reports. If you are reporting 
for a multi-establishment 
employer, this list will also 
show the auto-generated 
Consolidated Report. If any 
of these reports do not match 
your records, return to the 
appropriate module of the 
“Employer Dashboard” to 
make updates.  
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Step 3. After you have 
reviewed all the reports, 
select “Back” to return to the 
“Employer Dashboard.”  

Certify 
Step 1. Select the “Certify 
EEO-1 Component 1 
Reports” module. 

Note: The “Review EEO-1 
Component 1 Reports” 
section is for your review only 
and will not show as 
“Complete” in the “Employer 
Dashboard.”  

Step 2. Provide any optional 
comments or relevant 
information. This allows you 
to add anything you feel is 
noteworthy regarding the 
employer’s 2024 EEO-1 
Component 1 Report that 
was not otherwise captured.  
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Step 3. Provide contact 
information for the Certifying 
Official and the Primary 
Contact (if different from the 
Certifying Official). Then, 
select “Next.” 
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Step 4. Select the checkbox 
to verify that the statements 
and data are accurate and 
prepared according to the 
instructions. Finally, select 
“Certify” to complete your 
report.  

Step 5. Select “Report” to 
download/print a copy of the 
employer’s certified report for 
your records. 
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Getting Help 

Account Issues 
Account issues are resolved using the Account Issues Form. The Filer Support Team will 
use the information provided on the Account Issues Form to resolve account issues.  

Account Issues Form: www.eeocdata.org/AccountIssues?ProjectId=EEO1.  

Step 1: After a failed login attempt, 
the EEO-1 login screen will display a 
link to the account issues form. 

Step 2: Fill out the required 
fields within the form. 

Step 3: Select one of the two 
options: “I am unable to 
create an account.” or “I 
created an account but 
cannot access it.” 

https://eeocdata.org/AccountIssues?ProjectId=EEO1
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I am unable to create an account 
Step 4a: If you selected “I am unable to create an account,” select the issue you are 
experiencing:  

• “I did not receive the 
verification email”  

• “I encountered an 
error on the website”  

Step 5a: If you selected “I did 
not receive the verification 
email,” enter the email 
address you used to create 
your account and select “Next.” 

Step 6a: If you selected “I encountered an error on the website”, select “Next.”  

Step 7a: Indicate at what point the error occurred:  

• “When entering and 
re-typing my email 
address” 

• “After following the 
verification link 
emailed to me” 

• “After entering 
password and contact 
information, when 
attempting to log in” 

Step 8a: Provide additional information about what you experienced in the text box. 

Step 9a: Select “Next.” 
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I created an account but cannot access it 
Step 4b: If you selected “I created an account but cannot access it,” select the issue you 
are experiencing:  

• “Email 
address/username not 
recognized” 

• “Selected ‘Forgot 
Password’ but did not 
receive an email to 
create a new 
password” 

• “Password not 
recognized after going 
through ‘Forgot 
Password’ steps” 

• “Receiving an error after attempting to create a new password” 

Step 5b: Provide additional information about what you experienced in the text box. 

Step 6b: Select “Next” to submit your account issue. 
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Contacting Filer Support Team 
Step 1. Select “Message 
Center” on the “My Employer 
List” screen or choose the 
mail icon in the top-right of 
the page header. 

Step 2. Select “New 
Message.”  

 Step 3. Choose the 
appropriate “Category,” and 
the applicable “Topic,” then 
select “Continue” if none of 
the Related Resources 
answer your question.  
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Step 4. Enter your question 
to the Filer Support Team. 
You can also select the 
employer this question 
“Applies to” and optionally 
upload a file by selecting 
“Choose file.” Select 
“Submit” to send your 
message.  

Step 5. You will receive an 
email notifying you when 
there is a response to your 
message(s). You may also 
check the Message Center 
for updates and replies to 
your message(s). Select a 
message to see more details.  
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Step 6. You may reply to the 
response by entering a 
message below the Filer 
Support Team response. 
Select “Issue Resolved/Close 
Message” when you are 
satisfied with the response to 
your question. After seven 
days of inactivity, the 
message will automatically 
close.   
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Accessing Additional Resources 
EEO-1 Component 1 Instruction Booklet:  
https://eeocdata.org/EEO1/home/instructionbooklet

EEO-1 Component 1 Fact Sheets:  
www.eeocdata.org/EEO1/home/factsheets

EEO-1 Component 1 Frequently Asked Questions: 
www.eeocdata.org/EEO1/home/faq

EEO-1 Component 1 Data File Upload Specifications: 
www.eeocdata.org/EEO1/home/datafilespecs

EEO-1 Component 1 Job Classification Guide: 
www.eeocdata.org/EEO1/home/jobclassifications

Additional resources, including the Example Data Files, are located on the “Resources” 
page within the EEO-1 Component 1 Online Filing System (OFS). You can access the 
“Resources” page from the “My Employer List” screen or by selecting the folder icon in the 
header on the top right of the OFS. 

https://eeocdata.org/EEO1/home/instructionbooklet
https://eeocdata.org/EEO1/home/factsheets
https://eeocdata.org/EEO1/home/faq
https://eeocdata.org/EEO1/home/datafilespecs
https://eeocdata.org/EEO1/home/jobclassifications
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Appendix – Common Questions 

How do I report that an employer is no longer in business? 
Employers that have permanently ceased operations in 2024 need to complete the 
following steps to report the closure and to be in compliance with the EEOC. 

Step 1. Under “My Employer 
List,” select the closed 
employer by clicking on 
either the “OFS Company ID” 
or “Employer Name” link to 
begin.  

Step 2. First, complete the 
screens in the “Confirm 
Employer Contacts” and 
“Confirm Employer Details” 
modules. After these 
modules are completed, 
select the “Confirm 
Eligibility” module.  
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Step 3. Answer the eligibility 
questions regarding the 
employer’s operations in 
2024. 

Step 4. Indicate the employer 
is closed by selecting “Yes” 
on the next screen.  

Step 5. Select “Confirm” on 
the next screen to confirm 
the employer is out of 
business.  
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Step 6. Continue to the 
“Certify EEO-1 Component 1 
Reports” module to complete 
the filing process and obtain 
a certified report indicating 
the employer is out of 
business. 
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How do I provide OFS access to an employer’s record to someone else? 
Step 1. On the “My Employer 
List” screen, select the 
employer by clicking on 
either the “OFS Company ID” 
or “Employer Name” link.  

Step 2. On the “Employer 
Dashboard” screen, select 
the “Confirm Employer 
Contacts” module. 

Step 3. Under the “Accounts” 
section, select “Add 
Account.” 
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Step 4. Enter and re-enter 
the email address of the 
individual you want to invite 
and select “Send Invite 
Email.” An email will be sent 
to the email address with 
instructions on how to create 
an account, along with the 
“OFS Company ID” and 
“Employer PIN” needed to 
link to the employer.  
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How do I remove an employer I no longer need to access from “My 
Employer List?” 
Note: Removing an employer from the “My Employer List” using the following method 
DOES NOT delete the employer from the EEO-1 Component 1 Online Filing System (OFS). It 
only unlinks your account from the employer record. Employer contacts will still receive 
communications about filing for the employer, and the employer, if eligible, will still be 
required to file the EEO-1 Component 1 Report. NOTE: If the employer you are attempting 
to unlink is not eligible to file, the employer's eligibility record will still need to be 
updated in the OFS, or the employer may become non-compliant. 

Step 1. On the “My Employer 
List” screen, identify the 
employer you would like to 
unlink.  

Step 2. Select the icon under 
the “Unlink Employer 
Record” column for that 
employer. 

Step 3. Read the information 
provided on the confirmation 
screen and select “Unlink” to 
remove the employer from 
your account.  
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How do I delete an employer record that was registered in error? 
The EEO-1 Component 1 Online Filing System (OFS) does not permit filers to delete or 
remove registered employers directly.  

• If an employer is out of business, refer to the section “How do I Report That An 
Employer Is No Longer In Business.” 

• If the employer is ineligible, refer to the section “Confirming Eligibility.”  
• If you no longer need access to an employer, please unlink the employer from your 

OFS account. However, if the employer you are attempting to unlink is not eligible to 
file, the employer’s eligibility record will need to be updated in the OFS, or the 
employer may become non-compliant. 

If you registered an employer 
in the OFS in error (such as 
reporting a subsidiary 
establishment as an 
employer), please contact 
the Filer Support Team and 
provide details about the 
employer, including the OFS 
Company ID, and explain the 
reason why you believe the 
employer was registered incorrectly. The Filer Support Team will review the situation, 
provide you with additional instructions, and, if appropriate, handle removing the 
incorrectly registered employer.  

Note: If the employer registered in error is out of business or ineligible to file, you can 
indicate that during the “Confirm Eligibility” step. 
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Can I make changes to my report after certification? 
If you have completed the certification step before the end of the open data collection 
period and find an error in your EEO-1 Component 1 Report, select “Decertify” and make 
the required edits. After correcting errors, you will need to repeat the steps outlined above 
to recertify your report before the filing deadline.  

Step 1: Select the “Decertify” 
button on the “Employer 
Dashboard” after 
certification. 

Step 2: Confirm that you 
want to decertify the report 
by selecting “Yes.”  
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Step 3: Select any of the 
completed steps to re-open 
that step for editing. 

Note: Re-opening a step will 
re-open any subsequent 
steps. Your data will not be 
lost, though it may be 
affected by changes you 
make. Please review and re-
complete each subsequent 
step to ensure accuracy. 

Step 4: Recertify your EEO-1 
Component 1 Report after 
making any edits. The filing is 
not complete until the report 
is certified. 

Note: No edits can be made after the filing deadline has passed. 
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How do I indicate that a previously reported establishment is the new 
headquarters location? 
Note: You can update this information using a data file instead of by manual data entry. 
Please ensure that the new headquarters is appropriately marked in your HRIS software or 
manually correct the file according to the 2024 EEO-1 Component 1 Data File Upload 
Specifications document.  

If the new headquarters (the previous establishment) location already exists in the OFS, 
follow these steps to manually change your headquarters information: 

Step 1: Ensure you have the 
relevant details for the 
establishment, which will be 
the new headquarters, 
including the name, address, 
EIN, NAICS code, Workforce 
Snapshot period, UEI, and 
employee workforce data. 

Step 2: Mark the 
establishment record as 
“Deleted.”  
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Step 3: Select the following 
deletion reason: “This 
establishment was 
consolidated into another, or 
was previously a client site,” 
and select “Submit.” 

Step 4: On the “Establishment 
List” screen, select the “Edit” 
button for the headquarters’ 
record. 
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Step 5: Replace the current 
headquarters’ details with 
the new headquarters’ 
information according to the 
instructions in the Manual 
Data Entry step of this guide. 

Step 6: If the employer still 
conducts its business 
activities at the location of 
the old headquarters, select 
the “Add Establishment” link 
on the “Establishment List” 
screen and provide the 
information for the old 
headquarters location.
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How do I add additional locations (i.e., establishments)?  
Note: You can provide this information using a data file instead of by manual data entry. 
Please ensure the new establishment is appropriately entered into your HRIS software or 
manually add the establishment to the file according to the 2024 EEO-1 Component 1 Data 
File Upload Specifications document.  

Step 1: On the “Employer 
Dashboard”, select the 
“Report EEO-1 Component 1 
Data” module. 

Note: You must complete the 
first three steps (“Confirm 
Employer Contacts,” 
“Confirm Employer Details,” 
and “Confirm Eligibility”) 
before the Report EEO-1 
Component 1 Data step is 
available. 

Step 2: Complete the “Filing 
Preferences,” if not yet 
completed. 



 

Page | 99  

Step 3: On the “Establishment 
List” screen, select the “Add 
Establishment” link. 

Step 4: Provide the information 
for the new establishment 
according to the instructions in 
the Manual Data Entry step. 

Note: For a new establishment 
to be registered in the OFS, you 
must select the “Next” button on 
the first of the “Add 
Establishment” screens. 
Selecting “Save and Continue 
Later” on the first screen will not 
save your new establishment 
information. Once you have 
advanced to any of the other 
screens, “Save and Continue 
Later” will save the data you 
have entered. This allows you to 
enter partial information for an 
Establishment Report and come 
back to it later.  

Step 5: Repeat Steps 3 and 4 for 
all additional establishments you wish to add. 
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How do I report that an employer has had more than ten acquisitions or is 
the result of a merger of more than ten employers? 
The “Report Acquisition, Spinoff, or Merger” module permits reporting up to 10 employers 
at a time since only the employers acquired should be reported here. Individual 
establishments of the employer acquired will be reported in the “Report EEO-1 Component 
1 Data” module. If you need to report more than 10 employers acquired, you can select the 
module again and report additional acquired employers. 
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