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EEO-1 Component 1

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/eeol):
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.

Allindividuals 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 entry' or (2) data file upload.? 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.

" 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).

2The “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.
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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.

U.S. Equal Employment
Opportunity Commission 'w EEO_‘I

2024 EEO-1 Gomponent 1 Data Collection

The 2024 EEO-1 Component 1 Data Collection opened on Wednesday, April 30, 2025. The published deadline to submit and certify the 2024 EEO-1
Component 1 report is 11:00 pm ET (i.e., Eastern Time) on Wednesday, June 4, 2025. Employers that have not submitted and certified their
mandatory 2024 EEO-1 Component 1 report by Wednesday, June 4, 2025, must submit and certify their report as soon as possible, and no later
than 11:00 pm ET (i.e., Eastern Time) on Wednesday, July 9, 2025 (i.e., “Failure to File” deadline).

To meet this deadline, the EEOC strongly encourages eligible filers to begin the filing process as soon as possible. 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 EEO-1 Component 1 online Filer Support Message Center (i.e., filer help desk) is available to assist filers with any
questions they may have regarding the 2024 collection.

Signin EEO-1 Component 1 Online Filing
Username System (OFS) account
[mail Address ‘ EEO-1 filers with accounts from the prior reporting period(s) may need

to update their password and their profiles when returning. New filers
must set up an account to access the £EO-1 Component 1 Online Filing
System (OFS). This account can be used to do the following:

This should be your email address as established during account setup,
not the 7-character OFs Company ID.

Password Forgot Password?

‘ password ® ‘ « Submit and certify a 2024 EEO-1 Component 1 report

» Use the OFS Company ID and unique Employer PIN an employer

- received to access the employers record

« Register a new employer to file the 2024 EEO-1 Component 1
report for the first time

Don't have an account? Create an Account * Request an OFS Company ID and unique Employer PIN to access
an existing employer record

« Contact the EEO-1 Component 1 Filer Support Team through the

s

New User

Step 1: Visit the OFS sign in page Sign in
at www.eeocdata.org/eeo1/signin.

Username
Select “Create an Account” under Email Address
the sign in area. This should be your email address as established during account setup,
not the 7-character OFS Company ID.
Password Forgot Password?
Password @

Don't have an accountgCreate an Account
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Step 2. Provide and confirm the

Create Account

email address for the account.

< Back to Sign in

This email address will become

Your EEO-1 Component 1 account will be created using your email address as your Username.

the username Whe n loggl ng in to It is recommended to use the email address associated with your employer rather than a
persaonal email address. Please note that this function will ONLY create an account for the EEO-
th e OFS 1 Component 1 data collection. Accounts for other EEOC data collections (i.e., the EEO-3 Local

Union Report, the EEO-4 State and Local Government Report, and the EEO-5 Elementary-
Secondary Staff Information Report) can be created when those data collections become

Step 3. Open the invitation email active.
If the entered email address is correct, you should receive an email in 5 to 10 minutes with
(Image 1 ) a nd fOllOW one Of the instructions to complete your account setup. Please check your Spam or Junk folder if you do

not receive the email from Notification@eeocdata.org within 10 minutes. If after 70 minutes

two aCtivation |-| n kS prOVided in the you do not receive the email, or if you have other account-related issues, please use the

Account Issues Form to contact the EEO-1 Component 1 Filer Support Team.

email. The first link contains an
Once you receive the email, please read all instructions carefully. There is additional

embedded access Code and information on what to do if you encounter a problem.
directs you to a web page to email

l | —

Confirm Email

process (Image 2). The second link l | <
provides an option for copying
. @@=
your unique access code and
pasting itinto afield in an Account
Creation Dialog (Image 3).

continue the account creation

Image 1

EEO-1 Component 1 Account Invitation

-]

From @ EEOC Notifications <rotificat TS zszemM
To - . \/
B w8 9| v - “a e

***please do not respond directly to this email. This email account is not monitored.***

Please click the link below to create your individual account to access the EEO-1
Component 1 Online Filing System.

Activate your account: i po. | sowsle owms o cSumes o' ey v osBosy emy woes swew

If you are having difficulty accessing the activation link above, copy and paste the
following URL into your browser: n

Then enter the Access Code shown below and follow the instructions provided to create
your individual account.

Access Code: NN EEE W - -

If you encounter difficulty creating an account, please submit a form to the Filer

Support Team

Thank you,

EEQ-1 Component 1 Filer Support Team

For more information about filing your {replace:Report¥ear} EEO-1 Component 1 report(s),
please contact the EEO-1 Component 1 Filer Support Team via the online Message Center at

rg/feeol.
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USS. Equal Employment

@ g;]:::::;"g:::}":l";;‘m EEOC Data Collection @ Opportuity Commisson EEOC Data Collection

Create Account

Account Creation

‘Your link has been recognized. Please select “Continueto create.
your account.

— -

Step 4. Create a password

. . Create Account
then provide your name, title,

Please complete the form below to create your account to access the EEO-1 Component 1

phone number, and phone Online Fiing System.

extension (if applicable) for the

account. Review the m “_ 'y (this is your username)

Password* Confirm Password*
Standards and Rules of 3| p

Behavior, select the checkbox
Pazswords must be at least 12 characters.

to aCCept the Conditions, and Passwords must have at lzast one non alphanumeric character (&', 'S, 1)

Pazswords must have at least one digit (0-%)

then select the “Next” button. Facoword st hov o 60t one uppareae e (K21,

Please enter your information below:

First Name* Last Name* ]

il'i:le"r ]

Telephone numMBers (oo-200-30000) Phone Extension

[socoson I |
Step 5. Your account iS now Standards and Rules of Behavior for the use of the U.S. Equal Employment Opportunity

. Commission (EEQC) EEO-1 Online Filing System (OFS):
created. Select “Log in” to log

Access to the EFO0-1 Component T OFSis controlled. Requests for access must be justified based on job requirements, and as authorized by the
in to your newly created smeleyer
1. Accounts are only provided for authorized purposes. Unauthorized use of a user account includes, but is not limited to, the use of 2 user
. h account to access EEQ-1 Companent 1 data by any person other than the authorized user; attempts to retrieve or modify information
a C C O U nt Wlt yO U r U S e rn a m e that is not your employer's; and destruction or tampering with governme ‘ormation. Users shall not seek information on data, files ar
passwords belonging to others, or otherwize attempt to gain unauthorized access to EEOC Systems.
a nd pa SSWO rd . 2. The system is only to be accessed using the procedures prescribed by the U.S. EEOC and/or the EEQ-1 Component 1 Filer Support Team;
and only by using the credentials provided by the U.S. EEQOC and/or the EEQ-1 Component 1 Filer Support Team.

w

. Any use of the system which disrupts the operation or uze of the system is prohibited.

.

. Users shall not do any unauthorized security scanning, monitaring, or data interception, nor should they intzrfere with the conduct of
security measures (such as anti-virus or auditing).

n

Unauthorized access or use may be subject to civil and criminal penalties for computer fraud or abuse. If you suspect or become aware of
unauthorized use or access, you must notify the EEQ-1 Compenent 1 Filer Support Team IMMEDIATELY email at
EEDCAccountAccesslssues@westat.com.

E accept these conditions and will comply with these Standards and Rules of Behavior.

268-101
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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/eeol/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.

e Ifyou 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.

o Ifyou 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.

Page |9
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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.

Sign in

Username

Email Address

This should be your email address as established
during account setup, not the 7-character OF5
Company 1D,

Password
Password @

Forgot Your Password

Please enter the email address associated with your EEO-T Component 1 Online Filing System (OFS)
account:

| Email Address |

Please make sure the email address entered above is correct, and only submit this request once. If you have not
received an email from Notification@eeocdata.org within 710 minutes, please check your email Spam folder.

NOTE: If you do not click the emailed password reset link within 24 hours, the link will expire, and you will be
required to submit another password reset request. If you submit another request within the 24-hour window,
the second request will cancel the first request.

Back to Sign in
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Step 3: Follow the link in
the email (can take 5to 10
minutes to receive).

EEO Password Reset

- Reply | ¢ R\AH|%F d ‘ H|
EEOC Notifications ‘ @ | O Reply | © Resly o o

To ol e e Tue 4/15/2025 2:48 PM
Retention Policy Inbox (60 days) Expires 6/14/2025

You recently requested that your password be reset for your account. To reset your password, just click on the link below.

This link expires after 24 hours. The link will not work if you requested another password reset; use the password reset link in the most recent email.

Page | 11
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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 neverfiled;

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:

Page |12



y /

"‘." EEO-1 Component 1
.‘ Data Collection

iRy

@
S
2
<

o)

I
%, g

S
Wirry cor®

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.”

U.S. Equal Employment W =
. L 5 =D & &2 B
Opportunity Gommission EEO 1 = l
:= Add Employer &) Message Center 3 Resources
« Use OF5 Company ID and unique « Contact the Filer Support Team « Access User's Guide
Employer PIN + Additional support materials
« Getaccess to existing employer

recor

« Register a new employer

+ > e

Notices -
Employers (i.e., filers) should read the updated 2024 EEO-1 Component 1 Instruction Booklet prior ta and in conjunction with using the:
OFS. Filers must ensure they are complying with the EEDCS substantive filing requirements detailed in the Instruction Bookles and should
not refer solely to other supplementary resource materials (e g, FAQS, Fact Sheets) to complete their required 2024 EEC-1 Component 1
filing. The Instruction Booklet may be accessed at hrps:/Awww.eeocdats.org/pdfs/2024_EEQ_1_Component_1_Instruction_Booklet pdf.

:= My Employer List

To begin, select an employer below. This page only lists the "parent” company (i.e., headquarters) of mult-establishment
emplayers

Add Employer to Your Account
< Back to Employer List
Do you have the employer's OFS Company ID@® and 2024 Employer PIN®?

() Yes

@ No h

276-100

Add Employer to Your Account

< Back to Employer List

Did the employer submit a certified EEO-1 Component 1 report for any of the 2019 through the
2023 EEO-1 Component 1 data collection years?

~

() Yes

@Noh

(O Idon't know

276101
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Step 4: Read and review each

Add Employer Verification

scenario and follow the
4 Back to My Employer List

approprlate Instructions on Please review each scenario before taking any further action:
hOW to proceed next. 1. If the employer is a idiary of a holding/ g 1t company (e.g., r ts, doctors’ offices, hospitals,
Depending on your specific

car dealerships, etc.):
situation, you may not need

Do NOT proceed. The holding/management campany is responsible for the EEQ-1 Component 1
report(s). Add subsidiary locations during the filing process for the parent employer. Select the “Back to
My Employer List” breadcrumb above to return to the “My Empiloyer List” and select the appropriate
employer to begin filing.

to proceed further.

2. If the emplayer has filed EEQ-1 Component 1 report(s) previously and has new establishments/locations to add or has
never filed but has more than one establishmentflocation and has already registered the headquarters:

Do NOT proceed, EVEN IF the establishment(s) or location{s) have a different EIN than the
Headquarters or any EIN previously reported. You will add new establishments/locations during the
filing process via the “Employer Dashboard.” Select the “Back to My Employer List” breadcrumb above
to return to the “My Employer List” and select the appropriate employer to begin filing.

3. If you're unsure whether the employer has filed before:
Contact the Filer Support Team through the Message Center with the employer's name, EIN, and
address for clarification.
4. If the employer has NEVER filed before and is new to the EEQ-7 Compeonent 1 Online Filing System (OFS), is not
an establishment or location of a registered parent employer, or has more than one location:

Select “Next"to register the emplayer in the EEC-1 Component 1 OFS system. Enter data for the
headquarters only, additional locations will be added during the filing process. If the employer has
maore than one location, remember to enter the data for the Headquarters or main location ONLY.

T QD

Step 5: If registering a new New Employer Registration

employer is appropriate for Please enter and re-enter the EIN for the employer (do not enter the dash):

your situation, provide and o

confirm the new employer’s | ]

Employer Identification lm"” = |

Number (EIN). Do not

include a dash when Note: Filers completing New Filer Registration for a multi-establishment employer must only enter the EIN of the

multi-establishment employers headquarters even if any individual establishment(s) have a different EIN. The
EIN(s) and other information for the multi-establishment employer's individual establishment(s) will be gathered
later in the filing process. Do NOT use this New Employer Registration process to enter information about any of
the individual establishments.

entering the EIN.

276-106
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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 employeris 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.

New Employer Registration

< Back to Employer List

The entered EIN of
System (OFS).

is already registered within the EEO-1 Component 1 Online Filing

If the entered EIN is not correct, use the "Back”button and enter the carrect EIN.

If the entered EIN is correct, you will need the employer's OFS Company ID and 2024 Employer PIN
to access the employer record. Please contact the EEO-1 Component 1 Filer Support Team for
assistance - provide the employer's name, EIN, and a description of the problem encountered.

o
(
L Back )

276107

New Employer Registration

The EEO-1 Component 1 report is a mandatory annual data collection that requires all private
sector employers with 100 or more employees, and federal contractors with 50 or more
employees meeting certain criteria, to submit workforce demographic data, including data by job
category and sex and race or ethnicity, to the EEOC. The authorities under which EEO-1 Component
1 data are collected include: Section 709(c) of Title VIl of the Civil Rights Act of 1964, as amended, 42
U.S.C. 2000¢, et seq., and Sections 1602.7-1602.14, Chapter XIV, Title 29 of the Code of Federal
Regulations (CFR); Exec. Order No. 11246, 30 FR 12319 (Sept. 24, 1965) and 41 CFR 60-1.7(a).

The EEQOC does not collect workforce demographic data from local referral unions, state and local
governments, and public elementary and secondary school systems and districts through the
EEO-1 Component 1 data collection. Demographic data for these entities are collected through other
EEO data collections administered by the EEOC. These biennial data collections include the EEO-3
Local Union Report, the EEO-4 State and Local Government Report, and the EEO-5 Elementary-
Secondary Staff Information Report.

New Employer Registration
Please enter and re-enter the employer’s 6-digit NAICS 2022 Code below.

MAICS 2022 Code @ (#H)* Re-enter NAICS 2022 Code*

Do not enter dashes

® Note 1 - NAICS codes are updated by the U.S. Office of Management and Budget (OMB) every five years (i.e., in years that
end in 2 or 7). For the 2024 EEQ-1 Component 1 data collection, the 2022 NAICS codes should be used. To identify the
correct NAICS code, an employer can search using keywords for its business using the U.5. Census Bureau NAICS Search
Tool at https:/www.census.gov/naics/.

MNote 2 - NAICS Codes starting with 92 {public administration) are not allowed. Data collection is for private employers and
not for arganizations that are classified as public administration. If you are an entity that is more closely linked to State
and Local Governments, you should be filing an EEC-4 Report. Please stop this EEC-1 filing process and contact the EEO-1
Component 1 Filer Support Team for further darification and guidance.

e @D

276-109

Page | 15

IR/

I
Gy




"‘.“ EEO-1 Component 1
.‘ Data Collection

y /

v EMVip,
Q,o‘w oy

I
g

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.

New Employer Registration

Enter the employer's information in the fields below.

Mote: Required fields are marked with an asterisk (*)

EIN : ienmssnms

Employer Name* URL
|

Fleaze use the employer's name used when requesting  Enter a link to the employer's website
the EIN.

PHYSICAL ADDRESS
If the employer has multiple locations, provide the headquarters physical address. If the employer is entirely
remote, select "No Physical Locations” and provide a valid mailing address.

[] No Physical Locations

Physical Address 1* (Number and Street) Physical Address 2

Pleass do not enter 3 PO Box here

Physical City* State* Zip*
H Select One v] ’ ]

MAILING ADDRESS
If the employer has multiple locations, provide the headquarters mailing address.

[[] The employer's mailing address is the same as the emplayer's physical address.

Mailing Address 1* (Number and Street) Mailing Address 2

l | l
Mailing City* State® Zip*

’ ] ’ Select One v] ’ ]

T QD

276110

New Employer Registration

The New Employer Registration is NOT COMPLETE. Select the "Submit"” button below to:

» Complete the employer registration process. This will ensure you receive EEO-1 Component 1 data collection
communications and notices.

» Generate an email to you from Notification@eeocdata.org that the employer is registered. This email will contain the
basic employer information for your records.

» Display a screen from which you can print the employer information; and from which you can begin the filing process
for the employer.

276111
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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.

New Employer Registration

COMGRATULATIONS! The employer is now registered in the EEO-1 Component 1 Online Filing
System and will begin receiving notifications regarding the 2024 EEO-1 Component 1 data collection.
Please print and/or save a copy of this screen for your records.

Employer Name:
‘OFS Company ID:
2024 Employer PIN:
Physical Address:
Mailing Address:

The OFS Company ID and 2024 Employer PIN should be retained - these can be used to provide
others access to the Dan's Awesome Emporium record in the 2024 EEO-1 Component 1 Online Filing
System. If you misplace these credentials, visit the Message Center to contact the EEQ-1 Component
1 Filer Support Team.

To access the EEO-1 Component 1 Online Filing System and begin the filing process, select the

"Continue" button below.

New Employer Registration

COMGRATULATIONS! The employer is now registered in the EEO-1 Component 1 Online Filing
System and will begin receiving notifications regarding the 2024 EEO-1 Component 1 data collection.
Please print and/or save a copy of this screen for your records.

Employer Name:
‘OFS Company ID:
2024 Employer PIN:
Physical Address:
Mailing Address:

The OFS Company ID and 2024 Employer PIN should be retained - these can be used to provide
others access to the Dan's Awesome Emporium record in the 2024 EEO-1 Component 1 Online Filing
System. If you misplace these credentials, visit the Message Centerto contact the EEQ-1 Component

1 Filer Support Team.

To access the EEO-1 Component 1 Online Filing System and begin the filing process, select the
"Continue” button below.
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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.

U.S. Equal Employment
Opportunity Commission

& EE01 =

:= Add Employer &) Message Center 3 Resources

» Access User's Guide
« Additional support materials

« Use OFS Company ID and unique
Emplayer PIN

» Getactess to existing emplayer
record

« Contact the Filer Support Team

« Register  new emplayer

+ > e

Notices ~

« Employers (i, filers) should read the updated 2024 EEO-1 Component 1 Instruction Booklet prior to and in conjunction with using the
OFS. Filers must ensure they are complying with the EE0CS substantive filing requirements detailed in the Instruction Boaklet and should
not refer solely to other supplementary resource materials (e.g, FAQs, Fact Sheets) to complete their required 2024 EEC-1 Companent 1
filing. The Instruction Booklet may be accessed at hitps:/Awww.eeocdata.org/pdfs/2024_EEQ_1_Component_1_Instruction_Booklet pdf.

:= My Employer List

To begin, select an employer below. This page only lists the "parent” company (i.2., headquarters) of multi-establishment
emplayers.
Add Employer to Your Account

< Back to Employer List

Do you have the employer's OFS Company ID@ and 2024 Employer PIN@?

® ves h

O No

276-100

Add Employer to Your Account
Enter the OFS Company ID and 2024 Employer PIN for the employer you are linking to your
account. If you do not know the OFS Company ID and 2024 Employer PIN, select "I do not have
this information.”

Note: The Employer PIN for the 2024 filing year is different than the 2023 Employer PIN.

OF5 Company ID

Employer PIN ]

(O | do not have this information

:E

276102
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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 foldericon in the top-right header of the “My Employer List” screen to
access the Resources page.

Bty o vl o oo

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

o=
e

Change of Contact

Change of Contact Form

Step 3. Provide information Employer Change of Contact Form

abOUt the employer and The EEOQ-1 Component 1 Filer Support Team is available to assist you. Complete the form

contacts then Sel.eCt “Next » below to submit your employer change of contact. Once processed, the new contact will
’ automatically receive the OFS Company ID and Employer PIN via email.

***Information on who is completing the contact form#***

*Required Field

First Name* Last Name* Title*

I I I l

Employer Name* (Please enter the full legal name of the employer)

l l
Ciry* *State

I l

Select One v]

OFS Company D (7-digit alphanumeric ID from your 2023
Employer EIN* {3- digit number) EEQ-1 Compaonent 1 Report)

{Providing your OF5 Company ID will expedite processing of your request. Refer to your 2023 EEO-1 Component 1 Report
to obtain this information)

Email* Confirm Email*

l | l

Phone Number® [xo-2000-2000) Phone Extension

47101
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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.

Employer Change of Contact Form

Please provide information for the NEW CONTACT. If the information is the same as the contact on

the first screen, select the check box below.

[7] Information same as first screen

* Required Field

JFirst Name* Last Name* Title*

I

JEmail* Phone Mumber® {xxx-oo-x00x)

Phone Extension

I

Upload®* (upload requirements: PDF/|PG)

’ Choose File | Mo file chasen

To process an employer contact change, a verification letter from an authorized emplayer representative approving this

change {i.e,, CEQ, CFO, Controller, HR Manager, President, etc.) is required. This verification letter must

Be in PDF format on the employer's official letterhead. Include the employer name, EIN, and OFs Company ID {if known).

Contain explicit text that the new contact is the new employer contact and/or Certifying Official for the EEQ-1

Component 1 Report. Include the name, title, phone number, and email address of the new contact.

Be signed by an autharized official (i.e., CEQ, CFO, Controller, HR Manager, President).

» Contain the contact information (name, title, phone number and email) of the authorizing official verifying the new

contact.

l ‘erification Letter Example I —

' ™)
| Back !
M A

347102

EXAMPLE LETTER

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 Employer Dashboard
the “Historic EEO-1 Reports” LTl k. A LR LA

link- -V-‘.-_,I'.-I m

<~ Back to Employer List D Historic EEO-1 Reports | £ Download Establishments

Step 2: Choose the EEO-1
Component 1 Filing Year of

Historic EEO-1 Reports

th e h | StO I’I cre po I’tS fro m the View and/or download historic EEO-1 Component 1 reports going back to 2015

drop-down list and select
“Download All.” Co

To view/download ALL reports for a spedific YEAR, select the Year and the "Download Al button - depending on the number of
reports for the selected year this may take a few moments to generate. To view/download SINGULAR reports, enter/select Search
Criteria and select the "Search” button (magnifying glass icon). A description of the "Report Types” is provided at the bottom of the
screen.

—

Search Criteria | Enter Employer/Establishment Name Enter Unit Number ‘2023 ~

State... ~ Q

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.
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Establishment List

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

Employer Dashboard
. Ry TR

- Back to Employer List *%) Historic EEQ-1 F'.epor'lsl s Download Establishmenul

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

Note: You cannot use this file to upload your data to the EEO-7T Component 1 Online Filing
System (OFS). This file is for informational purposes only.

Step 3: Select the “Download Establishments” link.

Download Establishment List

The file available from the link below is FOR REFEREMNCE OMLY.

DO NOT upload the file to fulfill your filing requirements. The file used for Data File Upload MUST be in the format available at
Resources under the "Data Fife Upload™ section.

The file available below should be used ONLY to verify the Unit Numbers and Addresses of the Employer Establishments currenthy

stored in the EEC-T Comporent 1 Online Ailing System database. Establishments may be added, deleted, and updated during the
filing process.

I Z: Download Establishments I

Step 4: Save the downloaded CSV file to your computer for review.
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EEO-1 Component 1

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’j under “Maintain Malﬂtﬂll'l Emﬂlﬂyer Stl’l.l[:tllre

Report Acquisition, Spinoff, or Merger

»
Emp loyer Structure , Se leCt Optional: Filers may use this module to determine how to properly file their 2024 EEO-1 G 1
Report when changes in an employer’s structure have occurred due to an acquisition, spinoff, or merger
€« [t since the 2023 EEQ-1 Component 1 data collection, including if all or part of the employer was acquired
the Report ACqUISItlon’ by or merged with another employer. After ing a series of d filers will receive guidance Go 9
. 9 ‘on the next steps they should follow to report any employer changes when filing their 2024 EEQ-1
Spinoff, or Merger” module. Compenent 1 Report.

Page | 23

iRy

1]
g

L




y /

N

.“ EEO-1 Component 1

.“ Data Collection

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.”

Report Acquisition, Spinoff, or Merger

< Back to Employer Dashboard

Filers may use this module to determine how to properly file their 2024 EEO-1 Component 1
Report(s) when changes in an employer’s structure have occurred due to an acquisition,
spinoff, or merger since the 2023 EEO-1 Component 1 data collection. After answering a series
of questions, filers will receive guidance on the next steps they should follow to report any
employer changes when filing their 2024 EEO-1 Component 1 Report(s). This module is also
designed to capture any acquisitions, spinoffs, or mergers in years prior to 2024 that had not
been reported to the EEOQC. If already provided, no need to provide again.

If there were different transaction types (e.g.. an employer acquired another employer but also
some establishments spunoff to form another employer), please report each transaction
separately. For important details and information on Acquisitions, Spinoffs, and Mergers,
please refer to the ASM FACT SHEET.

Did e = m— LIS = experience any of the following since the 2023 EEO-1
Component 1 data collection; or in any prior years not yet reported to the EEOC? Select One.

@) Acquisition - One employer acquires, purchases, and/or takes ownership of another employer. (Select this option if the
employer was fully or partially acquired; or acquired all or part of anather emplaoyer.)

(O Spinoff - One or mare establishments of an employer divest, forming a new employer. (Select this option if the emplayer
is new as a result of a spinoff from anather employer; or if the employer had establishments that were spunoff.)

(O Merger - Two or mare employers merge to create a newly formed employer. (Select this option if the employer merged
with another employer and no longer needs to file; or if the employer is new as the result of @ merger.)

If your employer did not experience an Acquisition, Spinoff, or Merger, please return to the
Employer Dashboard.

- : Save & Continue Later \:I

263-101

Report Acquisition

< Back to Employer Dashboard

This series of screens captures data for an Acquisition that occurred during 2024; or prior to
2024 if this is the first time reported to the EEOC. If the Acquisition occurred in 2025, the
employer(s) involved MUST STILL FILE for the 2024 reporting year if eligible to file.

If the Acquisition occurred in 2025, select the "Back to Employer Dashboard" link above left to
return to the Employer Dashboard and file for 2024. If the Acquisition occurred in 2024 or
earlier, please select the year and the "Next”button to continue.

——

I:' Back :I- : Save & Continue Later \:I

263-102
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Step 4: Select first option,
“All of [Employer] was
acquired by another
employer.” and then select
“Next.”

Report Acquisition

< Back to Employer Dashboard

Which of the following best describes the acquisition e == experienced?

Select one.

All or part of | LB ] w = was acquired by another employer:
@) Allof lm — man was acquired by another employer.

(O One or mare establishments of 1was acquired by another employer or employers.

Enter the total number of establishments acquired by another employer or employers:

L " acquired all or part of another employer:

acquired all of another employer or emplayers.

acquired one or more establishments of another employer or employers.

Enter the total number of establishments acquired by |

— -
| Back (
g . g

Y
Save & Continue Later ]
A

263-201

Step 5: Provide the name of the employer Step 6: Provide as many other details as

which acquired the filing employer. possible about the acquiring employer.

Report Acquisition Report Acquisition

< Back to Employer Dashboard & Back to Employer Dashboard

You indicated ww = mememn wags s was fully acquired by another employer. You indicated v = memesn a8 was fully acquired by another employer.

— = <. is not responsible for filing the 2024 EEO-1 Component 1 Report. — = s is not responsible for filing the 2024 EEO-1 Component 1 Report.

Please provide the following information on the employer that acquired

Please provide the following information on the employer that acquired

Employer (1 of 1)
| Employer Name+

El

l

OFs Company 1D

Emplayer Headquarters Agdress, City, and State

4

Employer Contact

Contact Name

Contzer Email

Comments

w0

Step 7: Select “Next.”

Save & Continue Later

Employer (1 of 1)

Employer Name*

EIN

OFS Company ID

Employer Headquarters Address, City, and State

Employer Contact

Contact Name

Contact Emai

Comments

Back

21200

Save & Continue Later
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Step 8: Read the instructions describing the next steps to follow and select “Submit.”

Report Acquisition

The record for has been updated!

According to the information provided, you do not need to file a 2024 EEO-1 Compenent 1 Report
forim n ]

1. Please note that it may take up to four weeks for communications
about the 2024 EEO-1 Component 1 Report for

to stop depending on
when the acquisition information is provided to the EEOC.

Next Steps (please read):

= Opticnal Step 1: The emplayer that acquired | . may need some historical demographic data
to complete their 2024 EEO-1 Component 1 Report. After completing "Reguired Step 2" below, before you exit the
Onfine Filing System select the "Historic EEO-1 Reports”link on the upper right of the Employer Dashboard, download
recent historical reports and provide them to the acquiring employer.

Required Step 2: Select the “Submit” button below. A screen will be displayed indicating that the acquisition has been

processed and the filing is complete. You may then exit the Online fAling System by clicking the logout icon on the far
upper right of the next screen.

263-301
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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.”

Maintain Employer Structure

Report Acquisition, Spinoff, or Merger
Optional: Filers may use this module to determine how to properly file their 2024 EEQ-1 Cy 1

Report when changes in an employer's structure have occurred due to an acquisition, spinoff, or merger
since the 2023 EEO-1 Companent 1 data collection, including if all or part of the employer was acquired Go=>
by or merged with another employer. After answering a series of questions, filers will receive guidance g
on the next steps they should follow to report any employer changes when filing their 2024 EEO-1

Component 1 Report.

Report Acquisition, Spinoff, or Merger

< Back to Employer Dashboard

Filers may use this module to determine how to properly file their 2024 EEO-1 Component 1
Report(s) when changes in an employer’s structure have occurred due to an acquisition,
spinoff, or merger since the 2023 EEO-1 Component 1 data collection. After answering a series
of questions, filers will receive guidance on the next steps they should follow to report any
employer changes when filing their 2024 EEO-1 Component 1 Report(s). This module is also
designed to capture any acquisitions, spinoffs, or mergers in years prior to 2024 that had not
been reported to the EEOQC. If already provided, no need to provide again.

If there were different transaction types (e.g.. an employer acquired another employer but also
some establishments spunoff to form another employer), please report each transaction
separately. For important details and information on Acquisitions, Spinoffs, and Mergers,
please refer to the ASM FACT SHEET.

Did e = m— LIS = experience any of the following since the 2023 EEO-1
Component 1 data collection; or in any prior years not yet reported to the EEOC? Select One.

@) Acquisition - One employer acquires, purchases, and/or takes ownership of another employer. (Select this option if the
employer was fully or partially acquired; or acquired all or part of anather emplaoyer.)

(O Spinoff - One or mare establishments of an employer divest, forming a new employer. (Select this option if the emplayer
is new as a result of a spinoff from anather employer; or if the employer had establishments that were spunoff.)

(O Merger - Two or mare employers merge to create a newly formed employer. (Select this option if the employer merged
with another employer and no longer needs to file; or if the employer is new as the result of @ merger.)

If your employer did not experience an Acquisition, Spinoff, or Merger, please return to the
Employer Dashboard.

- |:' Save & Continue Later \:I

263-101

Report Acquisition

< Back to Employer Dashboard

This series of screens captures data for an Acquisition that occurred during 2024; or prior to
2024 if this is the first time reported to the EEOC. If the Acquisition occurred in 2025, the
employer(s) involved MUST STILL FILE for the 2024 reporting year if eligible to file.

If the Acquisition occurred in 2025, select the "Back to Employer Dashboard" link above left to
return to the Employer Dashboard and file for 2024. If the Acquisition occurred in 2024 or
earlier, please select the year and the "Next”button to continue.

——

I:' Back :I- I:' Save & Continue Later \:I

263-102
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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.

Report Acquisition

< Back to Employer Dashboard

Which of the following best describes the acquisition: = mEoEE wom sme eXperienced?
Select one.

All or part of [ w was acquired by another employer:
O Allof was acquired by another employer.
& One or more establishments of . was acquired by another employer or employers.
Enter the total number of u  m establishments acquired by another employer or employers:
[ =] ‘acquired all or part of another employer:

@] acquired all of another employer or employers.
O = u acquired one or more establishments of another employer or employers.

Enter the total number of establishments acquired by |

— s o
\ Back - \ Save & Continue Later hi
M . L8 A

263-201

Report Acquisition

The record for 1 has been updated!

According to the information provided, you will need to file 3 2024 EEO-1 Component 1 Report for

I that excludes the 1 establishment(s) that were acquired by another
employer or employers. NOTE - If the employer STILL EXISTS after the acquisition(s), the employer
MUST STILL COMPLETE the filing process even if the subsequent number of employees is below the
mandatory reporting threshold.

Next Steps (please read):

« Opticnal Step 1: The employer that acquired the establishment(s) of | . may need some
historical demographic data to complete their 2024 EEQ-1 Component 1 Report. After completing "Required Step 3"
below, select the "Historic EEC-1 Reports”link on the upper right of the Employer Dashboard, download recent historical
reports for those establishment(s), and provide them to the acquiring employer. Be sure to only download the historic
reports for the establishment(s) and not all reports of

Required Step 2: After completing "Reguired Step 3" below, you will need to mark the establishment location(s) as
"Deleted” and select the deletion reason, “This i was invelved in an acquisition or merger.” This will be
completed in the "Report EEQ-T Component 1 Data”step on the Employer Dashboard. This step may not yet be
available as there are required steps that must be completed first to make this step active. You will be prompted to
include the employer name, EIN and/or OFS Company |1D of the acquiring employer. For more information, please see
the ASM FACT SHEET for more guidance.

« Required Step 3: Select the "Submit” button below to complete this acquisition reporting process.

263-301

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.”

Maintain Employer Structure

Report Acquisition, Spinoff, or Merger
Optional: Filers may use this module to determine how to properly file their 2024 EEO-1 C4 1

Report when changes in an employer's structure have occurred due to an acquisition, spinoff, or merger
since the 2023 EEQ-1 Component 1 data cellection. including if all or part of the employer was acquired G %
by or merged with another employer. After answering a series of questions, filers will receive guidance 2
on the next steps they should follow to report any employer changes when filing their 2024 EEO-1

Component 1 Report.

Report Acquisition, Spinoff, or Merger

< Back to Employer Dashboard

Filers may use this module to determine how to properly file their 2024 EEO-1 Component 1
Report(s) when changes in an employer’s structure have occurred due to an acquisition,
spinoff, or merger since the 2023 EEO-1 Component 1 data collection. After answering a series
of questions, filers will receive guidance on the next steps they should follow to report any
employer changes when filing their 2024 EEO-1 Component 1 Report(s). This module is also
designed to capture any acquisitions, spinoffs, or mergers in years prior to 2024 that had not
been reported to the EEOQC. If already provided, no need to provide again.

If there were different transaction types (e.g.. an employer acquired another employer but also
some establishments spunoff to form another employer), please report each transaction
separately. For important details and information on Acquisitions, Spinoffs, and Mergers,
please refer to the ASM FACT SHEET.

Did e = m— LIS = experience any of the following since the 2023 EEO-1
Component 1 data collection; or in any prior years not yet reported to the EEOC? Select One.

@) Acquisition - One employer acquires, purchases, and/or takes ownership of another employer. (Select this option if the
employer was fully or partially acquired; or acquired all or part of anather emplaoyer.)

(O Spinoff - One or mare establishments of an employer divest, forming a new employer. (Select this option if the emplayer
is new as a result of a spinoff from anather employer; or if the employer had establishments that were spunoff.)

(O Merger - Two or mare employers merge to create a newly formed employer. (Select this option if the employer merged
with another employer and no longer needs to file; or if the employer is new as the result of @ merger.)

If your employer did not experience an Acquisition, Spinoff, or Merger, please return to the
Employer Dashboard.

- : Save & Continue Later \:I

263-101

Report Acquisition

< Back to Employer Dashboard

This series of screens captures data for an Acquisition that occurred during 2024; or prior to
2024 if this is the first time reported to the EEOC. If the Acquisition occurred in 2025, the
employer(s) involved MUST STILL FILE for the 2024 reporting year if eligible to file.

If the Acquisition occurred in 2025, select the "Back to Employer Dashboard" link above left to
return to the Employer Dashboard and file for 2024. If the Acquisition occurred in 2024 or
earlier, please select the year and the "Next”button to continue.

——

I:' Back :I- : Save & Continue Later \:I

263-102

Page | 29

v EMVip,
Q,o‘w oy

& >

I
Gy

S
DNrry co“\@




y /

"‘.“ EEO-1 Component 1
.‘ Data Collection

Step 4: Select third option,
“[Employer] acquired all of
another employer or

Report Acquisition

< Back to Employer Dashboard

Which of the following best describes the acquisition /== » sssemes  ssmen = experienced?

2]
employers.” and then select Select one.
“Next‘ ” Allor part of i was acquired by another employer:
O Allaf . was acquired by ancther employer.
(O One or more establishments of was acquired by another employer or employers.
Enter the total number of = establishments acquired by anather employer or employers:
| - acquired all or part of another employer:
L) 1 acquired all of another employer or employers.
O = - acquired one or more establishments of another employer or employers.
Enter the total number of establishments acquired by s T u

r . r
( Back - ( Save & Continue Later
. ’ .

263-201

Step 5: Enter the number of Report Acquisition
employers which were

. < Back to Employer Dashboard
acquired and then select

You indicated L LR | acquired all of another employer or employers.
“Next.” Please enter the number of employers acquired by e %8 You will be

prompted to enter basic information about these employers (e.g., employer name, EIN,
Address, etc.).

” . ”
( Back - ( Save & Continue Later
. ] I .

263-203
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Step 6: Provide the name of the first Step 7: Provide as many other details as
employer acquired. possible about the acquired employer.
Report Acquisition Report Acquisition
< Back to Employer Dashboard < Back to Employer Dashboard
You indicated mmes mow ] acquired all of another employer or employers. You indicated mmes mow ] acquired all of another employer or employers.
Data about the acquired employer or employers should be included in the 2024 EEO-1 Data about the acquired employer or employers should be included in the 2024 EEO-1
Component 1 Report for ] . Component 1 Report for ]
Please provide the following information about the employer or employers acquired by m s Please provide the following information about the employer or employers acquired by m s
Employer (1 of 1) Employer (1 of 1)
Employer Name* Employer Name*
[ ] [ ]
EIN EIN
OFS Company ID OFS Company ID
Employer Headquarters Address, City, and State Employer Headquarters Address, City, and State
- -
Employer Contact Employer Contact
Contact Name Contact Name
Contact Email Contact Email
Comments Comments
- -

=

P —
( Back ) ( Save & Continue Later )
\ J \ J

263204 263204

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 Report Acquisition
instructions describing the The record for| = has been updated!

next Steps to follow and According to the information provided, you should include the data for == L]
=m0 the 2024 EEO-1 Component 1 Report for L

select “Submit.”
Next Steps (please read):

. . HH « Optional Step 1: You may be able to reach out to contact(s) at n 1 for any historical
Ste p 1 1 ® CO ntl nue fl l'l ng for demographic data you may need to complete your 2024 EEQ-1 Component 1 Report. These emplayer(s) should have the
reports available and may provide them to you depending on any arrangements or agreements you have with
the employer. ===

Required Step 2: After completing "Reguired Step 3" below, you will need to use the "Add Establishment” feature to add

S 1 2. E h h the employer(s) listed above and any associated establishments to your 2024 EEQ-1 Component 1 Report. This will be
te p . nsure t at t e completed in the "Report EE0-T Component 1 Data"step on the Employer Dashboard. This step may not yet be
. . available as there are required steps that must be completed first to make this step active. Make sure to select the
ac q uire d esta b ll S h ments are checkbox, “Check here if this establishment is being added to your employer’ filing as a result of an
acquisition."You will be prompted to indude the employer name, EIN and/or OFS Company ID of the acquired
a d d ed to the em p loye rreco rd employer(s). For more information, please see the ASM FACT SHEET for further guidance.

Required Step 3: Select the “Submir” button below to complete this acquisition reporting process.

in the Data Reporting step by

selecting the “Add sk | submi

Establishment” link. 263.301
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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.”

Maintain Employer Structure

Report Acquisition, Spinoff, or Merger
Optional: Filers may use this module to determine how to properly file their 2024 EEQ-1 Cy 1

Report when changes in an employer’s structure have occurred due to an acquisition, spinoff, or merger
since the 2023 EEO-1 Companent 1 data collection, including if all or part of the employer was acquired Go=>
by or merged with another employer. After answering a series of questions, filers will receive guidance g
on the next steps they should follow to report any employer changes when filing their 2024 EEO-1

Component 1 Report.

Report Acquisition, Spinoff, or Merger

< Back to Employer Dashboard

Filers may use this module to determine how to properly file their 2024 EEO-1 Component 1
Report(s) when changes in an employer’s structure have occurred due to an acquisition,
spinoff, or merger since the 2023 EEO-1 Component 1 data collection. After answering a series
of questions, filers will receive guidance on the next steps they should follow to report any
employer changes when filing their 2024 EEO-1 Component 1 Report(s). This module is also
designed to capture any acquisitions, spinoffs, or mergers in years prior to 2024 that had not
been reported to the EEOQC. If already provided, no need to provide again.

If there were different transaction types (e.g.. an employer acquired another employer but also
some establishments spunoff to form another employer), please report each transaction
separately. For important details and information on Acquisitions, Spinoffs, and Mergers,
please refer to the ASM FACT SHEET.

Did e = m— LIS = experience any of the following since the 2023 EEO-1
Component 1 data collection; or in any prior years not yet reported to the EEOC? Select One.

@) Acquisition - One employer acquires, purchases, and/or takes ownership of another employer. (Select this option if the
employer was fully or partially acquired; or acquired all or part of anather emplaoyer.)

(O Spinoff - One or mare establishments of an employer divest, forming a new employer. (Select this option if the emplayer
is new as a result of a spinoff from anather employer; or if the employer had establishments that were spunoff.)

(O Merger - Two or mare employers merge to create a newly formed employer. (Select this option if the employer merged
with another employer and no longer needs to file; or if the employer is new as the result of @ merger.)

If your employer did not experience an Acquisition, Spinoff, or Merger, please return to the
Employer Dashboard.

- |:' Save & Continue Later \:I

263-101

Report Acquisition

< Back to Employer Dashboard

This series of screens captures data for an Acquisition that occurred during 2024; or prior to
2024 if this is the first time reported to the EEOC. If the Acquisition occurred in 2025, the
employer(s) involved MUST STILL FILE for the 2024 reporting year if eligible to file.

If the Acquisition occurred in 2025, select the "Back to Employer Dashboard" link above left to
return to the Employer Dashboard and file for 2024. If the Acquisition occurred in 2024 or
earlier, please select the year and the "Next”button to continue.

——

I:' Back :I- I:' Save & Continue Later \:I

263-102
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Step 4: Select the fourth
option, “[Employer] acquired

Report Acquisition

H Back to Employer Dashboard
one or more establishments < i
f th '. Which of the following best describes the acquisition m = m am experienced?
oTr anotner employer or Select one.
”
em p loye rs. All or part of was acquired by another emplayer:
O Allof n ma Was acquired by another employer.
(0 One or more establishments of was acquired by another emplayer or employers.
Enter the total number of u establishments acquired by anather employer or employers:
e cmemem—— cmmesmenn 2cquired all or part of another employer:
@] acquired all of another employer or employers.
Step 5: Enter the number of 4 Py e
L] acquired one or more establishments of another employer or employers.
eStablIShmentS that were Enter the total number of establishments acquired by = nm -

_/'7' g . Y
\ Back E \ Save & Continue Later 1
M - M vy

acquired and select “Next.”

263-201
Step 6: Read the instructions Report Acquisition
describing the next ste ps to The record for has been updated!
follow and select “Submit.” According to the information provided, you will need to file a 2024 EEO-1 Component 1 Report for

m=aa [ 3 = that includes the 1 establishments that were acquired from another
employer or employers.

Next Steps (please read):

Optional Step 1: You may be able to reach out to contact(s) at the ermployer(s) from which you acquired the
establishment(s) for any historical demographic data you may need to complete your 2024 EEO-1 Component 1 Report
These employen(s) should have the reports available and may provide them to you depending on any arrangements or
agreements you have with the employer(s).

Required Step 2: After completing "Required Step 3" below, you will need to use the “Add Establishment” feature o add
the acquired establishment(s) to your 2024 EECQ-1 Component 1 Report. This will be completed in the "Report EEC-T
Component 1 Data"step on the Employer Dashboard. This step may not yet be available as there are required steps
that must be completed first to make this step active. Make sure to select the checkbox, “Check here if this
establishment is being added to your employer’s filing as a result of an acquisition.You will be prompted to
include the employer name, EIN and/or OFS Company |D of the employer from which Dan's Awesome Emporium
acquired the establishment. For more information, please see the ASM FACT SHEET for more guidance.

Required Step 3: Select the “Submit” button below to complete this acguisition reporting process.

:' ek E

263-301

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

Maintain Employer Structure
Dashboard”, select the

Report Acquisition, Spinoff, or Merger

“ReportAcquisition, Splnoff, Optional: Filers may use this module to determine how to properly file their 2024 EEG-1 € 1

Report when changes in an employer's structure have occurred dus to an acquisition, spinoff, or merger

2 since the 2023 EEO-1 Component 1 data cellection, including if all or part of the employer was acquired

or Merger” module. by erpetth aother entloyes Al a8 36 ofiefine, e wl recive idane 20
‘on the next steps they should follow to report any employer changes when filing their 2024 EEQ-1
Component 1 Report.

Report Acquisition, Spinoff, or Merger
Step 2: Select “Spinoff” and

< Back to Employer Dashboard

then SeleCt “NeXt'” Filers may use this module to determine how to properly file their 2024 EEO-1 Component 1
Report(s) when changes in an employer’s structure have occurred due to an acquisition,
spinoff, or merger since the 2023 EEO-1 Component 1 data collection. After answering a series
of questions, filers will receive guidance on the next steps they should follow to report any
employer changes when filing their 2024 EEO-1 Component 1 Report(s). This module is also
designed to capture any acquisitions, spinoffs, or mergers in years prior to 2024 that had not
been reported to the EEOC. If already provided, no need to provide again.

If there were different transaction types (e.g.. an employer acquired another employer but also
some establishments spunoff to form another employer), please report each transaction
separately. For important details and information on Acquisitions, Spinoffs, and Mergers,
please refer to the ASM FACT SHEET.

Did remms sem—— woms e experience any of the following since the 2023 EEO-1
Component 1 data collection; or in any prior years not yet reported to the EEOC? Select One.

() Acquisition - One employer acquires, purchases, and/or takes ownership of another employer. (Select this option if the
employer was fully or partially acquired; or acquired all or part of another employer.)

@) Spinoff - One or mare establishments of an employer divest, forming a new emplayer. {Select this option if the emplayer
is new as a result of a spinoff from another employer,; or if the employer had establishments that were spunoff.)

(O Merger - Two or maore employers merge to create a newly formed employer. (Select this option if the employer merged
with another employer and no longer needs to file; or if the employer is new as the result of @ merger.)

If your employer did not experience an Acquisition, Spinoff. or Merger. please return to the
Employer Dashboard.

- |:' Save & Continue Later \:I

263-101
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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.”

Report Spinoff

< Back to Employer Dashboard

This series of screens captures data for a Spinoff that occurred during 2024; or prior to 2024 if
this is the first time reported to the EEOC. If the Spinoff occurred in 2025, the employer(s)
involved MUST STILL FILE for the 2024 reporting year if eligible to file.

If the Spinoff occurred in 2025, select the "Back to Employer Dashboard” link above left to
return to the Employer Dashboard and file for 2024. If the Spinoff occurred in 2024 or earlier,
please select the year and the "Next"button to continue.

(e | D (

Save & Continue Later \:I

263-102

Report Spinoff

< Back to Employer Dashboard

Which of the following best describes the spinoff moEE
Select one.

wom ome experienced?

® Some establishments of have spunoff to become another employer.

Enter the total number of establishments spunoff from u
1
O b u is the result of 3 spinoff from another employer.
./.7. 'd . ™
\ Back \ Save & Continue Later 1
AN - AN vy
263-201

Report Spinoff

The record for = u has been updated!

According to the information provided, you should file a 2024 EEC-1 Component 1 Report for =

= | that excludes the 1 establishments that were spunoff to become another
employer. NOTE - If the employer STILL EXISTS after the spinoff(s), the employer MUST STILL
COMPLETE the filing process even if the subsequent number of employees is below the mandatory
reporting threshold.

Next Steps (please read):

« Optional Step 1: The new employer formed as a result of the spinoff may need some historical demographic data to
complete their 2024 EEO-1 Component 1 Report. After completing "Required Step 3" below, select the "Historic EEC-1
Reports"link on the upper right of the Employer Dashboard, download recent historical reports for those
establishment(s); and provide them to the new employer. Be sure to only download the historic reports for the
establishment(s) and not all reports of

Required Step 2: After completing "Reguired Step 3" below, you will need to mark the establishment location(s) that
spunoff to become another employer as “Deleted” and select the deletion reason, "This establishment was spunoff and
is independent of this employer.” This will be completed in the "Report EEC-1 Component 1 Data" step on the Emplayer
Dashboard. This step may not yet be available as there are required steps that must be completed first to make this
step active. You will be prompted to include the employer name, EIN and/or OF5 Company ID of the new emplayer
created as a result of the spinoff. For more information, please see the ASM FACT SHEET for further guidance.

» Required Step 3: Select the “Submit” button below to complete this acquisition reporting process.

263-301
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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.”

Maintain Employer Structure

Report Acquisition, Spinoff, or Merger

Optional: Filers may use this module to determine how to properly file their 2024 EEQ-1 Cy 1
Report when changes in an employer’s structure have occurred due to an acquisition, spinoff, or merger
since the 2023 EEO-1 G 1 data ion. i ing if all or part of the employer was acquired Go=>
by or merged with another employer. After answering a series of questions, filers will receive guidance
on the next steps they should follow to report any employer changes when filing their 2024 EEO-1
Component 1 Report.

Report Acquisition, Spinoff, or Merger

< Back to Employer Dashboard

Filers may use this module to determine how to properly file their 2024 EEO-1 Component 1
Report(s) when changes in an employer’s structure have occurred due to an acquisition,
spinoff, or merger since the 2023 EEO-1 Component 1 data collection. After answering a series
of questions, filers will receive guidance on the next steps they should follow to report any
employer changes when filing their 2024 EEO-1 Component 1 Report(s). This module is also
designed to capture any acquisitions, spinoffs, or mergers in years prior to 2024 that had not
been reported to the EEOC. If already provided, no need to provide again.

If there were different transaction types (e.g.. an employer acquired another employer but also
some establishments spunoff to form another employer), please report each transaction
separately. For important details and information on Acquisitions, Spinoffs, and Mergers,
please refer to the ASM FACT SHEET.

Did remms sem—— woms e experience any of the following since the 2023 EEO-1
Component 1 data collection; or in any prior years not yet reported to the EEQC? Select One.

() Acquisition - One employer acquires, purchases, and/or takes ownership of another employer. (Select this option if the
employer was fully or partially acquired; or acquired all or part of another employer.)

@) Spinoff - One or mare establishments of an employer divest, forming a new emplayer. {Select this option if the emplayer
is new as a result of a spinoff from another employer; or if the emplayer had establishments that were spunoff.)

(O Merger - Two or maore employers merge to create a newly formed employer. (Select this option if the employer merged
with another employer and no longer needs to file; or if the employer is new as the result of @ merger.)

If your employer did not experience an Acquisition, Spinoff, or Merger, please return to the
Employer Dashboard.

- |:' Save & Continue Later \:I

263-101

Report Spinoff

4 Back to Employer Dashboard

This series of screens captures data for a Spinoff that occurred during 2024; or prior to 2024 if
this is the first time reported to the EEOC. If the Spinoff occurred in 2025, the employer(s)
involved MUST STILL FILE for the 2024 reporting year if eligible to file.

If the Spinoff occurred in 2025, select the "Back to Employer Dashboard” link above left to
return to the Employer Dashboard and file for 2024. If the Spinoff occurred in 2024 or earlier,
please select the year and the "Next"button to continue.

(" Back - (" Save &Continue Later

263-102
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Step 4: Select the second option, “[Employer] is the result of a spinoff from another

employer.”

Report Spinoff

< Back to Employer Dashboard

Which of the following best describes the spinoff

Select one.

() Some establishments of == u

Enter the total number of establishments spunaff from

_/'—'
| Back
. .

263-201

Step 5: Provide the name of the employer

from which the new employer was
spunoff.

Report Spinoff

€ Back to Employer Dashboard

You indicated ms o sem— s me is the result of a spinoff from another employer.

'] - wmoma should file the 2024 EEQ-1 Component 1 Report for itself and all
affiliated establishments.

Please provide the following infermation about the employer from which == =
L, was spunoff:

Employer (1 of 1)

Employer Name*

I ]
EIN

[ J

OFS Comgany 1D

Employer Headquarters Address, Ciry, and State

Employer Contact

Contact Name

Contact Email

Comments

Save & Continue Later

—
)

263204

" experienced?

m have spunoff to become another employer.

[ ] is the result of a spinoff from another employer.

d Y
[ Save & Continue Later |
L A

Step 6: Provide as many other details as
possible about the company from which
the new employer spunoff.

Report Spinoff

€ Back to Employer Dashboard

You indicated ms o sem— s me is the result of a spinoff from another employer.

'] - wmoma should file the 2024 EEQ-1 Component 1 Report for itself and all
affiliated establishments.

Please provide the following infermation about the employer from which == =
L, was spunoff:

Employer (1 of 1)

Employer Name*

I ]
EIN

[ J

OFS Comgany 1D

Employer Headquarters Address, Ciry, and State

Employer Contact

Contact Name

Contact Email

Comments

[

263204
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Step 7: Select “Next.”

Step 8: Select “Submit” to
continue filing for the new
spunoff employer.

Report Spinoff

The record for has been updated!

According to the information provided, you should file 3 2024 EEC-1 Component 1 Report for
Next Steps (please read):

« Opticnal Step 1: You may be able to reach out to contact(s) at the employer from which you spunaff for any historical
demographic data you may need to complete your 2024 EEQ-1 Component 1 Report. The employer should have the
reports available and may provide them to you depending on any arrangements or agreements you have with the
employer.

Required Step 2: During the open data collection period, 1 should file a 2024 EEC-1 Component 1 Report for itself
and any affiliated establishments. For more information, please see the ASM FACT SHEET for further guidance.

» Required Step 3: Select the “Submit” button below to complete this acquisition reporting process.

|:' Back )
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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 Maintain Employer Structure
Dashboard”, select the

Report Acquisition, Spinoff, or Merger

« . e . Optional: Filers may use this module to determine how to properly file their 2024 EEO-1 C: 1
Report Acquisition, Spinoff, Raport when changes in an amployer's structure have occurred due to.3n acquisiion. spinoft o merger
since the 2023 EEO-1 Component 1 data cellection, including if all or part of the employer was acquired Go 9
or Merger” mod u le. by or merged with another employer. After ing a series of icns, filers will reczive guidance
‘on the next steps they should follow to report any employer changes when filing their 2024 EEO-1

Companent 1 Report.

Step 2: Select “Merger” and
then select “Next.” Report Acquisition, Spinoff, or Merger

4 Back to Employer Dashboard

Filers may use this module to determine how to properly file their 2024 EEO-1 Component 1
Report(s) when changes in an employer's structure have occurred due to an acquisition,
spinoff, or merger since the 2023 EEQ-1 Component 1 data collection. After answering a series
of questions, filers will receive guidance on the next steps they should follow to report any
employer changes when filing their 2024 EEO-1 Component 1 Report(s). This module is also
designed to capture any acquisitions, spinoffs, or mergers in years prior to 2024 that had not
been reported to the EEOC. If already provided, no need to provide again.

If there were different transaction types (e.g.. an employer acquired another employer but also
some establishments spunoff to form another employer), please report each transaction
separately. For important details and information on Acquisitions, Spinoffs, and Mergers,
please refer to the ASM FACT SHEET.

Did S wmoms experience any of the following since the 2023 EEQ-1
Component 1 data collection; or in any prior years not yet reported to the EEOC? Select One.

() Acquisition - One emplayer acquires, purchases, and/or takes ownership of anather emplayer. (Select this option if the
employer was fully or partially acquired; or acquired all or part of anather employer.)

(O Spinoff - One or mare establishments of an employer divest, forming a new emplayer. (Select this option if the emplayer
is new as a result of a spinoff from another employer; or if the employer had establishments that were spunaff.)

@) Merger - Two or mare employers merge to create a newly formed employer. (Select this option if the employer merged
with another employer and no longer needs to file; or if the employer is new as the result of @ merger.)

If your employer did not experience an Acquisition, Spinoff, or Merger, please return to the
Employer Dashboard.

- |:' Save & Continue Later \:I

263-101
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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.”

Report Merger

< Back to Employer Dashboard

This series of screens captures data for a Merger that occurred during 2024; or prior to 2024 if
this is the first time reported to the EEOC. If the Merger occurred in 2025, the employer(s)
involved MUST STILL FILE for the 2024 reporting year if eligible to file.

If the Merger occurred in 2025, select the "Back to Employer Dashboard” link above left to
return to the Employer Dashboard and file for 2024. If the Merger occurred in 2024 or earlier,
please select the year and the "Next"button to continue.

I:' Back I- I:' Save & Continue Later \:I

263-102

Report Merger

< Back to Employer Dashboard

Which of the following best describes the merger - u = experienced?
Select one.
L] merged with one or more employers and will be reported under the newly formed employer.

8] ] is the result of @ merger between two or more employers.

M -

263-201

N

Y
Save & Continue Later ]
A
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Step 5: Provide the name of the newly
formed employer, which is the result of

Step 6: Provide as many other details as
possible about the new employer and

({3 »
the merger. select “Next.
Report Merger Report Merger
4 Back to Employer Dashboard 4 Back to Employer Dashboard
You indicated Fem v mmsmes . mmems: merged with one or more employers and will be You indicated Fem v mmsmes . mmems: merged with one or more employers and will be

reported under a newly formed employer. reported under a newly formed employer.

Data for the 2024 EEQ-1 Component 1 Report for = m = wwwwm 1 should be Data for the 2024 EEQ-1 Component 1 Report for = m = wwwwm 1 should be

included under the newly formed employer.

Please provide the following infoermation about the newly formed employer:
Employer

MNew Employer Name*
I'[N_m ]
Bl

[ ]

New OFS Company ID

Mew Employer Headguaners, Address, Ciry, and State

Employer Contact

included under the newly formed employer.

Please provide the following infoermation about the newly formed employer:

Employer

New Employer Name*

Mew EIN

New OFS Company ID

Mew Employer Headguaners, Address, Ciry, and State

Employer Contact

Contact Name Contact Name
Contact Email Contact Email
Comments Comments

N

TR
Save & Continue Later )
\ J

— , . 3 g
Back ) Save & Continue Later ) Back
_ " J \

263202 263202

Step 7: Provide the number

Report Merger
of employers that merged to

< Back to Employer Dashboard
form the new employer.

You indicated & m & s & mwe = omerged with another employer or employers. Please
provide the number of employers with which | == o mopmesem merged to become

™ You will be prompted to enter basic information about these employers (e.g., employer
name, EIN, Address, etc.).

— - - ~
Back - \ Save & Continue Later 1
o S L o

263-203
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Step 8: Provide the name of the first
employer that merged to form the new
employer.

Report Merger

< Back to Employer Dashboard

Please provide the following information about the employer or employers with which =
5 merged to become =

Employer (1 of 2)

Employer Name+

C J

OFS Company ID

Employer Headgquaners Address, City, and Stats

Employer Contact

Contsct Name

l ]

Contact Email

Comments

Back )- ( Save & Continue Later )

263208

Step 10: Continue to provide the employer
information for all employers involved in the
merger (Steps 8-10).

Step 9: Provide as many other details as
possible about the first employer and

select “Next.”

Report Merger

< Back to Employer Dashboard

Please provide the following information about the employer or employers with which =

5 merged to become =

Employer (1 of 2)

Employer Name+

—
EIN

l ]

OFS Company ID

Employer Headgquaners Address, City, and Stats

Employer Contact

Contsct Name

l ]

Contact Email

Comments

ok E

263208

Report Merger

< Back to Employer Dashboard

Save & Continue Later

Please provide the following information about the employer or employers with which B8

| merged to become

Employer (2 of 2)

Employer Name®

I l
EIN

I l

OFS Company ID

Employer Hesdguaners Address, City, and Stats

Employer Contact
Contact Name

Contact Email

Comments

e QD

21204

Save & Continue Later
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Step 11: Read the
instructions describing the
next steps to follow and
select “Submit.”

Report Merger

The record for has been updated!

According to the information provided, you should not file 3 2024 EEC-1 Component 1 Report for

. Please note that it may take up to four weeks for communications about
the 2024 EEO-1 Component 1 Report for to stop depending on when the
information is provided to the EEOC.

Next Steps (please read):

« Optional Step 1: If eligible will need to file & 2024 EEQ-1 Component 1 Report that indudes data from [
and the other employer or employers involved in the merger. Please alert someone at that
they may need to file a 2024 EEC-1 Component 1 Report during the open data collection period.-mms may also need
some historical demographic data to complete their 2024 EEQ-1 Component 1 Report. After completing "Regquired Step
2"below, select the "Historic EEC-1 Reports” link on the upper right of the Employer Dashboard, download recent
historical reports and provide them to 1

Required Step 2: Select the "Submit”button below. & screen will be displayed indicating the merger has been processed
and the filing is complete. You may then exit the Online Filing System by clicking the logout icon on the far upper right of
the next screen.

T QE

263-301
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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.”

Maintain Employer Structure

Report Acquisition, Spinoff, or Merger

Optional: Filers may use this module to determine how to properly file their 2024 EEO-1 C 1
Report when changes in an employer’s structure have occurred due to an acquisition, spinoff, or merger
since the 2023 EEO-1 G 1 data ion. i ing if all or part of the employer was acquired Go=>
by or merged with another employer. After answering a series of questions, filers will receive guidance
on the next steps they should follow to report any employer changes when filing their 2024 EEO-1

Companent 1 Report.

Report Acquisition, Spinoff, or Merger

< Back to Employer Dashboard

Filers may use this module to determine how to properly file their 2024 EEO-1 Component 1
Report(s) when changes in an employer's structure have occurred due to an acquisition,
spinoff, or merger since the 2023 EEQ-1 Component 1 data collection. After answering a series
of questions, filers will receive guidance on the next steps they should follow to report any
employer changes when filing their 2024 EEO-1 Component 1 Report(s). This module is also
designed to capture any acquisitions, spinoffs, or mergers in years prior to 2024 that had not
been reported to the EEOC. If already provided, no need to provide again.

If there were different transaction types (e.g.. an employer acquired another employer but also
some establishments spunoff to form another employer), please report each transaction
separately. For important details and information on Acquisitions, Spinoffs, and Mergers,
please refer to the ASM FACT SHEET.

Did S wmome experience any of the following since the 2023 EEO-1
Component 1 data collection; or in any prior years not yet reported to the EEOC? Select One.

() Acquisition - One emplayer acquires, purchases, and/or takes ownership of anather emplayer. (Select this option if the
employer was fully or partially acquired; or acquired all or part of anather employer.)

(O Spinoff - One or mare establishments of an employer divest, forming a new emplayer. (Select this option if the emplayer
is new as a result of a spinoff from another employer; or if the employer had establishments that were spunaff.)

@) Merger - Two or mare employers merge to create a newly formed employer. (Select this option if the employer merged
with another employer and no longer needs to file; or if the employer is new as the result of @ merger.)

If your employer did not experience an Acquisition, Spinoff, or Merger, please return to the
Employer Dashboard.

- : Save & Continue Later \:I

263-101

Report Merger

< Back to Employer Dashboard

This series of screens captures data for a Merger that occurred during 2024; or prior to 2024 if
this is the first time reported to the EEOC. If the Merger occurred in 2025, the employer(s)
involved MUST STILL FILE for the 2024 reporting year if eligible to file.

If the Merger occurred in 2025, select the "Back to Employer Dashboard” link above left to
return to the Employer Dashboard and file for 2024. If the Merger occurred in 2024 or earlier,
please select the year and the "Next"button to continue.

|:' Save & Continue Later \:I
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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.”

Report Merger
< Back to Employer Dashboard

Which of the following best describes the merger! u « s B ww we o experienced?

Select one.
(o - mon merged with one or more emplayers and will be reported under the newly formed employer.
& = - u

- is the result of 3 merger between two or mare employers.

' ™ ' . ™
\ Back 1 \ Save & Continue Later |
p .y b

Report Merger

< Back to Employer Dashboard
You indicated is the result of a merger between two or more
employers. Please provide the number of employers that merged to create B

. You will be prompted to enter basic information about these employers (e.g..
employer name, EIN, Address, etc.).”

g - g . Y
\ Back \ Save & Continue Later 1
M - M vy

263-203
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Step 6: Provide the name of the first Step 7: Provide as many other details as
employer that merged to form the new possible about the first employer and
({3 »
employer. select “Next.
Report Merger Report Merger
€ Back to Employer Dashboard 4 Back to Employer Dashboard
You indicated = i is the result of a merger between two or more You indicated = | is the result of a merger between two or more
employers. employers.
The 2024 EEQ-1 Component 1 Report for fm n n should incorporate all The 2024 EEO-1 Component 1 Report for L n n should incorporate all
employers included in the merger. employers included in the merger.
Please provide the following information about the employers that merged to create m Please provide the following information about the employers that merged to create/ m
[ R ] [ R ]
Employer (1 of 2) Employer (1 of 2)
Emplayer Name* Emplayer Name*
EIN EIN
OFS Company ID OFS Company ID
Employer Headguarters Address, City, and State Employer Headguarters Address, City, and State
P )
Employer Contact Employer Contact
Contact Name Contact Name
Contact Email Contact Email
Comments Comments
) ]

.y
save & Continue Later )
\ S

R e
{ Back ) ( Save & Continue Later ) \ Back
~— N T [

263204 263204

Step 8: Continue to provide Report Merger

the employer |nf0rmat|0n for The record for m has been updated!
all employers involved in the According to the information provided, you should file a 2024 EEQ-1 Component 1 Report for . =
¥ that incorporates all employers and their establishments included in the

merger (Steps 5-7).

merger.

. . Next Steps (please read):
Step 9: Read the instructions ‘ peip
‘Optional Step 1: You may be able to reach out to contact(s) 3t s for any historical demographic data

d esc I’I b | n g th e next ste ps to you may need to complete your 2024 EEC-1 Component 1 Report. The employer(s) should have the reports available

and may provide them to you depending on any arrangements or agreements you have with the emplayer(s).

Required Step 2: Include and any associated establishments in the 2024 EEQ-1 Component 1 Report
for em m. For more information, please see the ASM FACT SHEET for further guidance.

follow and select “Submit.”

Required Step 3: Select the “Submir” button below to complete this acquisition reporting process.

Step 10: Continue filing for
the newly formed employer. sk | submic

263-301
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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 + > 4
begin. Norices

Employers (i.e., filers) should read the updated 2024 EEQ-1 Component 1 Instruction Booklet prior to and in conjunction with using the
OFS. Filers must ensure they are complying with the EEOC's substantive filing requirements detailed in the Instruction Booklet and should
nat refer solely to other supplementary resource materials (e.g., FAQs, Fact Sheets) to complete their required 2024 EEC-1 Component 1
filing. The Instruction Booklet may be accessed at https.//www.eeccdata.org/pdfis/2024_EEO_1_Component_1_Instruction_Booklet pdf.

:= Add Employer ) Message Center [ Resources

.

Use OFS Company ID and unigue « Contact the Filer Support Tesm « Access User's Guide
Employer PIN - :
+ Additional support materials

.

Get access o existing emplayer
record

.

Register a new emplaoyer

:= My Employer List

To begin, select an emplayer below. This page only lists the “parent” company (i.e., headquarters) of multi-establishment employers.

Enter emplaoyer name Q

Records: 118449

OF5 UNLINK
COMPANYID  EMPLOYER EMPLOYER
2 NAME = STATUS = anvs STATE 2 RECORD

I I I I Not Started LR 8 ] - ¥

Step 2. On the “Employer File 2024 EEO-1 Component 1 Report

DaShboaI’ ”, Sel.ect the @ e Ermolover Contacts

Step 1: Begin by reviewing the contacts and accounts associated with the employer. You may return at any time to update
the employer's contacts and accounts. Filers may also invite others to create an account in the EE0-1 Component 1 Online Go >

“Conflrm Employer Filing System to access the employer's record.

Contacts” module. -

2= Confirm Employer Details
| Step 2- Confirm the emplayer's EIN. NAICS code, name, and address. Finish Prior Steps

Contacts ©

< Back to

Ste 3 I n th e 3 ContaCtS ”» Contacts are individual representatives of the employer with responsibility for filing or certifying the 2024 EEO-1 Component 1 Report. Include
p ° individuals that should receive critical communications regarding the 2024 EEQ-1 Component 1 Report. One contact must be listed as a Primary
Contact.

section, select “Add New

Con ta (o] t- » = selectthe appropriate "Edit/Delete” buttan, and

= update the contact’s communication preference to "Primary”.

If the Primary Contact is listed below but not identified as "Primary™

If the Primary Contact is not listed below, or if you would like to add an additional contact:
= select "Add New Contact”,
= enter the contact’s information, and

= setthe contact’s communication preference to "Primary'.

Last Phone Phone Communication
Name Title Number Extension Email Address Preferences
Edit/Delete - L] LN = LN L . L]

Accounts ©
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Step 4. Enter the required

information and select ¢ Back to Contact List

“Save.” The new contact will New Contact Details

a p p e a r O n t h e Con ta CtS ll St Contacts are individual representatives of the employer with responsibility for filing or certifying the 2024 EEO-1 Component 1 Report.

Contacts do not automatically receive EEC-1 Component T Online Filing System accounts. You must add individuals under the "Accounts”
section on the Confirm Empioyer Contacts screen to provide account access. Do not add individuals as contacts that cannot serve as employer
representatives. You can provide account-only access in the "Accounis"section.

*Required field
*First Name :

*Last Nama :

*Title -

*Phone Number

Phone Extension

*Email Address

*Re-Enter Email Address

*Communication Preferences

) Primary - contact will receive all postal and email communications

General - contact will receive all email communications
) Unsubscribe/Do Not Contact - contact will not receive communications

E S—— /
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Confirming/Updating Employer Details (Name/Address/NAICS/EIN)
Step 1. On the “My Employer

List” screen, select the := Add Employer ) Message Center 7 Resources
. . = Use OFS Company ID and unique = Contact the Filer Support Team = Access User's Guide
em ployel' by ClICkI ng On Emplayer PIN = Additional support materials

= Getaccess to existing employer
record

either the “OFS Company ID” + Regsteranew emplayer
or “Employer Name” link to + N N
begin. ,

s Employers (i.e, filers) should read the updated 2024 EEO-1 Component 1 Instruction Booklet prior to and in conjunction with using the
OFS. Filers must ensure they are complying with the EEOC's substantive filing requirements detailed in the Instruction Booklet and should
not refer solely to other supplementary resource materials (e.g., FAQs, Fact Sheets) to complete their required 2024 EEC-1 Component 1
filing. The Instruction Booklet may be accessed at hips/iwww.eeocdata.org/pdfs/2024_EEO_1_Component_1_Instruction_Booklet.pdf.

:= My Employer List

To begin, select an employer below. This page only lists the “parent” company (i.e., headquarters) of multi-establishment employers.

Enter emplayer name Q

Records: 118449

OF5 UNLINK
COMPANY ID  EMPLOYER EMPLOYER
+ NAME = STATUS = arrs STATE + RECORD

I I I I Waot Started LB 8 ] - 02

Step 2. Select “Confirm File 2024 EEO-1 Component 1 Report
Employer Details.”

= ' ¢ Confirm Employer Contacts + Complete

@ Confirm Employer Details
Step Z Confirm the employer’s EIN, NAICS code, name, and address. Go—~>

) Confirm Eligibility

Sten 3: Answer the elizibility auestions to determine if the emolover is reauired to file its EEO-1 Comoonent 1 Reoort for Finish Prinr

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.”

Confirm Employer Information

Please review the employer information for the 2024 EEQ-1 Component 1 data collection.
Enter/update any information if applicable.

If filing by Data File Upload ensure the information for the employer headquarters in this
series of screens is complete and accurate. This information will NOT be updated from the
contents of the Date File Upload.

OFS Company ID: = ©w
Employer Name: = e
EIN: O

If the EIN displayed above is correct, re-enter the EIN and select the "Next"button to
proceed to the next screen. If incorrect, enter and re-enter the correct information below
and select the "Next"button to proceed.

Mote - Both fields are required

Fﬂ* ﬁie-enter BN

Pleass do not enter dashes

285101

Confirm Employer Information

Please review the employer information for the 2024 EEO-1 Component 1 data collection.
Enter/update any information if applicable. If the EIN displayed below is not correct, select
the "Back”button to return and correct the EIN.

‘OFS Company ID: L]
Employer Name: mom
EIN:
2022 NAICS Code O:
2022 NAICS Description:

Note - Both fields are required

2022 WAICS Code O (28858 |Re-enter 2022 NAICS Code*

Do not enter dashes

» Note 1 - NAICS codes are updated by the LS. Office of Managerment and Budget (OMB) every five years (i.e., in years that
end in 2 or 7). For the 2024 EEQ-1 Component 1 data collection, the 2022 NAICS codes should be used. To identify the
correct NAICS code, an employer can search using keywords for its business using the U.5. Census Bureau NAICS Search
Tool at https/fwww.census gov/naics/.

Mote 2 - NAICS Codes starting with 92 (public administration) are not allowed. Data collection is for private employers and
not for organizations that are classified as public administration. If you are an entity that is more closely linked to State
and Local Governments, you should be filing an EEQ-4 Report. Flease stop this EEQ-1 filing process and contact the EEC-1
Component 1 Filer Support Team for further clarification and guidance.

T D

285-103
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Step 5. Update the

employer’s name, website Confirm Employer Information
U RL, phySical add ress, and Please review the employer information for the 2024 EEO-1 Component 1 data collection.
. Enter/update any information if applicable. If the EIN and/or 2022 NAICS Code displayed
malll ng add ress. Then’ SeleCt below is not correct, select the "Back"button to return and correct the information.
“NeXt. ” OF5 Company ID:
Employer Name:
EIN:
2022 NAICS Code ©:

2022 NAICS Description:

Mote - Required fields are marked with an asterisk *

Employer Name @+ Employer Website URL

|

Physical Address of Headquarters

If the employer has multiple locations, provide the headquarters physical address. If the
employer is entirely remote, select "No Physical Locations" and provide a valid mailing
address.

[] Mo Physical Locations

Physical Address (Number and Street)* Physical Address 2

= I l

Pleas= do not enter a PO Box here

Physical City* Physical State* Physical Zip*

— v ]

Mailing Address of Headquarters
If the employer has multiple locations, provide the headquarters mailing address.

[] Mailing Address is same as Physical Address

Address {(Number and Street)® Address 2

- | l

City* State* Zip*

- .
| Back
AN -

285-104
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Step 6. Review the
information entered to
confirm its accuracy. Then,
select “Confirm.”

Confirm Employer Information

If the information below is accurate, click "Confirm " to return to the Employer Dashboard.
From there, you can proceed to the next step in the filing process. Select "Back" to navigate
to the appropriate screen to edit the employer's information. Please be advised that you
may return to update this information at any time before the 2024 EEO-1 Component 1 data
collection cycle closes.

‘OFS Company ID:
Employer Name:
EIN: =
2022 NAICS Code:
2022 NAICS Description: L ' BN ]
Physical Address:
Mailing Address:

285-105

Page | 52

v EMVip,
Q,o‘w oy

& 2

(i
S
DNrry co‘”‘\@




y /

O O
iy
‘ Data Collection

N

EEO-1 Component 1

v EMVip,
Q,o‘w oy

5 2

IR/

I
Gy

S
DNrry co“\@

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.

File 2024 EEO-1 Component 1 Report

l &% Confirm Employer Contacts « Complete
| [Z Confirm Employer Details « Complete
@ Confirm Eligibility
Stap 3: Answer the eligibility questions to determine if the employer is required to file its EEO-1 Component 1 Report for
the current reporting period. If not required to file, you will be provided with instructions on how to proceed. This is also Go—>

where you will report a permanent closure of the employer.

Confirm Employer Eligibility

‘OFS Company ID: L
Employer Name:

Answer the questions below to determine if the employer is required to file the EEO-1
Component 1 Report for 2024,

The filing by eligible employers of the EEO-1 Component 1 Report is required under section
709(c) of Title VIl of the Civil Rights Act of 1964, as amended, 42 U.5.C. 52000e-8(c), and 29 CFR
1602.7-.14 and 41 CFR 60-1.7(a). Employers can find additional eligi
EEO-1 Component 1 Instruction Booklet.

ility information in the

An employer that meets the employee threshold for EEO-1 Component 1 reporting purposes at
ANY time during the fourth quarter (i.e., October 1 through December 31) of the reporting
year, may not select a workforce snapshot period@ where it falls below the threshold in an
effort to avoid the filing requirement.

Mote - all questions are required

At any time between October 1, 2024 and December 31, 2024 did the entire employer have 100 or morgd ) (O
employees?

At any time between October 1, 2024 and December 21, 2024 was the employer affiliated through o O
commeon ownership and/or centralized management with other entities in an enterprise with a total
employment of 100 or more employees?

At any time between October 1, 2024 and December 31, 2024 did the employer meet all four of the o O
following criteria?

1. not exempt from the provisions of these regulations in accordance with 41 CFR 60-1.5;

2. had 50 or more employees;

3. was a prime contractor or first tier subcontractor; and

4. had a contract, subcontract or purchase order amounting to 550,000 or more or served as a
depository of government funds in any amount, or was a financial institution which was an
issuing and paying agent for U.S. savings bonds and savings notes: Provided, that any
subcontractor below the first tier which performs construction work at the site of construction
shall be required to file such a report if it meets the requirements of (1), (2) and (4).

406-101
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Not Required to File — Employer still in business

Step 3a: Ifthe 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.”

Confirm Employer Eligibility

‘OFS Company ID:

Employer Name: [ = SN N n

Based on the “no” responses to all the eligibility questions on the preceding screen, the employer is
not required to file the 2024 EEC-1 Component 1 Report. Help us determine some additional
information through the next series of questions.

As of today, has the employer permanently ceased operations and is no longer in business @7?

() Yes

® No

N

406-102

Confirm Employer Eligibility

‘OFS Company 1D:
Employer Name:

Based on the answers to the eligibility and out-of-business questions, the employer is not
required to file the 2024 EEO-1 Component 1 Report. The required next steps are as follows:

» [fthis is incorrect and the employer should be filing the 2024 EEQ-T Component 1 Report, select "Back"to return and
review the answers to the eligibility questions.

» Ifthis is correct and the employer should not be filing the 2024 EEQ-T Component 1 Report, select "Confirm”and
proceed to “Certify EEC-1 Component 1 Reports"on the Employer Dashboard to certify the 2024 EEQ-1 Component 1
Report. You must certify the 2024 EEQ-1 Component 1 Report to complete the filing process.

Failure to certify will result in future prompts to file and complete the 2024 EEQ-1 Component 1 Report.

Back

406-103
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Step 5a: Complete the File 2024 EE0-1 Component 1 Report

' &9 Confirm Employer Contacts + Complete

| © confirm Eigibility  Complete

Certification step.

Confirm Employer Details « Complete

[=] Report EEO-1 Component 1 Data (Manual Entry or Data File Upload)

Step 4: After completing the steps above. you may begin filing the employer's employee data for all establishment T
lacations by using sither the manual data entry grid or an electronically uploaded data file. Required

] Review EEO-1 Component 1 Reports
Step 5: After providing employes data for all is locations, you can preview PDF reports for Not

each location prior to certifying. The emplayer's Certifying Official is responsible far ensuring that the data provided is Required
accurate prior to certifying the report. q
@ Certify EEQ-1 Compaonent 1 Reparts
Step 6: To complete the filing process, the employer's Certifying Official must attest to the accuracy of the provided data. Required -

Page | 55



y /

O O
iy
‘ Data Collection

N

EEO-1 Component 1

Not Required to File - Employer out of business

Step 3b: /fthe 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.”

Confirm Employer Eligibility

‘OFS Company ID:
Employer Name:

Based on the “no” responses to all the eligibility questions on the preceding screen, the employer is
not required to file the 2024 EEC-1 Component 1 Report. Help us determine some additional
information through the next series of questions.

As of today, has the employer permanently ceased operations and is no longer in business @7?

®) Ves

O No

|:' Back

406-102

Confirm Employer Eligibility

‘OFS Company ID:
Employer Name:

Based on the answers to the eligibility and out-of-business questions, the employer is not
required to file the 2024 EEO-1 Component 1 Report. The required next steps are as follows:

» Ifthis is incorrect and the employer should be filing the 2024 EEQ-T Component T Report, select "Back™to return and
review the answers to the eligibility questions.

s [fthis is correct and the employer showid not be filing the 2024 EEQ-1 Component 1 Report, select "Confirm”and
proceed to “Certify EEC-1 Component T Reports"on the Employer Dashboard to certify the 2024 EEQ-1 Component 1
Report. You must certify the 2024 EEQ-1 Component 1 Report to complete the filing process.

Failure to certify will result in future prompts to file and complete the 2024 EEQ-1 Component 1 Report.

—
\ Back
h -

406-103
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Step 5b: Complete the
Certification step.

File 2024 EEQ-1 Component 1 Report

' @7 Confirm Employer Contacts
l = Confirm Employer Details
l ) Confirm Eligibility

[=] Report EEO-1 Component 1 Data (Manual Entry or Data File Upload)

Step 4: After completing the steps above, you may begin filing the emplayer's employes data for all establishment
lncations by using ither the manual data entry grid or an electronically uploaded data file.

¥ Review EEO-1 Component 1 Reports

Step 5: After providing employee data for all i Iocations, you can preview PDF reports for
| each location prior to certifying. The employer's Certifying Official is responsible for ensuring that the data provided is

accurate prior ta certifying the report

@ Certify EEQ-1 Component 1 Reports

Step 6: To complete the filing process, the employer’s Certifying Official must attest to the accuracy of the provided data.

" Complete

" Complete

+ Complete

Not
Required

Not
Required

Required -
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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.

Confirm Employer Eligibility

‘OFS Company ID:
Employer Name:

Based on the answers to the eligibility questions, the employer is required to file the 2024
EEOQ-1 Component 1 Report.

» Ifthis is incorrect and the employer should not be filing the 2024 EEQ-1 Component 1 Report, select "Back™to return
and review the answers to the eligibility questions.

» [fthis is correct and the employer should be filing the 2024 EEO-1 Component T Report, select "Confirm™and proceed to
"Report EEC-1 Component 1 Data"on the Employer Dashboard to enter the employee workforce demographic data.

—_—
) Back
A -

406-104

File 2024 EEO-1 Component 1 Report

' &7 Confirm Employer Contacts + Complete

l [= Confirm Employer Details + Complete

l &) Confirm Eligibility

" Complete

Report EEO-1 Component 1 Dats (Manual Entry or Data File Upload)

Step 4: After completing the steps above. you may begin filing the employer's data for all Go=>
locations by using either the manual data entry grid or an electronically uploaded data file.
| Review EEO-1 Component 1 Reports
Step 5: After providing employee data for all lacations, you can preview PDF reports for Finish Priar
each location prior to certifying. The employer's Certifying Official is responsible for ensuring that the data provided is Steps
| accurate prior to certifying the report P
47 Certify EEO-1 Component 1 Reports
X . Finish Prior
Step 6: To complete the filing process, the employer's Certifying Official must attest to the accuracy of the
provided data. Steps
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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.”)

:= Add Employer ) Message Center
s Use OF5 Company |D and unigue s Contact the Filer Support Team
Employer PIN
= Get access to existing employer

record
= Register a new employer

+ -

MNotices

[0 Resources

s Access Users Guide
» Additional support msterisls

=

= Employers (i.e., filers) should read the updated 2024 EEQ-1 Component 1 Instruction Booklet prior to and in conjunction with using the
QFS. Filers must ensure they are complying with the EEOCs substantive filing requirements detailed in the Instruction Booklet and should
nat refer solely to other supplementary resource materials (e.g., FAQs, Fact Sheets) to complete their required 2024 EEO-1 Component 1
filing. The Instruction Booklet may be accessed at https:/fwww eeocdata org/pdfs/2024_EFO_1_Component_1_Instruction_Booklet pdf.

:= My Employer List

To begin, select an employer below. This page only lists the "parent” company (i, headquarters) of multi-establishment employers.

Enter employer name

Records: 118443

OFs
COMPANY ID EMPLOYER
* MNAME STATUS = amys

I I I I Not Started EEmE

File 2024 EEO-1 Component 1 Report

- ' @'l Confirm Employer Contacts
- ' = Confirm Employer Details

- 'I& Confirm Eligibility

Report EEQ-1 Companent 1 Data (Manual Entry or Data File Upload)

Step 4: After completing the steps above, you may begin filing the employer's employee data for all establishment
Iocations by using either the manual data entry grid or an electronically uploaded data file.

"] Review EEO-1 Component 1 Reports

Stap 5: After praviding employee demographic data for all establishment locations, you can preview PDF reaports far
sach Incation prior to certifying. The employer's Certifying Officisl is responsible for ensuring that the dsta provided is
| accurate prior to certifying the report.

Certify EEO-1 Component 1 Reports

Step 6: To complete the filing process. the employer’s Certifying Official must attest to the accuracy of the
l provided data.

UMLINK
EMPLOYER
STATE & RECORD

T &R

« Complete

+ Complete

« Complete

v

Go—>

Finish Prior
Steps

Finish Prior
Steps
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Filing Preferences

Flease indicate your filing preferences before you begin. You may change your filing preferences
at any time.

Step 3. Select “Manual Data

Entry” or “Data Flle Upload” What is your preferred method of providing EEO-1 Component 1 Reports? This setting
determines how the next steps appear to you.

on the “Filing Preferences”
screen, depending on how
you intend to file. Then enter

(Once you gather the counts at each location for each combination of Job Classification, Sex and Race/Ethnicity, you
can enter the data manually into the data grid using this option. This method is recommended for organizations with
fewer than 10 locations.

Data File Upload
This method is recommended if the organization has 10 or more locations and your Human Resource Information or
Payroll Software is able to generate a file in the correct format. If the employer filed the 2023 EEQ-1 Component 1

esta bl|s h ment locatlonS, Report, prior to submitting the 2024 file please verify the Unit Numbers on YOUR establishment list against the

establishments stored in the Online Filing System and available on the Download Establishments screen.

the employer’s number of

federal contractor status, UEI
(if applicable), and workforce snapshot period.

step 4. Provide the number How many establishment locations @ (units) will be included in the EEO-1 Component 1
. Report? Provide the number of establishment locations being reported including the
Of eStabl‘IShmentS for the employer headquarters (if a multi-establishment, do NOT include the Consolidated Report

(formerly Type 2) in the count). Establishment locations are employer locations. The
number of locations determines the number of EEO-1 Component 1 Reports the employer

employer you are filing for,

including the headquarters will be filing. You may change your preferences at any time.
locat'on- Number of establishment locations @ on file Number of establishment locations @ filing
from 2023 EEC-1 Component 1 Report for 2024*

The Emplayer HQ location, and any acquisitions and

naw i should be included. Spinaffs ar

closed ishments should be exdudec

Step 5. Indicate whether the
. As part of the EEO-1 Component 1 filing process, single-establishment @ and multi-
employer IS a federal establishment @ employers must identify whether they are a federal contractor @ and
contractor. if s0, |‘.|.ravide their associated I..Iniqu.e Entity ID (L:IEI} 0. Additionally, a multi-
establishment employer must identify whether its headquarters and/or any non-
headquarters establishment is a federal contractor and if so, provide the UEI associated
with each.

Please note that employers with a headquarters and/or non-headquarters
establishment(s) that is a federal contractor will be able to designate each such location
at the establishment-level within the OFS and in the data file upload option. All such
federal contractor designations, including the one below (i.e., at the enterprise level),
will appear in “Section F - Federal Contractor Designation (if applicable)” @ on the
employer's EEO-1 Component 1 report(s) generated by the OFS.

Is this employer a federal contractor?

YES (Employer is a Federal Contractor)
MO (Employer is NOT & 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.

What is the workforce snapshot pay period @ for the employer? Enter the start and end
date for the employer's workforce snapshot pay period between October 1st and
December 31st for which you are reporting. This can be changed later if necessary.

Examples of pay periods include weekly, bi-weekly, twice a month, monthly, etc.
However, the date range entered cannot be greater than 31 days.

Start Month* Start Day*

’ - Select Month -- v] ’ -- Select Day — v]
End Month* End Day*

’ - Select Month -- v] ’ -- Select Day — v]

What is the workforce snapshot pay period @ for the employer? Enter the start and end
date for the employer’s workforce snapshot pay period between October 1st and
December 31st for which you are reporting. This can be changed later if necessary.

Examples of pay periods include weekly, bi-weekly, twice a month, monthly, etc.
However, the date range entered cannot be greater than 31 days.

Is the workforce snapshot pay period the same for ALL establishments/units of the
employer?

() Yes

® No

Is the employer EIN L the same for all employer establishments/units?

() Yes

O No

Is the employer 2022 NAICS Code is the same for all employer establishments/units?

() Yes

O No

What is the workforce snapshot pay period @ for the employer? Enter the start and end
date for the employer’s workforce snapshot pay period between October 1st and
December 31st for which you are reporting. This can be changed later if necessary.

Examples of pay periods include weekly, bi-weekly, twice a month, monthly, etc.
However, the date range entered cannot be greater than 31 days.

Is the workforce snapshot pay period the same for ALL establishments/units of the
employer?

) Ves

O No

Start Month* Start Day*

’ -- Select Month - v] ’ - Select Day — v]

End Manth* End Day*

’ -- Select Month - v] ’ - Select Day — v]

Is the employer EIN = wthe same for all employer establishments/units?
() Yes

) Mo

Is the employer 2022 NAICS Code is the same for all employer establishments/units?
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Step 7. When all of the “Filing
Preferences” have been

Please review the information provided above. This information is integral to the correct display and functions of the
following screens. Pay special attention to the number of establishments - this controls the “Progress” bar on the next screen.
If the number of establishments completed does not match the number above you will not be able to complete the filing. You
will have to return to this screen to update the number above, or review your list of establishments to see if there are any
duplicates (if you exceed the number above) or any are missing (if you are less than the number above).

entered and confirmed,
select “Save” to save these

preferences. Er Cancel )

Step 8. Once the “Filing
Preferences” have been

saved, the “Filing

Preferences” window will not < Backrs

Establishment List

You are reporting for 1 establishment(s), including your employer's headquarters.

appear automatically after Reports Completed : 0 of 1 Compiete your Repart
selecting “Report EEO-1 Finish
Component 1 Data” from the Filing Preferences: Filing Method: E= Manual Entry  No. Locations: ‘\- Workforce Snapshot Period: = 10/1-10/15

“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 Establishment List
List” screen.

You are reparting for 1 establishment(s), induding your employer's headquarters.

< Back to

Reports Completed : 0 of 1 Complete your Report

Finish
Filing Preferences: Filing Method: E= Manual Entry  No. Locations: 1 Workforce Snapshot Period: ™= 10/1-10/15

To enter the employee data, select the “Edit”button on the establishment record below. Once completed, select the “Ainish"button above to
continue. If the number of locations listed above is not correct, update your Fling FPreferences.

REFORT TYPE UNIT NUMEER ESTABLISHMENT TOTAL
Action 0: STATUS = s B amy = STATE:  EMPLOYEES =
Single Incomplete ) 0

Step 2: On the data entry grid, provide the employer’s workforce demographic data, and
select “Save.”

Establishment Information

< Back to Employer Dashboard

Establishment ID:
Establishment Name:

Enter the number of employees from the workforce snapshot pay period you are reporting on for each cell below. Employees should only be counted in one category. Only include employees on payroll during this workforce snapshot pay period. Include both part-time and fulltime
employees, including employees who telework. Totals will calculate automatically.

RacerEshmicity
NNot Hispanic or Latino
e - — — Overai Total
. s ( I I [ I Il [ Il [ Il [ Il [ I ]
- [ Il I [ I Il [ Il [ Il [ Il [ I ]
[ I Il Il Il Il I Il Il Il Il Il Il Il I ]
e ( I I [ I [ Il [ Il [ Il [ Il [ 1B ]
( I I [ I [ Il [ Il [ Il [ Il [ 1B ]
[ I Il Il Il Il I Il Il Il Il Il Il Il JE ]
( I I [ I [ Il [ Il [ Il [ Il [ 1E ]
( I I [ I [ Il [ Il [ Il [ Il [ 1B ]
[ I Il Il Il Il I Il Il Il Il Il Il Il JE ]
( I I [ I [ Il [ Il [ Il [ Il |[EE Il ]
[ JE IE IE IE IE E IE IE IE IE IE IE (= = ]
g E [ Il [ Il Il Il I|E Il Il Il Il Il Il Il Il ]
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Step 3: Select the “Finish”
button to complete your data Establishment List

re p O rti n g. You are reporting for 1 establishment(s), including your employer's headguarters.

4 Back to

Reports Completed : 1 of 1

Finish

N

100%

Filing Preferences: FilingMethod: E= Manual Entry  No. Locations: 1 Workforce Snapshot Period: ™= 10/1-10/15

To enter the employee data, select the “Ediit”button on the establishment record below. Once completed, select the "Rinish™button above to
continue. If the number of locations listed above is not correct, update your Filing Preferences.

REPORT TYPE UNIT NUMBER  ESTABLISHMENT TOTAL
Action 0: STATUS = 3 NAME = Ty = STATE:  EMPLOYEES =
Edic Single Complete 100
——

Multiple-Establishment Employer
Step 1a: Select the “Add Establishment List

Establishment” button to You are reporting for 2 establishment(s), including your employer's headquarters.
add a new establishmentto
the listifitis not already
Reports Completed : 0 of 2 2 Reports remaining
there. Finish

Filing Preferences: FilingMethod: = Manual Entry  No. Locations: 2 Workforce Snapshot Period: N/A

To enter the employee data, select the “Edit"button for each establishment listed below. If necessary, add establishments to the employer's
establishment list by selecting *+ .Ado Estabfishment’, or delete establishments by selecting the appropriate “Delers”button (you cannot delete the

Head: rs Report). Once completed, select the “Finish” button above to continue. If the number of locations listed above is not correct, update
your references.
Records: 1 Oincomplete Enter Establishment Nam: [NGH
REPORT TYPE UNITNUMBER  ESTABLISHMENT TOTAL
Action 0: STATUS = : NAME = [ STATE®  EMPLOYEES *
Edit Headquarters  Incomplete [ | o
Note: When you have as
< Backto
many or more completed
Reports Completed : 2 of 2
reports than the number of —_— o)
100% \ vy

locations you indicated you

o “r::
were filing for under “Filing
To enter the employee data, select the “Edit"button for each establishment listed below. If necessary, add establishments to the employer's

Pre feren ces » th e “A dd establishment list by selecting “+ Add Establishment”; or delete establishments by selecting the appropriate “Delete”button (you cannat delete the
4 Headq Report). Once completed, select the “Finish” button above to continue. If the number of locations listed above is Not correct, update

your £ eferences.

Filing Preferences: FilingMethod: = Manual Entry  No. Locatinns:i Waorkforce Snapshot Period: = 10/1-10/15

Establishment” button will
be disabled. If you need to
add additional

establishments, you must edit “Filing Preferences” or delete establishment reports which

Records: 2 O Complete || [ Deleted (1) Enter Establishment Nam: [SQU

were entered in error.
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Step 1b: If the eStablIShment Records: 2 O Incemplete Enter Establishment Nam: [
is already in the (it eamiermars )
“Establishment List,” select I VTR Easwar v e S
the “Edit” button On the left' Edit Headquarters  Incomplete ™ n - w u a
hand side of the listitem. Establishment  Incomplete - - - = . 0
Step 2a: If adding a new Establishment Information
establishment, enter the € Back t0 lmem -
establishment name the In the fields below, please enter the information for the establishment/unit® for 2024.

)

Note - Required fields are marked with an asterisk *

establishment’s address, and

. . Establishment ID:
whether the establishmentis Establishment Name:

being added as a result of an

IEs:abI’sh ment Name*

acquisition and select “Next,”

If the establishment is a U.5. government or military site that is restricted from disclosure,
enter either “SECRET LOCATION" or “CONFIDENTIAL LOCATION" in the Address field but

NOte 1 : If yOU are addlng a provide the City, State, and Zip Code of the establishment.
new eStabliShment, you must If this establishment is entirely remote, please select “No Physical Location.”
select “Next” to create a [ Ne Physicsl Location

record for it and assignita

Physical Address 1* (Number and Street) Physical Address 2

Unit Number. If you select l I |

Please do not enter a PO Box here

“Save & Continue Later” on o B
Physical City* State* Zip*
this screen, the EEO-1 l |[seemone V]| l
Component 1 Online Filing
System (OFS) will attempt to
save the data, but there will -

*15 this establishment being added to your employer's filing as a result of an Acquisition?

not be an associated Unit

If Yes, please provide information about the emplayer from which this establishment was acquired

Number o) the data Wil.l. be (employer name, EIN, and/or EEQ-1 OFS Company D).
’
lost. ‘ 4
- ' Save & Continue Later '
Note 2: The text box at the

291101

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.”

Establishment Information

< Backto | [ = ] L n

In the fields below, please verify/update the information for the establishment/unit® for
2024.

Mote - Required fields are marked with an asterisk *

Establishment ID:
Establishment Name: D DN N RN

Establishment Name*

| &——

If the establishment is a U.S. government or military site that is restricted from disclosure,
enter either “SECRET LOCATION" or “CONFIDENTIAL LOCATION" in the Address field but
provide the City, State, and Zip Code of the establishment.

If this establishment is entirely remote, please select “No Physical Location.”

[[] Mo Physical Location

Physical Address 1% (Number and Street) Physical Address 2

Please do not enter a PO Box here

Physical City* State* Zip*

= | [ ]| | «—

'd . ™y

- \ Save & Continue Later 1
h vy

291101

Establishment Information

In the fields below, please verify/update the information for the establishment/unit® for
2024.

Mote - Required fields are marked with an asterisk *

Establishment ID: ]
Establishment Name:
EIN ©:

If the EIN for the establishment/unit is correct, select the “Next”button to proceed. If
incorrect, enter and re-enter the EIN below and select the “Next”button to proceed.

EIN @+ IRe-enter EIN*

I

Pleass do not enter dashes

I:' Back - I:' Save & Continue Later \:I

291102
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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.”

Establishment Information

In the fields below, please verify/update the information for the establishment/unit® for
2024.

Mote - Required fields are marked with an asterisk *

Establishment ID:
Establishment Name: - o B

EIN ©:

2022 NAICS Code O:

2022 NAICS Description:

If the 2022 NAICS Code for the establishment/unit is correct, select the “Next”button to
proceed. If incorrect, enter and re-enter the 2022 NAICS Code below and select the “Next”
button to proceed.

NAICS Code O [FEEEP Re-enter NAICS Code*

Do not enter dashes

Mote 1 - NAICS codes are updated by the U.S. Office of Management and Budget (OME) every five years (i.e., in years that
end in 2 or 7). For the 2024 EEQ-1 Component 1 data collection, the 2022 NAICS codes should be used. To identify the
correct NAICS code, an emplayer can search using keywords for its business using the U.5. Census Bureau NAICS Search
Tool at hitps:/fwww.census.gov/naics/.

» MNote 2 - NAICS Codes starting with 52 {public administration) are not allowed. Data collection is for private employers and
not for organizations that are classified as public administration. If you are an entity that is more closely linked to State
and Local Governments, you should be filing an EEQ-4 Report. Please stop this EEQ-1 filing process and contact the EEO-1
Component 1 Filer Support Team for further clarification and guidance.

' h ' . ™
\ Back - \ Save & Continue Later 1
M - M vy

291103

Establishment Information

What is the workforce snapshot pay period® for the establishment/unit? In the fields below,
verify/update the start and end date for the establishment/unit's workforce snapshot pay period
between October 1st and December 31st for which you are reporting.

Examples of pay periods include weekly, bi-weekly, twice a month, monthly, etc. However, the date
range entered cannot be greater than 31 days.

Establishment 1D: n
Establishment Name:
Filing Year:
Start Month Start Day
’ October v] ’ 1 v]
End Maonth End Day
’ October v] ’ 15 v]

— - - ~
'.\ Back - '_\ Save & Continue Later /.'

291-104
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Step 6: Indicate whether the

establishmentis a federal
contractor and SeleCt “NeXt.” As part of the EEO-1 Component 1 filing process, single-establishment® and multi-

establishment@® employers must identify whether they are a federal contractor@® and if so,
provide their associated Unique Entity 1D (UE)D.

Establishment Information

Additionally, a multi-establishment employer must identify whether its headquarters or any
non-headquarters establishment is a federal contractor and if so, provide the UEI associated
with each. Please note that employers with a headquarters and/or non-headquarters
establishment(s) that is a federal contractor will be able to designate each such location at the
establishment-level within the OFS and in the data file upload option. All such designations,
including the one below, will appear in “Section F - Federal Contractor Designation@ (if
applicable)” on the employer's EEQ-1 Component 1 report(s) generated by the OFS.

Establishment ID: | & B ]
Establishment Name:

Is this establishment a federal contractor?

— "
Back - Save & Continue Later |
— vy

291105

Step 7: If the establishment
is a federal contractor, enter
the UEI if known, or
‘UNAVAILABLE’ if not known.

Re -e nte r |t tO CcoO nfl rman d Notice: If you are a federal contractor but do not have a UEI, or are unsure which UEI to use, please enter and re-enter
the following language in the field below: UNAVAILABLE.

Establishment Information

Establishment ID: LRI
Establishment Name: m

Please enter and re-enter the establishment UEL

select “Next.”

LIEI:
Re-enter UEL
|:' Back I- I:' Save & Continue Later \:I
21106

Page | 68



y /

& &
e
‘ Data Collection -

S
DNrry co‘”‘\@

N

Q’O\BP‘L EMPo

EEO-1 Component 1 9

2

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.”

Establishment Information
Enter the number of employees from the workforce snapshot pay period you are reporting on for each cell below. Employees should only be counted in one category: and only include employees on payroll during the workforce snapshot pay period. Include both part-time and
full-time employees, including employees who telework. Totals will calculate automatically.

Establishment ID:
Establishment Name:

Number Of Employees

Race/Ethnicity
Not Hispanic or Latino

Job Categories

Male Female White o " asian

Step 9: Optionally, enter any Establishment Information

relevant comments for the

establishment in the text box, , ) , )
Please use the space below to provide any remarks or other relevant information about this
or leave blank if there are establishment/unit.

Remarks

Establishment ID: nm
Establishment Name: =

none and select “Submit.”

M -

291-108
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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 forin “Filing
Preferences.” Select “Finish”
to complete data entry.

< Back to

Reports Completed : 3 of 3

Filing Preferences: FilingMethod: E= Manual Entry No.Locations: 3 Workforce Snapshot Period: = 10/1-10/15
—————

TN

Ay
Finish |
S

To enter the employee data, select the "Edlit"button for each establishment listed below. If necessary, add establishments to the employer's
establishment list by selecting “+ Add Establishment’; or delete establishments by selecting the appropriate “Delete”button (you cannot delete the
Headquarters Report). Once completed, select the “Finish”button above to continue. If the number of locations listed above is not correct, update
your Filing Preferences.

Records: 3 O Complete Enter Establishment Narm: [
+ Add Establishment

REPORT TYPE UNIT NUMBER ESTABLISHMENT TOTAL

Action 0: STATUS = NAME * Ty« STATE+  EMPLOYEES +
Headgquarters Comelete u [ Eess S s u 100
Establishment  Complete 100
——
Establishment Comglete - n — ] _ u L o u 200

Page | 70

'k,

-




v EMp,
O oy

"‘." EEO-1 Component 1 2 _,
.‘ Data Collection o

y /

Data File

Step 1. Select “Begin” on the Establishment List
“Establishment List” screen.

You are reporting for 3 establishment(s), including your employer's headquarters.

€ BaCk 1O —————

Filing Preferences: FilingMethod: (3 Data Upload No.Locations: 3 Workforce Snapshot Period: ™ 10/1-10/15

Upload EEQ-1 Component 1 Reports

Upload your data file that follows the file layout set forth in the EEOC-approved specifications. The basics of the data file
layout and requirements have NOT changed since the 2023 EEQ-1 Component 1 reporting cycle; however. some minor

updates to Address field requirements have been incorporated. Please review the 2024 EEO-1 Component 1 Data File BEgin
Upload Instructions before uploading a file. You may also sccess TXT and €SV example files on the Resources Page.
Step 2. Read the provided DATA FILE UPLOAD
information and then select ¢ Back to Employer Dashboard
“Choose File” to upload your Select the "Choose File" button to select the data file from your system’s drive. The file must be
, in TXT (Text) or CSV (Comma Separated Values) format. The data file will upload automatically
M {3 142
data file. Select “Submit” to and present a data file validation report below.
proceed to the next Step. Please review the 2024 EEO-1 Component 1 Data File Upload Specifications before uploading a

file. You may also access TXT and CSV example files on the Resources Page.

Files are processed in the order in which they are received. Processing times may vary, and will
be dependent on both the size of the file uploaded and its position in the processing queue.
A A Once processing is complete, filers will be notified on-screen and by email. If any errors or
NOte: It IS h|ghly warnings are detected, filers will be presented with a listing of the Errors and/or Warnings.

. Otherwise, filers will be able to review and certify their 2024 EEO-1 Component 1 Report.
recommended you review the

Please note that if the processing time takes longer than 30 minutes, you may be logged out of

2024 EEO'1 Component 1 the EEO-T Component 1 Online Filing System. Once logged back in, you can determine whether
. the company upload file has been successfully processed by navigating back to the "Report

Data Flle Upload EEO-1 Component 1 Data"tab on the Employer Dashboard.

Specification to verify your Upload Data File for 2024:

Human Resource Information
System (HRIS) or payroll [ [croose Fie] fo e cosen

software can generate afile Far assistance, please contact the EEO-1 Component 1 Filer Suppart Team through the Message

Center.

in the required format.
Without confirming that the
file has the correct format,

294101

the data file may result in
many errors.
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Step 3. Once the file has ¢ Backo
been processed, a Data File Filing Filing Method: Mo. Locations: Workforce Snapshat Period:

. . . Preferences: +| Data Upload 3 = 10/1-10/15
Validation Report will appear
to display any errors or A\ Data File Issues
warnings encountered during K below. Ao s e o 1 e e e v s s et Resubmit
the upload of your data file. Resubmit tothe right, and upload the corrected file.

This report will provide a list

Of any errors and Warnlngs Data File Validation Report

along with an explanation. Process Date: Filename: -
- File Type: C5V
Number of Errors: 2 Record a
Number of 0 Count:

Warnings:

An “Error” prevents the data
from being saved to the EEO-
1 Component 1 Online Filing

The following issues will need to be addressed in order to proceed:

Error summary

& Export Errors (2)

SyStem (OFS) and canon ly csv Description of Errors Countof  Error
. Column Errors Number

be reSOlved by CorreCtlng the The Company Number (OF5 Company ID) in the indicated Row(s) of the file 2 #7

. P . d tch the OF5 C ID being filed, or is missi [ t7
data flle and re-submlttlng it. c':::ar;o;:r;la e ompany ID being filed, or is missing or is nof

Line Munbers: 3, 2

A “Warning” will allow the (Eranpies: n
d ata tO be Saved tO th e OFS Note 1 - For assistance in finding a NAICS code, visit the httpsZ//census. govnaicss.

. Mote 2 - For assistance with any information displayed above, contact the Filer Support Team. Please provide as
b th Wi |.|. ﬂ.ag one or more much detail as possible and incude the Error or Warning Number.

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.

4 Back to

Reports Completed : 0 of 3 3 Reparts remaining

Note: You may need to select

“View Full Report” to see all
the details of the Data File

Validation Report. < Upload EEO-1 Component 1 Reports

Your file has been uploaded and processed: however, some establishments have been assigned a status of “Warning”

Filing Preferences: FilingMethod: < Data Upload No. locations: 3 Workforce Snapshot Period: ™ 10/1-10/15

or “Missing” and must be fixed. The directions on haw to fix the appropriate establishments is provided in the “Data Information
File Validation Report” below. Ta view the list of those establishments. click the appropriate label abave the list of
establishments to filter to those records

Data File Validation Report

Process Date: 3/25/20257.55:15 PM Filename:
MNumber of Errors: 1] File Type: sy
Number of Warnings: 16 Record Count: 15
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Step 4. After updating your

data file to resolve any errors A Data File Issues

There were errors in the data file upload. Please review errors in the Data File Validation Report
listzd below. After resolving the errors in the data file, return to this screen, select Resubmit

or warnings, select

Resubm.‘lf to the right, and upload the corrected file.

“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

4 Back to

Reports Completed : 3 of 3

error, you can make ] (e )
additional edits by selecting

the “Edit” button to openthe
data grld and proceed |E Upload EEO-1 Component 1 Reports + Accepted

through the screens. You can [Brescrie (om0 |[ £ 7ot o0 |

To enter the employee data, select the “Edfit"button for each establishment listed below. If necessary, add establishments to the employer's
a lS O Se le Ct t h e lOC k I CO n I n establishment list by selecting *+ Adad' Establishment’; or delete establishments by selecting the appropriate “Delete”button (you cannat delete the
Headquarters Report). Once completed, select the “Finish” button above to continue. If the number of locations listed above is not correct, update
your Filing Preferences.

Filing Preferences: FilingMethod: (5] Data Upload No. Locations: 3 Waorkforce Snapshot Period: ™= 10/1-10/15

the green status bar to re-
upload a modified data file.

Records: 3 O Complete | | [ Deleted {1) Enter Establishment Nam: |SE

+ Add Establishment

REFORT TYPE UNIT NUMBER  ESTABLISHMENT TOTAL
Action o: STATUS & 3 NAME & ary s STATE:  EMPLOYEES
Edit Headquarters ~ Complete - ag
E Establishment ~ Complete 211
Edic ||| Del=te Establishment ~ Complete — - 81
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Step 6. Once all
establishment statuses are
setto “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.

< Back T IE————

Reports Completed : 3 of 3

p. vy

Filing No. Locations:

Filing Methad:
El Manual Entry 3

Workforce Snapshot Period:

Preferences: =10/1-10/15

To enter the employee data, select the “Edlit"button for each establishment listed below. If necessary, add establishments to
the employer's establishment list by selecting “+ Add Establishment”, or delete establishments by selecting the appropriate
“Defere” button (you cannot delete the Headquarters Report). Once completed, select the “Finish”button above to continue. If
the number of locations listed above is not correct, update your Filing Freferences.

Records: 2 O Complete Enter Establishment Name SO0
+ Add Establishment
REPORT TYFE @ UNIT ESTABLISHMENT STATE  TOTAL

Action = STATUS = NUMEER = NAME = CImY = s EMPLOYEES =

Headguarters ~ Complete - 99

L}
Establishment  Complete = - 55
Establishment  Complete I L 81
e o
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Certification

*** Your reports are NOT considered submitted until you complete these steps. ***
Review

Step 1. Select the “Review File 2024 EEO-1 Component 1 Report
EEO-1 Component 1 Reports”

. I @' Confirm Employer Contacts + Complete
module to see a list of the
employer’s uncertified 2024 lf Confirm Employer Details ~ Complete
EEO-1 Component 1 Reports' ' ) Confirm Eligibility + Complete
| | Report EEO-1 Component 1 Data (Manual Entry or Data File Upload) + Complete

Review EEO-1 Component 1 Reports

Step 5: After providing employ data for all i locations, you can preview PDF reports for esch
location prior to certifying. The employer's Certifying Official is respensible for ensuring that the data provided is accurate View PDF
prior to certifying the report.

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

< Back to
Records (4)
reports. If you are reporting
Please review the reports to confirm the entered data is accurate. Your Consolidated Report has been automatically generated for you to review with

fo r a m u lti - esta b li S h m e nt the totals from the other reports - ensure this report is complete and accurate. Download a PDF version of a report by selecting the “Download”
button next to the report; or select the “Dowroad AN link to download one file of all PDF reports. If you discover errors, you can go back to the
Empioyer Dashboard to make any necessary updates to the information or data

employer, this list will also «— All Reports in one PDF

ShOW the autO- enerated . oo WMy once, downloads of large numbers of reparts may take a minute or two.
g Individual Reports

UNIT
REPORT TYFE NUMEER
o :

Consolidated Report. If any

ACTION EST. NAME = STREET = Ty = ?ATE
of these reports do not match e || cortonsa : )
your records, return to the

. & Downloa Headquarters - e oE . n | - . m- m m
appropriate module of the | & |
“Employer Dashboard” to | conrioaa || Bt s .
make updates. _

| & Download | Establishment LR m u - -
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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 feelis
noteworthy regarding the
employer’s 2024 EEO-1
Component 1 Report that
was hot otherwise captured.

Review EEQ-1 Component 1 Reports

I( Backtol I

Records (4)

Please review the reports to confirm the entered data is accurate. Your Consolidated Report has been automatically generated for you to review with
the totals from the other reports - ensure this report is complete and accurate. Download 2 PDF version of 2 report by selecting the "Download”
button next to the report; or select the "Download Al link to download one file of all PDF reports. If you discover errors, you can go back to the
Emplayer Dashboard to make any necessary updates to the information or data

[ Download All
Note: Please click only once, downloads of large numbers of reparts may taks a minute or two

REPORT TYPE “ﬁEBER STATE

ACTION L B * EST. NAME = STREET = ary = s
| A& Download | Consolidated = 'l
| £ Download | Headquarters & = n - . = oms L= 1B}
File 2024 EEO-1 Component 1 Report

' &7 Confirm Employer Contacts + Complete

| == Confirm Employer Details + Complete

| ) Confirm Eligibility ~ Complete

' (=] Report EEO-1 Component 1 Data (Manual Entry or Data File Upload) + Complete

Review EEQ-1 Component 1 Reports
Step 5: After providing employee demographic data for all establishment locations. you can preview PDF reports for each

location prier to certifying. The employer's Certifying Official is responsible for ensuring that the data provided is accurate View PDF
prior to certifying the report.

@ Certify EEQ-1 Component 1 Reports

Step & To complete the filing process, the employer's Certifying Official must attest to the accuracy of the provided data. Required -

Certify Report

< Back to Employer Dashboard

OFS Company ID: L
Employer Name: u

Please use the space below to provide any optional comments or relevant information
about the 2024 EEO-1 Component 1 Report filing. This information will appear on your
completed report.

e [T ]

287-102
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Step 3. Provide contact
information for the Certifying Certify Report
Official and the Primary OFS Company ID:

Employer Name:

Contact (if different from the
Certifying Official). Then,

Please complete the information below for the 2024 EEO-1 Component 1 Report.

se l.e Ct “NeXt. ”» [Cen:ify'ng Official* ] [Title* ]
Telephone number (oo™ Email Address*
’ HH-HOOE-HO00K ]

Report Contact Information

I [[] Contact name and information is same as above I

Contact's Employer®:

I l

Contact Name*: Title*
Telephone number (oo™ Email Address*
’ HH-HOOE-HO00K ] ’ ]

- 1
\ Back |
AN .

287-103
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Certify Report
Step 4. Select the checkbox
‘OFS Company ID:

to verify that the statements Employer Name:

and data are accurate and Please do a final review of the information and data by selecting the "Consolidated Report” button
below.

prepared according to the
If the report is correct, check the “statement” box and select "Certify" to finalize the 2024 EEO-1

instructions. Finally, select Component 1 Report.
“Certify” to Comp[ete your If the report is not correct, select the "Save & Continue Later”button and you will be taken back to
the Employer Dashboard. From there you will be able to navigate to the appropriate sections of the
report. report to update or correct any information or data, and then return to certify the report.
— .
z P Same report as in "Review EEO-1

Component 1 Report" Section

E‘I certify that the information, including any workforce demographic data, provided in this report is correct and true to
he best of my knowledge and was prepared in conformity with the directions set forth in the form and accompanying
instructions.

Knowingly and willfully false statements on this report are punishable by law, U.S. Code, Title 18,
Section 1001. All reports and information obtained from this report will be kept confidential as
required by section 709(e) of Title VIL

If you experience any technical issues, please use the Message Center to contact the EEO-1
Component 1 Filer Support Team for assistance.

g - -~
[ Back - [ Save & Continue Later
. l .

287-104

Step 5. Select “R eport ”to & Back to Employer List 9 Historic EEO-1 Reports £ Download Establishments
dOWnload/prlnt a Copy Of the Employer Name: s asas——— Nurmber of Reports Filed: 3

) .. OFS Company 1D: sSemms Certifying Official: N——————
employer’s certified report for ... TR

Certification Date: 3/26/2025 9:51 AM

your records.

Thank you for completing the EEO-1 Component 1 Report for 2024. Select the
v/ ‘“Report”button below to download and print the certified version of the
results.

( Report ) £ Decertify )

Save or print a copy of the report for your records. If after reviewing you find any errors, you may decertify and resubmit the
employer's data prior to the filing deadline. If you need additional assistance, please contact the EEQ-1 Component 1 Filer Support
Team using the Center (link is on the upper right of this screen).
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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/Accountlssues?Projectld=EEO1.

: : Sign in
Step 1: After a failed login attempt, en
the EEO-1 login screen will display a The entered credentials are invalid. The username should
pe your email address.

f a problem still exists, use :hM:

contact the EEQ-1 Component 1 Filer Support Team.

link to the account issues form.

Username

This should be your email address as established during account
setup, not the T-character OFs Company 1D.
Password Forgot Password?

Password &

The EEQ-1 Component 1 Filer Support Team is available to assist you. Please complete the
form below and an agent will contact you to complete this request.

Step 2: Fill out the required

fields within the form. _
* Required field

Step 3: Select one of the two Frst Name= Lesthame+ |
options: “l am unable to

9 « Employer Name*
create an account.” or “| ’ ]
Created an aCCOUI’lt but OF5 Company ID Employer EIN

cannot access it.”

l

I

If Known, OF5 Company ID assigned by
EEOC

Email Address*

If Known: Employer Identification Number

Confirm Email Address*

I l

What is the nature of your account issue?

(O I amunable to create an account

() | created an account but cannot access it

265-101
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| am unable to create an account

Step 4a: If you selected “l am unable to create an account,” select the issue you are

experiencing:

e “ldid notreceive the
verification email”

e “lencountered an
error on the website”

Step 5a: If you selected “l did
not receive the verification
email,” enter the email

address you used to create
your account and select “Next.”

What kind of account creation issue are you experiencing?

() | did nat receive the verification emai

Enter the email address you used to create your account:

() I encountered an error on the website

. ™
\ Back )
. A

265-102

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

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

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

o “Afterfollowing the
verification link
emailed to me”

o “After entering
password and contact
information, when
attempting to login”

At what point did the error occur?

() When entering and re-typing my email address

(O After following the verification link emailed to me (either the link did not work or there was an issue entering password
and contact information)

(O When attempting to log in after entering password and contact information

Please provide more information about the error {include exact error message):

' ™
| Back )
M A

265-103

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

Step 9a: Select “Next.”
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| 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:

o “Email
What issue is occurring?
address/username not €
I’ecogn |Zed ” (O Email address/username not recognized
(O Selected "Forgot Password™ but did not receive an email to create a new password
° “ Se le cte d ¢ FO rgot (O Password not recognized after going through "Forgot Password” steps

(O Received an error after attempting to create a new password

Password’ but did not
receive an email to
create a new
password”

Please provide more information about the error {include exact error message).

o “Password not )
recognized after going e QR
through ‘Forgot o g
Password’ steps”

e “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.

i= Add Employer ) Message Center (1 Resources
= Use OF5 Campany 1D and unigue « Contact the Filer Support Team s Access User's Guide
Employer PIN + Additional support materials
= Getaccess to existing employer
record

Register 3 new employer

+ E >

Notices

.

Employers (i.e., filers) should read the updated 2024 EEQ-1 Component 1 Instruction Booklet prior to and in conjunction with using the
OFS. Filers must ensure they are complying with the EEOCs substantive filing requirements detailed in the Instruction Booklet and should
nat refer solely ta ather supplementary resource materials (e.g., FAQs, Fact Sheets) to complete their required 2024 EEO-1 Component 1
filing. The Instruction Booklet may be accessed at https//www.eeocdata.org/pdfs/2024_EEQ_1_Component_1_Instruction_Booklet.pdf.

. QM =occsE e

<Back to Employer List

The Message Centeris the primary location for communicating with the EEQ-1 Component 1 Filer Support Team. Messages are
responded to in the order in which they are received. You will receive an email notification when you receive a response. Please
note that tickets are automatically closed seven days after the EEO-1 Component 1 Filer Support Team responds if no
additional response is received from the filer.

multiple or follow-up messages as this may cause processing delays. We appreciate your patience.

STATUS SUBJECT FILER

Message Center

< Back to Message Center Home Page

New Message

*Required field
*Select Category :

hd
*Select Topic:

hd
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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 afile 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.

Message Center

¢ Back to Message Center Home Page

New Message

As the resources on the previous screen did not resolve your issue, please enter your message to the EEQ-1 Component 1 Filer
Support Team below. Please be as specific as possible. Also select the filer to which the messagefinquiry applies (if applicable).
You will receive an email notification when a response is provided.

*Required field
Category:

General Questions Optional

Applies to (select one):

*Message

Message..

Choose File | No file chosen

Cancel

[

The Message Centeris the primary location for communicating with the EEO-1 Component 1 Filer Support Team. Messages are responded to in the
order in which they are received. You will receive an email notification when you receive a response. Please note that tickets are sutomatically closed
seven days after the EEOQ-1 Component 1 Filer Support Team responds if no additional response is received from the filer.

<Back to Employer List

The EEQ-1 Component 1 Filer Support Team will respond to your message as quickly as possible. Please do not submit multiple or follow-up
messages as this may cause processing delays. We appreciate your patience.

STATUS LAST
STATUS SUBJECT FILER e REPLIES e
| New Response General Questions 4/15/2025 4:57 P ES Filer Supporz
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Step 6. You may reply to the

4#15/2025 4:49:33

General numiuns | New Response o Replies: 1
response by entering a
message below the Filer Original Message
Support Team response.
Repli e
Select “Issue Resolved/Close e
Message » When you a re 4/15/2025 4:53:58 PM by Filer Support

satisfied with the response to

Reply

your question. After seven

days of inactivity, the
&=

message will automatically T

close.

[ ) Issue Resolved/Close Message )

Mote: Ticket will be automatically closed 7 days after the EEQ-1 Component 1 Filer Support Team responds.
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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.

U.S. Equal Employment — z
Opportunity Commission @ EE0'1 " E == 1F
:— Add Employer £ Message Center (3 Resources
# Use OF5 Company |D and unique » Contact the Filer Support Team » Access User's Guide
Employer PIN

+ Additional support materials
» Getaccess o existing employer
record

» Register 8 new employsr

+ > E

Notices «

s Employers (i.e., filers) should read the updated 2024 EEO-1 Component 1 Instruction Booklet prior to and in conjunction with using the
(OFS. Filers must ensure they are complying with the EEOC's substantive filing requirements detailed in the Instruction Booklet and should
not refer solely to other supplementary resource materials (e.g., FAQs, Fact Sheets) to complete their required 2024 EEC-1 Component 1
filing. The Instruction Booklet may be accessed at https:/www.eeocdata.org/pdfs/2024 EEO_1_Component_1_Instruction_Booklet. pdf.

:= My Employer List
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Appendix — Common Questions

How do | 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

. = My Employer List
List,” select the closed y Lnpioy
em ployel’ by ClICki ng On To begin, select an emplayer below. This page only lists the “parent” company (i.e., headquarters) of multi-establishment employers.
either the “OFS Company ID”
ST sarus - crve  stares  Recomd
or “Employer Name” link to
begin. I = I I = 2 I In Progress S &

Step 2. First, complete the Employer Dashboard
screens in the “Confirm e i s T

Employer Contacts” and T

“Confirm Employer Details”

modules. After these ¢ FReeEmpleyer HseeEEO Repers. S beniesd Easlsnments
modules are completed, Maintain Employer Structure

select the “Confirm Feport feauisiton, Spinof or Mereer

Optional: Filers may use this module to determine how to properly file their 2024 EEC-1 Component 1
Report when changes in an employer’s structure have occurred due to an acquisition, spinoff, or merger

Ellg[b Illty ” mo d u le . since the 2023 EEO-1 Component 1 data collection including if all or part of the employer was acquired

by or merged with another employer. After ing a series of ions, filers will receive guidance Go=>
on the next steps they should follow to report any emplayer changes when filing their 2024 EEO-1
Component 1 Report.
";:' Confirm Employer Contacts « Complete
O
|f Confirm Employer Details + Complete
S

@ Confirm Eligibility

Step 3: Answer the eligibility questions to determine if the employer is required to file its EEQ-1
Component 1 Report for the current reporting period. If not required to file. you will be provided with Go—>
instructions on how to proceed. This is also where you will report a permanent closure of the employ
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Step 3. Answer the eligibility
questions regarding the
employer’s operationsin
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.

Yes No
At any time between October 1, 2024 and December 31, 2024 did the entire employer have 100 or mord ) @
employees?
At any time between October 1, 2024 and December 31, 2024 was the employer affiliated through C ®
commeon ownership and/or centralized management with other entities in an enterprise with a total
employment of 100 or more employees?
At any time between October 1, 2024 and December 21, 2024 did the employer meet all four of the o ®
following criteria?

1. not exempt from the provisions of these regulations in accordance with 41 CFR 60-1.5;
2. had 50 or more employees;
3. was a prime contractor or first tier subcontractor; and

4. had a contract, subcontract or purchase order amounting to $50,000 or more or served as a
depository of government funds in any amount, or was a financial institution which was an
issuing and paying agent for U.S. savings bonds and savings notes: Provided, that any
subcontractor below the first tier which performs construction work at the site of construction
shall be required to file such a report if it meets the requirements of (1), (2) and (4).

406-101

Confirm Employer Eligibility

‘OFS Company ID: _
Employer Name:

Based on the “no” responses to all the eligibility questions on the preceding screen, the employer is
not required to file the 2024 EEO-1 Component 1 Report. Help us determine some additional
information through the next series of questions.

As of today, has the employer permanently ceased operations and is no longer in business @7

®) Ves

O No

T QD

406-102

Confirm Employer Eligibility

‘OFS Company ID: =
Employer Name: |

Based on the answers to the eligibility and out-of-business questions, the employer is not
required to file the 2024 EEO-1 Component 1 Report. The required next steps are as follows:

» Ifthis is incorrect and the emplayer should be filing the 2024 EEQ-T Component 1 Report, select "Back™”to return and
review the answers to the eligibility questions.

If this is correct and the employer showld not be filing the 2024 EEQ-1 Component 1 Report, select "Confirm”and
proceed to “Certify EEQ-1 Component T Reports"on the Employer Dashboardto certify the 2024 EEQ-1 Component 1
Report. You must certify the 2024 EEQ-1 Component 1 Report to complete the filing process.

= Failure to certify will result in future prompts to file and comp the 2024 EEQ-1 Component 1 Report.

~
o

'
\ Back
M

406-103
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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.

File 2024 EEO-1 Component 1 Report

laf Confirm Employer Contacts + Complete
| = Confirm Employer Details + Complete
| © confirm eiigibilicy v Complete
— Report EEO-1 Component 1 Data (Manual Entry or Data File
~ Upload)
p Mot
Step 4: After completing the steps above, you may begin filing the emplayer's employee data far all )
| establishment locations by using sither the manusl data encry grid or an electronically uploaded dats Required
file.
/5 Review EEO-1 Component 1 Reports
Step 5° After idil phic data for all i lacations, you can preview Mot
PDF reports for each locatian prior ta certifying. The employer's Certifying Official is respansible for Required
| ensuring that the data provided is accurate prior to certifying the report. d
@ Certify EEQ-1 Component 1 Reports
Step 6: To complats the filing process, the employer's Certifying Official must attest to the accuracy of Required =

the provided data.

Page | 88

Q’O\BP‘L EMPo

s 2
Il
g

>
S
Wiy co“\@

'k,

-




"‘." EEO-1 Component 1
.‘ Data Collection

y /

How do | 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.”

:= My Employer List

To begin, select an emplayer below. This page only lists the “parent” company (i.e., headquarters) of multi-establishment employers.

OF5 UNLINKE
COMPANY ID EMPLOYER EMPLOYER
E NAME = STATUS * arrs STATE:  RECORD
I ur I I = - I In Progress o &
< Back to Employer List “D Historic EEQ-1 Reports & Download Establishments

Maintain Employer Structure

Report Acquisition, Spinoff, or Merger

Optional: Filers may use this module to determine how to properly file their 2024 EEO-1 Component 1
Report when changes in an employer's structure have occurred due to an acquisition, spinoff, or merger
since the 2023 EEO-1 Component 1 data collection. including if all or part of the employer was acquired
by or merged with another employer. After answering a series of questions, filers will receive guidance
on the next steps they should follow to report any employer changes when filing their 2024 EEQ-1
Component 1 Report.

Go >

File 2024 EEO-1 Component 1 Report

@ Confirm Employer Contacts

Step 1- Begin by reviewing the contacts and accounts associated with the employer. You may return at
any time to update the contacts and . Filers may also invite others to creste an Go—»
account in the EEO-1 Component 1 Online Filing System to access the employer’s record.

== Confirm Employer Details
| Step 2: Confirm the employer's EIN, NAICS cade, name, and addrass. Finish Prior Steps

Accounts ©

Individuals added under “Accounts"will receive instructions via email on how to create an account within the EEQ-7 Component 1
Online Filing System, along with the unique OFS Company ID and Employer PIN for this employer. Contacts listed above must ALSO
be listed in the "Accounts" section to have account access. Registration for accounts requires a unique email address. If multiple
individuals require access to the emplayer record in the EEQ-1 Component T Online Filing System, they must establish their own
accounts and add the employer to their account using the unique OF5 Company ID and Employer PIN.

I
Add Account

———

Action irst Name  Last Name Title Phone Phone E i Email Addi
Unlink ==

I
I_\ Confirm Contacts and Accounts
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Step 4. Enter and re-enter
the email address of the
<~ Back to Contact List

individual you want to invite +Required fiek
and select “Send Invite *Email Address:

Email.” An email will be sent ‘

*Re-Enter Email Address :

to the email address with _

instructions on how to create

an account, along with the ;| | o
“OFS Company ID” and
“Employer PIN” needed to

link to the employer.
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How do | remove an employer | 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.

To begin, select an emplayer below. This page only lists the “parent” company (i.e., headquarters) of multi-establishment employers.

OF5
COMPANY D

:= My Employer List

UNLINK
EMPLOYER EMPLOYER
NAME = STATUS = ary = STATE = RECORD

In Progress ]

< Back to Employer List

Unlink Employer

This process will remove your access to this employer record. You will no longer see the
employer in My Employer List and will no longer receive any EEQ-1 Component 1
communications sbout the employer. Are you sure you want to unlink from the
employer below?

OFS Company ID:

Employer Name:

City: u
State:

Please note that this process does NOT remove the emplayer from the EEQ-T Component 1
Online Filing System; this process ONLY removes the employer from the My Employer List.

« If the employer was fully acquired or merged with another employer(s) and is no
longer required to file, select “Cancel” When back on the My Employer List, click on
the employer record and enter and complete the “Report Acquisition, Spinoff, or
Merger” module on the Employer Dashboard to report the acquisition or merger.

If the employer is closed or out of business, select “Cancel” When back on the My
Emplayer List, click on the employer record. You must then complete the first 3 steps
onthe Emplayer Dashboard (“Confirm Employer Contacts”, “Confirm Employer
Details’, and “Confirm Eligibility”) and the final step (“Certify EEO-1 Component 1
Reports?) to fully report the closure of the employer.

—
Cancel /
A

Mote: If you make a mistake and need access to this employer, you can re-link to the
employer using its OFs Company 1D and unigue Employer PIN.
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How do | 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.

o |f an employer is out of business, refer to the section “How do | Report That An
EmployerIs No Longer In Business.”

o Ifthe employerisineligible, refer to the section “Confirming Eligibility.”

e |fyou 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

inthe OFS in error (such as := Add Employer £ Message Center ("7 Resources

H A = Use OFS Company ID and unigue + Contact the Filer Suppart Team * Access User's Guide
repOI’tlng asu bSldla ry . E;P;:::::Z)(zngemplw: * + Additional support materials
establishment as an recerd

» Register a new employer

employer), please contact
the Filer Support Team and

provide details about the
« Employers (i.e., filers) should read the updated 2024 EEQ-1 Component 1 Instruction Booklet prior to and in conjunction with using the
em p loye r, i n Clu d i ng th e OFS OFS. Filers must ensure they are complying with the EEOC’s substantive filing requirements detailed in the Instruction Booklet and should

nat refer solely ta ather supplementary resource materials (e.g., FAQs, Fact Sheets) to complete their required 2024 EEO-1 Component 1
filing. The Instruction Booklet may be accessed st https:/www.eeocdata.org/pdfs/2024_EEQ 1_Component_1_Instruction_Booklet.pdf.

+ > >

Notices

v

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 | 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” ¢ Back to Employer List i) Historic EEO-1 Reports £ Download Establishments
button on the “Employer Employer Name: s sem—m— e — Number of Reports Filed: 2

. OFS Company 1D: sSemms Certifying Official: N——————
Dashboard” after Vear: 2024 Tl m——

Certification Date: 3/26/2025 9:51 AM

certification.

Thank you for completing the EEO-1 Component 1 Report for 2024. Select the
v “Report”button below to download and print the certified version of the

results.
Report I & Decertify EI

Save or print a copy of the report for your records. If after reviewing you find any errors, you may decertify and resubmit the
employer's data prior to the filing deadline. If you need additional assistance, please contact the EEQ-1 Component 1 Filer Support
Team using the Message Center (link is available on the upper right of this screen).

Step 2: Confirm that you
want to decertify the report
by selecting “Yes.”

Decertify Report

Are you sure you want to Decertfy the 2024 EEO-1
Component 1 Report?
Flease remember to return and complete the " Certify 2024

EED-T Report” step in order to complete the filing process.
The filing is not complete until the report is certified.

=)
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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.

< Back to Employer List “D Historic EEQ-1 Reports £ Download Establishments

Maintain Employer Structure

Report Acquisition, 5pinoff, or Merger

Optional: Filers may use this module to determine how to properly file their 2024 EEQ-1 Component 1
Report when changes in an employer’s structure have occurred due to an acquisition, spinoff, or
merger since the 2023 EEC-1 Compeonent 1 data collection, including if all or part of the employer was
acquired by or merged with another employer. After answering a series of questions, filers will receive
Euidance on the next steps they should follow to report any employer changes when filing their 2024
EEOQ-1 Component 1 Report.

Go >

Select to Re-open and

File 2024 EEO-1 Component 1 Report Ei"t
' &7 Confirm Employer Contacts +/ Complete
| == Confirm Employer Details + Complete
l &) Confirm Eligibility + Complete

— Report EEO-1 Component 1 Data (Manual Entry or Data File
= P P ( ry ~ Complete
Upload)
File 2024 EEO-1 Component 1 Report
' &7 Confirm Employer Contacts  Complete
| == Confirm Employer Details + Complete
| ) Confirm Eligibility « Complete
' (=] Report EEO-1 Component 1 Data (Manual Entry or Data File Upload) + Complete
Review EEO-1 Component 1 Reports
Step 5: After providing employee ic data for all i locations. you can preview PDF reports for each
location prior to certifying. The employer's Certifying Official is responsible for ensuring that the data provided is accurate View PDF
prior to certifying the report.
& Certify EEO-1 Component 1 Reports
Step & To complete the filing process, the employer’s Certifying Official must attest 1o the accuracy of the provided data. Required =

Note: No edits can be made after the filing deadline has passed.
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How do | 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

< Back to Soybean Solutions Inc.

relevant details for the Reports Completed : 3 of 3 )
establishment, which will be

Filing Preferences: FilingMethod: E= Manual Entry  No.Locations: 3 Warkfarce Snapshat Period: ™ 10/15-11/1
the new headquarters,

To enter the employee data, select the “Edit” button for each establishment listed below. If necessary, add establisnments to the employer's
list by selecting “* Add' “or i by selecting iate “Defete”button fy delete the

i n C lu d i ng th e n a me, ad d ress, e ;g = u,gfn( lect the “Finish”button above to continue. If the number of [ocations listed above is not correct, update
EIN, NAICS code, Workforce | Qoo | FrerEssnment e
Snapshot period, UEI, and

REPORT TYPE UNITNUMBER  ESTABLISHMENT TOTAL
o= :

Action STATUS = any s STATE=  EMPLOYEES =
employee workforce data.
Headquarters  Complete | = Saybean Solutions Inc. Boston MA 100
f::f;i :'Ei::t’:[!?:"ge"‘ — Establishment  Complete Soybean Ventures Co. San Francisco CA 50

Eswblishment  Complete [ Soybean Innavations LLC  Dallas ™ 7

Step 2: Mark the P—

establishmentrecord as Reports Completed :3 of 3 —

“Deleted.”
e ete . Filing Preferences: FilingMethod: =] Manual Entry  No. Locations: 3 Waorkforce Snapshot Period: ™ 10/15-11/1

To enter the employee data, select the *Edit” button for each eswblishment listed below. If necessary, add establishments to the emplayer's

selecting “ Add s or by selecting the appropriate “Delete"button deete the
iq . Onc leted, select the “Finish*bution above to continue. If the number of locations listed above is not carrect, update
your Preferences.
Records: 3 O Complete Enter Establishment Name MG
+ Add Establishment
REPORTTYPE UNITNUMEER  ESTABLISHMENT TOTAL
Action o STATUS: = NAME = amvs STATE:  EMPLOVEES =
Headquarters  Complete | Soybean Solutions Inc. Boston MA 100
Establisnment  Complete Soybean Ventures Ca SanFrancisco CA 50
Establishment  Complete [ Soybean Innovations LLC  Dallas: ™ 7

Page | 95



pihg

EEO-1 Component 1 /
& 5

Data Collection o

Step 3: Select the following Establishment ID:

Establishment Name:  Soybean Ventures Co.

deletion reason: “This

What is the primary reason for deletion?

establishment was

() This establishment closed and/or is out of business

consolidated into another, or

I @) This establishment was consolidated into anather or was previously a dient site I

was p revio us ly ac ll ents ite » (O This establishment was involved in an acquisition or merger
. ’ (O This establishment is now spunoff and is independent of this emplayer
and select “Submit.”

If the establishment deletion is a result of spinoff or merger, please provide the information for the employer formed by the spinoff or
me

r. If the establishment deletion is a result of an acquisition by another emplayer, please provide the information for that employer.
Provide employer name, EIN, and/or EEQ-1 OF3 Company ID.

(D) This establishment is open but has zero employees

(O This establishment was created by mistake

s ™
| Back /
AN vy

Step 4: On the “Establishment e m——
PST) “« )
List” screen, select the “Edit Reports Completed : 2 of 3 gt remaiing

button for the headquarters’ [ e Finish
record.

Filing Preferences: Filing Methed: E= Manual Entry  No. Locations: 3 Workforce Snapshot Period: ™= 10/15-11/1

To enter the employee data, select the “Edlit"button for each establishment listed below. If necessary, add establishments to the employer's
establishment list by selecting “+ Add Establishment”, or delete establishments by selecting the appropriate “Delete”button (you cannot delete the
Headquarters Report). Once completed, select the “Finish” button above to continue. If the number of locations listed above is not correct, update

Records: 2 O Completa | | [ Deleted (1) Entter Establishment Nam: G0

oy
I\ + Add Establishment /\

REPORT TYPE UNIT NUMBER ESTABLISHMENT TOTAL
Action o STATUS = B NAME & ary: STATE:  EMPLOVEES*
Headquarters Complete u Soybean Solutions Inc. Boston MA 100
Establishment  Complete Soybean Innovations LLC Dallas ™ 75
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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.

Establishment Information

< Back to Soybean Solutions Inc.

In the fields below, please verify/update the information for the establishment/unit® for
2024.

Mote - Required fields are marked with an asterisk *

I LR
Soybean Solutions Inc.

Establishment ID:
Establishment Name:
Establishment Name* Updated with the old
establishment/new
headquarters information

[ Soybean Ventures Co.

If the establishment is a U.S. government or military site that is restricted from disclosure,
enter either “SECRET LOCATION" or “"CONFIDENTIAL LOCATION" in the Address field but
provide the City, State, and Zip Code of the establishment.

If this establishment is entirely remote, please select “No Physical Location.”

[[] Mo Physical Location

Physical Address 1* (Number and Street)

’ 890 Pine Street ]

Physical Address 2

Pleass do not enter 2 PO Box here

State*
] ’ California

Physical City* Zip*

v] ’ 94108 ]

s
|
M

291101

’ 5an Francisco

Save & Continue Later

4 Backto

2 Reports remaining

Reports Completed : 0 of 2

Finish

Filing Preferences: Filing Method: =3 Manual Entry  No. Locations: 2  Workforce Snapshot Period: = 10/1-10/15

To enter the employee data, select the “Edit”"button for each establishment listed below. If necessary, add establishments to the
employer’s establishment list by selecting *+ Add Establishment’;, or delete establishments by selecting the appropriate “Delete”
button (you cannot delete the Headquarters Report). Once completed, select the “Finish”button above to continue. If the number
of locations listed above is not correct, update your Sl

Preferences.

Records: 1 O Incomplete Enter Establishment Name [JG0
e e e
I\ + Add Establishment /I
TOTAL
REPORT TYPE UNIT ESTABLISHMENT STATE EMPLOYEES
Action o: STATUS = HUMEER:  NAME: oy = : s
Edi Headquarters  Incomplete L L] - 0
L -
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How do | 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.

Ste p 1 : O n th e “ Emp [Oyer ¢ Back to Employer List “0) Historic EEO-1 Reports £ Download Establishments
Dashboard”, select the

“Report EEO-1 Component 1 ploy
s Report Acquisition, Spinoff, or Merger
Da ta m Od u le . Optional: Filers may use this module to determine how to properly file their 2024 EEO-1
Component 1 Report when changes in an employer’s structure have occurred due to an
acquisition, spinoff, or merger since the 2023 EEC-1 Component 1 data collection, including if all or Go 9
part of the employer was acquired by or merged with another employer. After answering a series
of questicns, filers will receive guidance on the next steps they should follow to report any
employer changes when filing their 2024 EEQ-1 Component 1 Report.

Note: You must complete the
first three steps (“Confirm File 2024 EEO-1 Component 1 Report

EmplOyer ContaCtS’” ' &9 Confirm Employer Contacts « Complete
“Confirm Employer Details,”

and “Confirm Eligibility™) | & Confirm Employer Details ~ Complete
before the Report EEO-1

Component 1 Data step is § © confirm Etgibiey ¥ Completa
available.

Report EEO-1 Component 1 Data {(Manual Entry or Data File Upload)

Step 4: After completing the steps above, you may begin filing the employer’s employee data for
all establishment locations by using either the manual data entry grid or an electronically Go 9
uploaded data file.

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

Completed . Please indicate your filing preferences before you begin. You may change your filing preferences
at any time.

What is your preferred method of providing EEO-1 Component 1 Reports? This setting
determines how the next steps appear to you.

® Manual Data Entry
Once you gather the counts at each location for each combination of Job Classification, Sex and Race/Ethnicity, you
can enter the data manually into the data grid using this option. This method is recommended for organizations with
fewer than 10 locations.

() Data File Upload
This method is recommended if the organization has 10 or more locations and your Human Resource Information or
Payroll Software is able to generate a file in the correct format. If the employer filed the 2023 EEQ-1 Component 1
Report, prior to submitting the 2024 file please verify the Unit Numbers on YOUR establishment list against the
establishments stored in the Cnline Filing System and available on the Download Establishments screen.

How many establishment locations @ (units) will be included in the EEO-1 Component 1
Report? Provide the number of establishment locations being reported including the
employer headquarters (if a multi-establishment, do NOT include the Consolidated Report
(formerly Type 2} in the count). Establishment locations are employer locations. The
number of locations determines the number of EEO-1 Component 1 Reports the employer
will be filing. You may change your preferences at any time.
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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

€ Backto u

2 Reports remaining

Reports Completed : 1 of 3

Filing Filing Methad: No. Locations: Workforce Snapshot Period:
Preferences: E Manual Entry 3 = 10/1-10/15

To enter the employee data, select the “Edlit"button for each establishment listed below. If necessary, add establishments to
the employer’s establishment list by selecting “+ Add Estabiishment”; or delete establishments by selecting the appropriate
“Delete”button (you cannot delete the Headquarters Report). Once completed, select the “Finish”button above to continue. I
the number of locations listed above is not correct, update your Aling Preferences.

Records: 3 O Comnplete ‘ ‘ Oincomplete Enter Establishment Name (SO
Filter: Show only Complete items(1 N —
Y E 1) \( + Add Establizhment )
TOTAL
REFORT TYPE @ UNIT ESTABLISHMENT STATE  EMPLOYEES
Action s STATUS = NUMBER=  NAME= ary s s s
Headquarters  Incomplete n = 95
Establishment  Complete L [ ] 55
Establishment  Incomplete u - _ 81

Establishment Information
< Backto L
In the fields below, please enter the information for the establishment/unit@ for 2024.

Note - Required fields are marked with an asterisk *

Establishment ID:
Establishment Name:

Establishment Name*

If the establishment is a U.S. government or military site that is restricted from disclosure,
enter either "SECRET LOCATION" or “CONFIDENTIAL LOCATION" in the Address field but
provide the City, State, and Zip Code of the establishment.

If this establishment is entirely remote, please select “No Physical Location.”

[[] No Physical Lacation

Physical Address 1* (Number and Streer) Physical Address 2

Please do not enter 3 PO Box hers

State*

] l Select One

Physical City* Zip*

dll I

*Is this establishment being added to your employer's filing as a result of an Acquisition?
() Yes

O No

If Yes, please provide information about the employer from which this establishment was acquired
{employer name, EIN, and/or EEQ-1 OF5 Company ID).

1401

)

Ay
Save & Continue Later J

all additional establishments you wish to add.
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How do | 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 atime 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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