Go to www.dss.mil


On the left side of the screen click on the EPSQ button

Scroll down until you find the listing shown below and choose Version 2.1.1 (Current Windows Version)


Download EPSQ:  

    •Version 2.2 

(Current Windows Version)  

    •Version 2.0.2 (Still Using It?)  

    •Version 1.2 (DOS)  

    •Changes for 1.2 Users 

· Scroll down the screen and press the icon shown to download EPSQ Version 2.1.1

· Read the screen and then press the button to "acknowledge the above statement and continue"

· Fill this page out completely and press the submit button.

· All Army PC systems are now upgraded to Windows 95, 98 or NT select this option and continue

· Choose # (2) Download a "new" installation of EPSQ.

· Choose   Subject Edition  (Download SUBJECT.EXE (2.5 MB) for installing the Subject Edition) 

· Leave the next windows option on save to disk and click the ok button


The PC will then try and access you’re a drive and fail at this time click the cancel button 


This will open a screen allowing you to save the file name subject to your desktop

· Click Save

After downloading you will be returned to the screen that will allow you to read the installation instructions

Listed below are the installation instructions you will need

Follow these on screen instructions


(2) Install a new version of EPSQ 2.1.1

       
 (a) You should have downloaded either the Security Officer and/or Subject Edition, 

            
 Version 2.1.1 

       
 (b) Using File Manager or Windows Explorer, go to the directory where you downloaded 

            
 the installation files (security.exe or subject.exe) 

        
(c) Double click on the edition of choice (Security Officer (security.exe) or 

           
 Subject Edition (subject.exe) and follow the screen instructions to install the 

             
EPSQ 2.1.1 program.

· At this time you can close your internet window and any other open applications and you will see a box named "subject" on your screen.

· Click on the "subject" box.

· Follow the on screen instructions to finish installing the Subject User's version of the EPSQ Version 2.2

· When the installation is complete a file window will appear with the Subject user Version Shortcut Icon.  For easier access you may drag this Icon into you desktop window.

To Start you EPSQ Form

Double click on the Subject User's Icon

On the Tool bar Click Create


Then click on User Form

Choose the option Request for Security Clearance (SF 86)


Click OK

IF YOU ARE REQUESTING A SECRET CLEARANCE CHOOSE:


National Agency Check (NAC) or PR


Click OK

Read the Privacy act statement and press Enter to begin 

When you have to close the EPSQ screen


Choose Exit


Then Choose Quit EPSQ

For further information on completing your EPSQ to save to Disk go back to the original web site page listed above or contact your SSO 350-6788
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Introduction
	The Subject can use EPSQ with ease and efficiency. When entering security-related data, the Subject may use either the Subject Edition of EPSQ or the Security Officer Edition of EPSQ. The simple step-by-step process of how the Subject enters information into the software is detailed below.
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Step
	Action

	1
	Prepare all personal information needed for the security information forms.

	2
	Enter required data into EPSQ.

	3
	Use EPSQ to validate your forms.

	4
	Print copies of completed forms for your records.

	5
	Forward completed forms and password to your Security Officer via e-mail, LAN, or by using the Security Officer’s computer.
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Note: The information saved in EPSQ is password protected and encrypted. Transmission of EPSQ data is fully protected by 56-bit encryption.
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Necessary Preparations
	Users may find EPSQ an easier task if they are well prepared. Depending on the type of security investigation being conducted, the Subject must document personal activity dating five to ten years into the past. Remember: EPSQ will only speed up the process of security investigations if the Subject’s information is complete and accurate. 

The following table is a checklist of all the information that will be required. 
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Required Information
	Information Complete?

	Personal Information – Name, date, place of birth, physical characteristics
	

	Other Names Used – Any other names you have used
	

	Citizenship – Current citizenship, including naturalization or alien registration if applicable
	

	Where You Have Lived – All your residences for the past 5 or 10 years
	

	Where You Went to School – Education in the last 5 or 10 years; if none during that period, provide last school attended after high school, if any
	

	Employment Activities – Provide continuous history of employment, unemployment, self-employment for the past 5 or 10 years, including any federal civil service since your 16th birthday
	

	People Who Know You Well – Name, address, and phone number needed for 3 people
	

	Spouse – Current and former spouse(s)
	

	Relatives and Associates – Names, address, citizenship
	

	Citizenship of Relatives and Associates – Additional citizenship information about certain close relatives born outside the U.S.
	

	Military History – All service in U.S. and/or foreign military organizations
	

	Foreign Activities – Foreign property ownership, contacts, and passports
	

	Military Record – Any less than honorable discharge
	

	Selective Service Record – Selective service registration number or exemption
	

	Medical Record – Any consultation/treatment with health professional for mental health related condition during last 7 years, including name, address, phone number of provider
	

	Employment Record – Details on certain employment terminations
	

	Police Record – Charged or convicted offenses, including name of law enforcement agency and location of court
	

	Illegal Use of Drugs/Drug Activities – Any use in past 7 years, including use while on job, in sensitive position, etc.
	

	Alcohol Use – Treatment and/or counseling in last 7 years
	

	Clearances/Investigations Record – Others held, denied, revoked, suspended
	

	Financial Record – Bankruptcies, repossessions, wage garnishments, tax liens, unpaid judgments, delinquencies
	

	Public Record Civil Court Action – Any in last 7 years not covered elsewhere in form
	

	Association Record – Association with, and/or participation in, organizations advocating violent overthrow of U.S. Government
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Getting Started
	The following table contains instructions on how to complete your security questionnaire using EPSQ.
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Step
	Step Name
	Actions

	1
	Enter EPSQ software & Create User Form
	Select "Create" from the menu toolbar and choose "User Form."

	2
	Type of Form
	· Choose the type of security clearance form (e.g., SF86) you will be completing from the "Type of Form" box. 

· Click "OK."

	3
	Type of Investigation
	· Select the type of investigation (e.g., Single Scope Background Investigation) you are requesting from the "Type of Investigation" box. 

· Click "OK."

	4
	Privacy Act Statement
	Review Privacy Act information and click "enter" to continue.

	5
	Create Password
	· Enter your Social Security Number in the "User Login" box. 

· Type in a password. 

· Retype the password to verify it. 

· Click "OK."

	6
	Type of Organization
	· Select the type of organization from the "Organization Type" box that most closely resembles your organization. 

· Click "Next."

	7
	Confirm SSN
	· Confirm that the SSN you have entered is correct. 

· Click "Yes."

	8
	Complete Forms
	Following the "Necessary Preparations" section above, enter all requested personal data into EPSQ.
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Modifying & Validating EPSQ
	The following table shows you how to edit your EPSQ user form.
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Step
	Step Name
	Actions

	1
	Enter EPSQ software
	Select "Modify" from the menu toolbar and choose "User Form."

	2
	Login to EPSQ
	Enter your SSN and password in the login box.

	3
	Select Module
	· Choose the item of information that you wish to edit. 

· Click "OK." 

· Make all necessary corrections.

	4
	Validate Your Form
	· Select "Validation" from the menu toolbar and choose "User Form." 

· EPSQ displays number of errors that were found on your form. 

· Either view errors on line or print out results. 

· Correct all errors. 

· Save validation report on your computer. 

· Exit process by selecting the exit option and click "OK."
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Printing & Sending EPSQ
	The following table shows you how to print, save, and send your prepared EPSQ information to your Security Officer.
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Step
	Step Name
	Actions

	1
	Print Your Form
	· Select "Reports" from the menu toolbar and choose "User Form." 

· Select "Print to DIS." 

· Send report to printer or computer screen and click "OK."

	2
	Send Your File to the Security Officer
	· Select "Communications" from the menu toolbar and choose "Transmit to Security Officer." 

· Select a file name and directory for the work you have prepared. 

· Press "OK" to export file information. 

· Press "OK" after the name and location of the prepared file is displayed.

	3
	Giving File to Security Officer
	Send your file and your password to your Security Officer via one of the following options:

· e-mail (as an attachment) 

· diskette 

· copy file to a shared LAN drive


