Third Party Data Entry (3PDE)

The Third Party Data Entry (3PDE) role was developed in Electronic Questionnaires for Investigations
Processing (e-QIP) as an alternative to allow agency users to enter data directly into e-QIP on behalf
of an applicant who is unable to access e-QIP. 3PDE also gives agency users a means to enter
Standard Form (SF) information into e-QIP for Foreign Nationals who do not have a Social Security
Number (SSN). At the current time, 3PDE is to be used only for the 2010 SF 86. OPM will no longer
be accepting hard copy SF 86 forms. By using the 3PDE function in e-QIP, agencies will have a

means to provide all SF 86 cases electronically.

Agency Permissions:

Third Party Data Entry permissions that
are defaulted to an inactive status must
be reset by the e-QIP agency
Administrator. Note: The Investigation
Service Provider (ISP) must first
authorize 3PDE before configuration
This feature is enabled under
Agency/Edit Agency/Agency
Permissions

Next to the option “Allow Third Party
Data Entry,” choose “Yes”, then select
“Submit” to lock in that option for that
agency

Third Party Data Entry Role:

Once enabled, the 3PDE role will be
available in the Group Roles

The 3PDE role is limited to users who
have a favorably adjudicated Single
Scope Background Investigation (SSBI)
because they will have the ability to
enter and alter subject data

The 3PDE role must be granted by an
e-QIP User Administrator by entering
the staff member’s Social Security
Number (SSN) and selecting “Submit”
under the Manage User menu

Next, on the User Information screen,
select the “Group Roles” option, select
the “Third Party Entry” box next to
each required Group, and click Save
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Initiate Third Party Request:

e Once assigned the 3PDE role, the
user can locate the “Initiate Third
Party Request” under the Request,
Initiate section of the e-QIP menu

e Upon selection, the Initiate Third
Party Request screen appears

e The 3PDE user will enter the SSN of
a subject for whom they are entering
SF 86 data and select an ISP/Form
type and Applicant Group

e For a Foreign National with no SSN,
the 3PDE user can check off the box
indicating “ Applicant does not
have a U.S. Social Security
Number.” Warning: That is the
only circumstance under which this
option should be selected.

e A Data Collection Method must be
selected. The available options are:
PDF-fillable form, verbal
communication, or other (please
explain). Click Continue to proceed.

Third Party Initiation Details:

e Next, the 3PDE user will complete
the required applicant data. Subject
data may prepopulate if the applicant
has ever been in e-QIP

e After submitting information on this
screen the 3PDE user will then
select Initiate Request to complete
the Agency Use Block (AUB) on the
next screen
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e-QIP

Third Party Data Entry (3PDE)

Entering Third Party Data:

When the 3PDE user is ready to
enter the applicant’s 2010 SF 86
information, they will click the Third
Party Entry tab for that particular
e-QIP request

Select the “Enter Request Data”
button to begin entering the
applicant’s data for the 2010 SF 86

Third Party Entry Instructions:

After the “Enter Request Data”
button is selected, a new window will
appear with instructions regarding
Third Party Data Entry

The 3PDE user must read and select
that they read and understand the
instructions before proceeding with
entering standard form data

The instructions inform the 3PDE
user that they MUST provide the
Archival Copy and Signature Pages
to the subject for their review
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e-QIP

Third Party Data Entry (3PDE)

Request Overview Menu:

e The e-QIP Request/Overview/Third
Party Requests Assigned to Me
menu is a new menu available to
3PDE users to access third party
cases they have been initiated

e The e-QIP Program Manager can
assign/reassign 3PDE cases to other
3PDE users for completion

e The Program Manager will have an
additional menu on the
Request/Overview screen for “Oldest
Unassigned Third Party Requests”

Pending Agency Review:

e After completion, 3PDE cases that
are Pending Review will specifically
indicate Pending Agency Review
(PRVW) (Third Party) in “Status in
this Agency” for that e-QIP request

e NOTE: The review process for 3PDE
requests is exactly the same as all
e-QIP requests

SON Testing OPM (iD:11)

Request R i Berhoiic recusset £ ek stkratird, eviwobpgrerval, slachaents and pelest o the et Highar sgsnicy or ISP
[or [

Request Overyiew

B shanns bhe ciiresd diLnin 1ss Phe dinsdnwn mara bt T 30l your Saliof panel for 608 paee, uie the Eriarerces” LB 2Bove.

I Third Pady Regeest Amgrad o e % | 2 I

Third Party Requests Assighed to Me iecords 110 d
Seiect 2 roqearst D She Hiting, then Seiact 20

Sethn Daiow
« Fittes by droup w | Fiiter Last Actan ¥  don

Fieguest info

Farm: 58 Terwting OPw CFIS 75080 20 01 2f
Sroup 30 Beteig

tatus indinded, Lnbouched by Applcant {Thind Party)
bt Bte Mo 14, 2001 0912652 AM
29 ) Farm 159 Tewtrag OPM CFIS [ SFE8 [2010-12]
-
isted, Lintouched by Appicant (Thind Pasty)
ation Date: Moy 14, 2001 08307 &M

m 150 Tgtiteg (P8l CFIS FSFE6 10102}

WOE

Request O Appcan

T} 100435 Requests, ThreePOE nange bate: Novw 10, 2011 053852 AM

) 100k236 Tester, ThreePDes (3135) ,‘-.'qu“onosraw:..u

© 107 Dow, Jobn (18 1tus Tiited, Untouched Uy Appicant {Third Pasty) ahge Dirte: MOV 14, 2011 083505 AM
patinn Date Now 14, 2001 08 3308 am

59 Testing OPM CFI5 / SF36 (201013

)
O 180 Doe, dane subus Taiated, Lintouched by Appicart {Thind Pasy) o Cate: Mo 14, 2011 0R35 30 AN

pation Date, N 14, 2011 063938 AM

Cancel Feguent || DditViewAUD || OdA Comments | Thisd Party intry

SON Testing OPM (ID:11)

Request Detail

EILLYER AUR  Awview  Atsstmanss  Commani

Request Summary - ID; 1000236
Ravviow rorpesd specific miarmation beisw:

Applicant biformation

1000236 smbur DOT00E135
5P Teting OPM CFIS (1) 4 SFE8. (2090012] Taster, Thenel e (NAEY)
o ChOAsen
Aqany rmwnm«lmm-apaml ? Baryers, BA
T Email A b vahs
P0E
Hore

Canisl Requast

Detailed Information
Select a side fabr beiow o view delailed infirmation about s reque s

it
few thes page

dictary = Diaphary the Nssory me-sociatnd with fhes ivnstigaion Request
o « Diepla he evants for his irvregation Reguest

Insbryctions

Ewnal Histary

Readusdl/ Fdpaition Hislesy

Third Party Data Entry
Page 4 of 5



Third Party Data Entry (3PDE)

Archival Copy & Signhature Forms:

The Archival Copy for the 3PDE
e-QIP entries will now indicate
“Completed by a Third Party”

In the example shown, this archival
copy also indicates that this was a
Foreign National because the
“Subject does not have a U.S.
Social Security Number”

The signature pages must be
provided to the subject for signature,
based on the review of their Archival
Copy

The e-QIP request ID numbers on
the Archival Copy must match the
request ID on the signature pages

Rejections:

If the 3PDE case is rejected to the
applicant, 3PDE data will be retained
with the case for easier re-entry
However, if a 3PDE case is
terminated and/or a new case is
reinitiated, the data will not carry
over from one 3PDE request to
another and the standard form data
must be re-entered in its entirety
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Electronic Questionnaires for Investigaticns Processing (e-QIP)
Investigation Request #272090
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Archival Copy

Electronic Questionnaires for Investigations Processing (e-QIP)
Investigation Request #272090

COMPLETED BY A THIRD PARTY

Subject does not have a U.S. Social Security Number.

The information contained in this document represents data submitted for Betty Jo Clark (Applicant)
for the e-QIP Investigation Request #272090.

This Investigation Request contains the following documents:

Page 1: Investigation Request Cover Sheet
Page 2-21: Questionnaire For National Security Positions
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