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Introduction

Report Purpose

The EEO-4 Report Form (XP391) is used by the State of Arizona to create the EEO-4 Report.
This report provides relevant employment information and is submitted biennially to the U.S.
Equal Employment Opportunity Commission.

In addition to accurate reporting of employment data to the federal government at the end of
the fiscal year, the Report enables State agencies to compare themselves periodically to the
community at large or to other entities in terms of meeting their equal employment obligations.
The Report also provides information on permanent, full-time employees hired during the fiscal
year.

Included at the end of the EEO-4 Report is an exception listing of employee who were not
included in the EEO-4 Report because of an error in the data. Agencies should correct the
information for the employees listed in this section.

The EEO-4 Report can be run for
= A single agency
= Any of the twelve (12) EEO-4 Functional Groups (groups consist of one or more
agencies based upon broad functions they perform) or
= All functional groups combined (a summary report).

Report Content

The EEO-4 Report provides a comprehensive listing of EEO-4 counts and totals by Job
Category, male or female, ethnic/racial category, and salary range. The numbers may be
collected by agency, groups of agencies with similar functions (e.g., Functional Group 1
through 15), or may be summarized for the State.

Report results are broken into three sections: Full-Time Employees, Other than Full-
Time Employees and New Hires (within the year prior to the effective date of the
Report). Employee Status Codes were used to determine into which section
employees would be counted. Temporary and part-time employees are considered as
Other than Full-Time.

The Report excludes employees for whom “Unspecified” has been selected as an
ethnic category. It also excludes employees whose job category is “not applicable”,
but who are supposed to be included in the Report.



EEO-4 Report (XP391)
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Field O | Step/Action Expected Results Additional Information
1 | Search Box | R | Type XP391 EEO — 4 Report will appear
2 | Job Name R | Enter name of the job
3 | Job O | Enter description of the job
Description
4 | Company R | Type 1in Company field. | System will access All forms/actions must
Field information for contain a 1 in the Company
Company 1. Field.
5 | Agency R | Select the Agency Code
6 | Period R | Enter the Ending Date for
Ending the period in which you
want to create the report
7 | Control O | Type the “11111111" as Enter 11111111
Number the Control Number, this
is assigned by the EEOC.
8 | Functional O | See Notes Agencies do not have
Group security access to run the
report by Functional Group.
Please leave these fields
blank




Ethnicity Tab
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The ethnicity tab is for viewing purposes only. Once you complete the Main tab, you are now
ready to submit your report by completing the following steps.

R/
HRIS o ©Notes/
Field Step/Action | Expected Results Additional Information
9 | Add R Click Add Message appear in lower left
Button corner “Add Complete;
Continue”
1 | Submit E Click Submit | Message appear in lower left | You can now access the
0 corner “Submit Successful” reports by accessing your
print manager. For
additional instructions on
how to submit and view
reports, see the General
Training for On Demand
Reports.
11 | Submit R Click Submit A pop up box will appear,
you only have to click
“submit”, the rest of the
fields can be left blank
12 | Print R Retrieve To view your report, go to
Manager results your print manager

If you have any issues with creating the report, please contact the HRIS Help Desk at
hrishelpdesk@azdoa.gov or call at 602.542.4700




Results of the EEO-4 Report

After you have submitted your report to HRIS to process, you can view your results by
accessing the Print Manager under Jobs and Reports Bookmark. There will be three
reports available to you and are named as follows:

Report Name File Name
EEO Report XP391.prt
Hiring Summary Aghirsum

Workforce Analysis Workforce

Sample of the EEO Report
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Sample of the EEO Report — Exception Report
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Sample of the Agency Hiring Summary

EEO-4 Report
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