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SECTION 1 
APPLICANTS WHO HAVE COMPLETED THEIR PROFILE IN IRAS 
 
Purpose 
This document explains how to complete an electronic Comprehensive Application Package (eCAP). 
 
Logging In 
Select the eCAP link https://iras.uspis.gov/ApplicantPortal/login/Welcome.aspx and select Login. 
 

 
 

 

 

 
 
 

https://iras.uspis.gov/ApplicantPortal/login/Welcome.aspx


3 
 

 
 
The Complete eCAP link appears and an expiration date. Complete and submit eCAP before the link expires. When the 
link expires, eCAP will not be available . 
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Navigating eCAP 

The electronic Comprehensive Application Package (eCAP) is a collection of online forms. 
You must complete this application within 5 days or 120 hours of receiving the email notification and link to eCAP. 
To get started, review the box below and the instructions on the pages that follow. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

               eCAP NAVIGATION ESSENTIALS 

• A menu appears at the left of each screen . 
• You must save each page after completing it or data will be 

lost. 
• Save your information and then exit the application. 
• Cancel and Exit returns you to the homepage. 
• Do not use slashes or dashes for dates or phone numbers. 
• Use Cancel to remove your entry. 
• Use Delete to clear a data field. 

 

Use the forward and back browser buttons to navigate between pages. 
Ensure your pages are saved so no data is lost before using these 
buttons. 
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SECTION 2 

INSTRUCTIONS FOR COMPLETING eCAP 
Personal Information Page 
Some of the data you provided in your profile will pre-populate these fields. Required fields are marked in yellow and 
have a red asterisk. You must complete all required fields or the system will not allow you to submit your application. 
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After you enter Personal Information and Birth Information, select Save. Then select Step 1b: Residence History, from 
the navigation pane on the left. 

 
Residence History  

Do not enter slashes or dashes for numerical values like dates or phone numbers. If you were born on March 6, 1989, 
enter 03061989. 

Enter all residences in reverse chronological order, beginning with your current residence.  

Select Check here if this is your current residence. Select Save once you enter all required fields, including street 
address and dates of residence, as well as city, state and  ZIP Code. Select Add New Entry to enter additional places of 
residence. Provide the complete address and beginning and ending dates of your residence.   

Add all residences for the past five years and select Save.   

Select Step 2: Other Names Used, from the navigation pane. 
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Other Names Used 
This page appears. To add an entry, select Add New Entry. Select Yes and enter first, middle, and last name. Only 
enter a middle name if applicable.  
Select Save once all names have been entered. Select 3a: High School, from the navigation pane.   
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Educational History 
Click the High School tab and complete all mandatory fields. Select Save.  
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Select 3b: College/University from the navigation pane. Select Add New Entry for each college you attended, beginning 
with the most recent, and complete all fields, including. 
 

1. Name of College or university 
2. Type of school 
3. Country 
4. City 
5. State 
6. ZIP Code 
7. Dates attended (from and to in mm/yyyy format 
8. Number of credits completed (select the radio box that applies to your university and from semester or quarter 

hours)  
9. Field of study 
10. Type of degree (Bachelor of Science, Master of Business Administration, etc.) 
11. Year completed degree 

 
Select Save. To refresh the screen, select Cancel. 
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After completing each entry, select Save. Then select 4: Honors/Special Skills.  
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Honors and Special Qualifications 
Two text boxes will appear: Honors, Awards and Fellowships received, and Special Qualifications and Skills. Enter all 
honors and awards and any special skills, certifications, special qualifications, and memberships you possess. Select 
Save and then select 5: Work History. 
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Work History 
Enter your work history in reverse chronological order, beginning with your most recent job. You do not need to enter the 
date the job began and ended. Enter the month and year without dashes or slashes. You must account for the past 10 
years, or from your 16th birthday. Any gaps in employment must be addressed in the order they occurred.  
 
Under Description of Duties, Responsibilities, and Accomplishments, enter a narrative or a list of how you made a 
difference and added value to your organization. Select Save and then 6a: Military Services, on the navigation pane. 
 

  .    

 
 
 



14 
 

Military Service and Veterans Preference 

Select Yes or No to: “Have you served in the Armed Forces?” If No, the system will direct you to the Assets page. If Yes, 
enter the dates and branch of service, then select 6b: Veterans Questions, on the navigation pane to claim Veterans 
Preference Points. To claim veterans points, you must provide supporting documents, including: Member 4 Copy of DD-
214, Certificate of Release or Discharge from Active Duty; Standard Form 15, Claim for 10-Point Veteran Preference; 
and proof (see back of form). Select Add New Entry until you are finished.  
 
To claim veterans points, supporting documents must be provided in one of these file formats: pdf, doc, docx, jpg, jpeg, 
png, or gif. (See Step 10 to attach documents.)  
 

 
 
 
After your military service record, you will see the Branch display. To edit your military service record, select the branch 
of service and type in your edits over the old data.  
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Select Answer Veterans Questions. 
 

 
.  
 
You must answer all questions to claim points for a veteran’s preference. 
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Assets 

Click Assets on the left navigation pane to enter financial information.  Select Type of Account from the dropdown menu 
on the Financial Information (Assets) page: 
 

• Checking account 
• Savings account 
• Stocks 
• Bonds 
• Auto 
• Real estate 
• Other 

 
In this screenshot, Stocks is selected from Type of Account. Bank/Agency Name and Approximate Value are manually 
entered. All three fields on the Assets page must be completed. Select Add New Entry and Save after each. 
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Liabilities 

Select 7b: Liabilities, on the navigation pane and answer Yes or No to: “Do you have financial liabilities?” If you select 
Yes, provide details for each liability.  
 

 
 

Select Type of Account from the dropdown menu, enter the creditor’s name, monthly payment amount, and 
balance, and then Save. Select Add New Entry to display a new form. If No, you will see Step 8: Student Loans. 
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Student Loans 

Select Yes or No to “Have you ever had a Student loan?” If Yes, enter loan details. For outstanding student loans, you 
must provide the name of lender, address of lender (city, state, and ZIP Code), loan amount, date loan was issued, and 
date of last loan payment. You must answer “Have you ever defaulted on a student loan?” and “Is your current student 
loan in default?” If applicable, attach documentation to explain. 

 
If you answer No to “Have you ever had a student loan?” you will go to 9a: Driver’s License Information. 
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Driver’s License Information 
 
Select Driver’s License (DL) Information to display the Driving Record page. If you have held multiple licenses in various 
states in the past five years, complete all required fields. Select Add New Entry for each record and Save before 
proceeding. Attach your unexpired Driver’s License in Step 10.   
 

• State in which driver’s license was issued 
• Driver’s license number 
• Date driver’s license issued 
• Date of expiration 

 

 
After entering all drivers’ licenses, select Save and then 9b: Driving Accidents. 
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Driving Record  

Enter all accidents you have been involved in within the past five years. For each entry, complete all required fields:  
 

• City and state of accident 
• Date of accident 
• How the accident happened 
• Approximate amount of damage to vehicle (dollar amount) 
• Approximate amount of damage to other party (dollar amount) 
• Insurance company that was liable (made payments) 
• Was anyone killed? 
• Were you judged at fault? 
• Name of court or legal body that made the judgment 

 
Select Save and Add New Entry for additional accidents. Select Cancel for a fresh form. Then select 9c: Driving 
Violations. 
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Driving Violations 

You must report all Driving Violations in the past five years. Complete all required fields and select Save. Select Add 
New Entry for each violation and select Save.    
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Select 10: Attach Documents on the navigation pane.   
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Attach Documents 
To attach supporting documents, browse to your computer, flash file, or other storage device to locate the file. 
 

1. Select a document from the Documents Category dropdown 
2. Browse for the document you wish to attach 
3. Enter a description of the document (e.g., honorable discharge documents) 
4. Attach the document  

You can only attach one document at a time. The attachments will appear at the bottom of the “Attach Documents” 
screen.  

 
 
 



27 
 

These forms must be printed, signed, scanned, and attached to eCAP. 

• Authority to Possess Firearms  
• U.S. Postal Inspection Service Drug Policy 
• Statement of Prior Federal Service 

 
Select Review and Print. Be sure to print and review your eCAP before clicking Submit eCAP. 

 
Complete and Submit eCAP 
Once you attach supporting documents, select Complete and Submit on the navigation pane. Errors will be identified 
once you select Complete and Submit on the navigation pane. 
 
eCAP Release and Privacy Act Statement.  
You must review the eCAP Release and Privacy Act language before you submit eCAP. Enter your last name and the 
last four digits of your SSN to acknowledge that you have read and agreed to the Release and Privacy Act Statement.  
 
Select Submit eCAP. 
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 Your eCAP becomes a Read Only document once you select Submit eCAP. 
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You will see this message: “Your application has been submitted.” 
 
Thank you for your application. If you have any questions about your application, email PIRecruitment@uspis.gov 
 
 
  

 
 

mailto:PIRecruitment@uspis.gov

