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LIMITED SERVICES

MILITARY PAY AND
PERSONNEL

CUSTOMER SERVICE/REENL/EXT

- Award entries to NSIPS ESR, we cannot use evals/fitreps for
award entries. Award certificates or the page 4 from the hard
copy service record are needed.

- CPCs that have "clerk" access, can input awards (except
NAMs or higher) into NSIPS, then submit a TOPS transaction
for PSD to verify or release. Please put in the remarks that it
needs to be verified.

- Send all S/R entries to the Record Vault/ESR section in TOPS,
not Customer Service.

- All short fused reenlistment requests (15 days or less), will
need to be approved by LT Henderson or PSC Ines.

- Extension requests for members that are retiring or going to
the Fleet Reserve need to be sent to the Separation section.

- Extension requests for OBLISERYV for transfers need to be
sent to the Transfer section in TOPS.

- Page two updates are to be done by CPC that has clerk access.
If the page two update is going to change pay entitlements, then
the page two will need to be done by PSD.

- All reenlistments are processed by PSD only.

TRAVEL CLAIMS

VALID RECEIPTS FOR TRAVEL

Although a receipt is a seemingly simple item, a great deal
of confusion surrounds what qualifies as a valid receipt for
travel reimbursements. Recent travel voucher audits
conducted by Defense Finance and Accounting Service
(DFAS) validate these uncertainties, and lack of required
receipts was identified as a major concern. Both travelers
and Approving Officials (AO) should understand the
requirements of valid receipts.

Q: What is the policy on receipts?

IRS Publication 463 requires that records (i.e., receipts) be
kept to prove certain expenses. For DoD travelers, the IRS
rules are embedded in the DoD FMR with a brief
discussion in the JFTR and JTR. The policy states that
receipts are required for all lodging expenses, regardless
of the amount, and for each expenditure of $75 or more.
This $75 criterion includes, but is not limited to,
individual expenses for car rentals, and transportation
expenses reserved through DTS, even when paid using an

Individually Billed Account Government Travel Charge
Card. For lodging at military locations, receipts are always
required regardless of if the amount is less than the $55
default setting in DTS.

Q: What is a valid receipt?

A receipt is a written acknowledgement that a vendor has
been paid for providing goods or services. To be valid for
substantiating a travel claim, the receipt must show:

- Name of company providing goods or services

- Date the specific services were rendered or articles were
purchased

- Unit price of item(s)/service

- Total amount due

- Total amount due was paid

Often, travelers submit documents that are similar to a
receipt, but lack all of the required detail for travel
reimbursement. Documents that are not considered valid
receipts include:

- Charge card statements (personal or Government Travel
Charge Card)

- Hotel bills provided before check out

- Rental car contracts provided when a car is picked up

- Travel itineraries/invoices emailed to the traveler before
an airline reservation is ticketed and charged

- Electronic records for airline tickets in DTS

Q: What if [ don’t have a receipt?

Most vendors will provide a receipt upon request. If you
forget to get a final, paid receipt, contact the vendor
directly to have a receipt mailed, faxed or emailed. If you
are unable to obtain a receipt or it has been inadvertently
lost or destroyed, you must include a written explanation
in the travel voucher that outlines the circumstances and
contains all of the information that would be included in a
valid receipt. In lieu of a lodging receipt, include the
facility’s name and address, dates lodging was obtained, if
the room was shared (and if the other traveler was in
official travel status or not), and the cost incurred. A
traveler may not submit a 'lost receipt' statement to
substitute for an online booking hotel receipt. Without a
valid receipt, an authorized reimbursement for an
individual expense of $75 or more or a lodging cost may
be denied, which means that you will not be reimbursed
for that expenses. Further, any payments made for
expenses that are not substantiated by receipts may be
considered improper payments. If a paid voucher

PSD Port Hueneme | Navy Pay and Personnel Support Center Y


https://twms.nmci.navy.mil/TOPS/loginTops.asp

PSD Port Hueneme TIMES June 2011

without receipts is chosen for audit, the traveler and/or the
authorizing official could be liable for repaying the
amount of the improper payment.

Q: How do | submit a receipt?

In DTS, the traveler or the non-DTS Entry Agent (NDEA)
must fax or scan and upload receipts to the voucher as a
substantiating record on the Expenses screen. If the
voucher is created and “T-Entered” by a NDEA, a copy of
the DD Form 1351-2 signed by the traveler must be
attached to the DTS voucher as well. When attaching a
receipt to a voucher, ensure that it is legible and the
expense claimed is the same as the amount on the receipt.
Q: Should I keep receipts after | submit my voucher?
Travelers should retain all receipts in the event of an audit,
for tax purposes, or to support claims involving
reimbursement for expenses which are deemed to be
questionable/falsified. Although DTS archives voucher
records, travelers are encouraged to keep receipts for three
years following the tax year in which the travel occurred.
Optimizing Your Budget. Lodging Tax Breaks can Save
Tax Dollars.

In most jurisdictions in the United States (state, county,
municipal) there are multiple taxes and fees applied to
lodging stays. For Federal Government travelers, many of
these taxes and fees are exempt. In most states and
localities, taxes and fees at lodging establishments can be
waived either automatically, upon request, or under other
certain circumstances. Submitting a completed state or
local form verifying that a traveler is on official travel, is
usually enough to save excess state and local tax costs —
that saves you and the Federal Government money. This
applies to any traveler under orders for any night, on any
date. Specific state tax information and links to tax
exemption forms are available on the General Services
Administration's (GSA) website.

Do Your Travelers Know This about Long-Term
Lodging? If a long-term lodging stay goes beyond a
certain period of

time and is no longer considered temporary lodging, but
more permanent in nature, in certain locales, no state or
local taxes would apply. In the case of long-term stays,
states, counties, and municipalities have different
parameters which define a “temporary” or “permanent”
stay. For example, in some areas “permanent” stays incur
at 30, 60 or 90 nights. In cases where taxes are applied to
lodging, the charges typically start on the first night, and
can be refunded after the 30th night, or the night after the
definition of extended stay lodging has been met. Some
extended stay lodging providers will automatically refund
the taxes after the traveler meets the number of qualifying
nights, while others may only refund upon request.
Additionally, in some jurisdictions the traveler must state
their intent to stay beyond 30 nights (or whatever is

required in that jurisdiction) at the time of registration in
order to get the tax refund after they meet the qualifying
number of nights. The hotel may require the traveler to
complete a form to request that the hotel refund tax costs
after the qualifying number of nights. Virtually every
Temporary Duty lodging receipt has taxes

applied to the “folio” during the stay. You can save your
organization’s funds and the tax dollars behind them by
scrutinizing a traveler’s lodging receipts and educating
them on the exemption of state and local taxes on Federal
travel lodging costs associated with long-term TDYSs. It is
recommended that travelers be aware of long term lodging
qualifications and other tax exemptions before they travel.
GSA’s website, https://smartpay.gsa.gov/
businesses-vendors/tax-information, provides links to
individual state websites where travelers can find more
information on specific state requirements and tax exempt
forms. If information is unavailable on a state’s website,
travelers should call the state’s tax office or ask hotel staff
at the time of check-in.

COMMERCIAL TRAVEL OFFICE
AMC FLIGHTS (MAC FLIGHTYS)

- Personal baggage is limited to 2 pieces and excess
baggage must be authorized in the travel orders.
Personal/excess baggage must not exceed 70 Ibs each or
62 linear inches.

-Any item exceeding 62 linear inches and/or 70 Ibs shall
be counted as two pieces, with the exception of A3, B4,
duffle and sea bags, allowing up to 100 Ibs and 80 linear
inches (Items exceeding 100 Ibs AND/OR 80 linear inches
shall not be accepted as baggage and must be shipped as
cargo.). The same applies to large garment bags, golf
clubs, surfboards, snow skis, bicycles, fishing equipment,
rucksacks, and/or musical instruments. Snow skis,
bicycles, and fishing equipment should be properly packed
to avoid injury to baggage handlers or damage to other
baggages. Only one of these items/bags per person shall
be the allowed as an exception. The OTHER bag must still
comply with size restrictions of 62 linear inches and is
limited to 70 pounds.

- Bulky items exceeding 62 linear inches that are required
to be accompanied by the traveler, other than those
excepted above, require the Air Terminal Station Manager
and the Passenger Service Officer's determination to
handle as accompanied baggage or cargo. This is
applicable to the aforementioned foot lockers/tuff boxes.
When making this determination, the Station Manager and
Passenger Service Officer will take all factors into
consideration, to include bulking out the aircraft, aircraft
configuration, loading/unloading safety, max ridership,
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etc. Any bulky items, including footlockers/tuff boxes,
will not be permitted as baggage if there is any negative
impact and will be turned over as cargo for a freight
shipment. As such, travelers should be advised against
using foot lockers/tuff boxes as personal luggage.

ESO
RETESTING WITH THE AFCT/ASVAB

Reference: MILPERSMAN 1236-010

Frequency: Second and fourth Mondays. There may be
test dates that need to be cancelled; call ESO at 982-5231
to confirm. No early reservations accepted. Sign up ison
a first turned-in, first accepted basis. Maximum allowed
per session is 10. Muster at ESO in uniform with CAC
card. Exam time is 1230-1600.

Requirements: Approved request chit AND one or more
of the following:

e High school diploma or equivalent
US Citizenship test

e Navy academic skills or functional skills course
(Navy College website — OASC)

e Educational enhancement software course (e.g.
PLATO) in math, English, history, science, social
studies, or psychology

e College or correspondence course in math,
English, history, science, social studies, or
psychology.

***Requirements must have been completed SINCE last
AFCT/ASVAB. Navy ‘A’ or ‘C’ schools, completion of
Navy correspondence courses for advancement, and
ASVARB study books are not considered meeting the
requirements.

**** Do not wait till the day of the test to turn in the
requirements. If documents are incomplete, member will
be rescheduled to the next exam date.

There is a 30-day waiting period between retests and must
provide documentation for additional studies. New scores
become the official scores even if lower than the previous
tests.

AFCT tests are graded by NETPDTC Pensacola on
Thursdays and results published on Fridays. They can be
obtained through the NKO site — Navy Advancement
Center — AFCT results link.

LIMDU

Conditions not meriting (MEB) for limited duty.

The mere presence of a physical or mental condition
does not constitute a “disability” and therefore

there are conditions and situations in which convening

an MEB is neither appropriate nor desired. Certain
conditions and defects of a developmental nature are not
ratable in the absence of an underlying ratable causative
disorder. These conditions, while not appropriate for MEB
referral, may be referred for appropriate administrative
action (MILPERSMAN article 1900 series applies) and
include, but are not limited to, the following, which are
detailed in SECNAVINST 1840.4 series.

Enuresis.

Sleepwalking and/or somnambulism.

Dyslexia and other learning disorders.

Attention deficit hyperactivity disorder.

Stammering or stuttering.

Incapacitating fear of flying confirmed by psychiatric
eval.

Airsickness, motion sickness, and/or  travel sickness.
Phobic fear of air, sea, and submarine modes of travel.
Uncomplicated alcoholism or other substance use
disorder.

Personality disorders.

Mental retardation.

Adjustment disorders.

Impulse control disorders.

Homosexuality.

Sexual gender and identity disorders paraphilias.

Sexual dysfunction.

Factitious disorder.

Obesity.

Over height.

Psuedofolliculitis barbae of the face and/or neck.
Medical contraindication to the required immunizations.
Significant allergic reaction to stinging insect venom.
Unsanitary habits.

Certain anemias, in the absence of unfitting

sequelae, including G6PD deficiency, other

inherited anemia trait, and Von Willebrand’s Disease.
Long sleeper syndrome.

Circumstances not meriting a MEB for

referral to the PEB.

In addition to the medical conditions listed above, the
following circumstances also contraindicate evaluation by
an MEB for referring the matter to the PEB (refer to
SECNAVINST 1850.4

series, section 3202).

Lack of motivation to perform duty.

Request by member for referral to an MEB or PEB in the
absence of appropriate diagnosis meriting an MEB.
Inability of member to meet initial enlistment/appointment
standards.

Physical disqualification for special duties.

inability to meet physical standards for specific
assignment or administrative requirement. (This includes
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participation in physical readiness test (PRT), physical
fitness tests (PFT), and physical fitness assessment (PFA)
cycle. Referral to the PEB merely due to an inability to
participate in PRT, PFT, and PFA is inappropriate;

service directives (i.e., OPNAVINST 6000.1 series and
MCO P3000.13 series.

ID CARDS

however, if the inability to participate in the PRT, PFT,
and PFA is due to an illness or injury that is a potential
disability, then referral to the PEB is appropriate. Close
coordination with respective service headquarters and
respective Service PRT, PFT, and PFA instructions are
encouraged in these cases.

APPOINTMENTS/HOURS OF OPERATION
ID card appointments may be made at
http://appointments.cac.navy.mil/. This site can also be
used to reschedule or cancel appointments. The ID Card
Office is open from 0730 t01600 (7:30 A.M. to 4:00

Members being processed for separation or retirement for P.M.). The last customer will be seen at 1540 (3:40 P.M.).

reasons other than physical disability:

Pregnancy. An MEB is not mandatory in cases of service
members temporarily unable to perform aspects of their
duty due to pregnancy or complications from pregnancy;

PSD TIMES is published by Personnel Support Activity Detachment, Port Hueneme. Its purpose is to communicate
with Command PASS Coordinators (CPC) and Customers. In this newsletter, PSD will publish the latest
information and procedures concerning military pay, personnel and transportation matters. This will also provide
us the opportunity to receive insight into areas of concern from you. Direct questions or comments to
PSC(SW/AW/SCW) Allan C. Ines

STAFF DIRECTORY

COMM: (805) 982-XXXX BASE TO BASE/DSN: 551-XXXX
GENERAL PHONE NUMBER WITH MENU TO ALL PSD SECTIONS:
877-232-1089
805-982-2573

Officer In Charge: LT Kevin R. Henderson, Ext: 5198, Email: kevin.r.henderson@navy.mil
AOIC: PSC (SW/AW/SCW) Allan Ines, Ext: 3168, Email: allan.ines@navy.mil
PSD MILPAY Supervisor: Ms. Nimfa Denina, Ext 4516, Email: nimfa.denina@navy.mil
PSD MILPAY Auditor/Consultant: Mr. Amanteflor Villanueva, Ext 4522, Email: a.p.villanueva@navy.mil
PSD MILPERS Supv: Mr. George Rodriguez, Ext 4523 , Email: george.e.rodriguez@navy.mil
Deputy Disbursing Officer: Mr. Blandino Pascua, Ext 2825, Email: blandino.pascua@navy.mil
LPO: PS1(SCW) Erika Johnson, Ext: 3966, Email: erika.johnson@navy.mil
Customer Service: Milpay Supv: Crystal LaMontagne, Ext 4521, Email: crystal.lamontagne@navy.mil
Reenl/Ext Clerk: PSSN Joshua Lewis, Ext 3955, Email: joshua.lewis@navy.mil
General Clerk: Ms. Deleeia Lyons, Ext 2913, Email: deleeia.m.lyons@navy.mil
General Clerk: Ms. Christian Cash, Ext 3169, Email: : christian.cash.ctr@navy.mil
General Clerk: Mr. Alex Vasquez, Ext 3334, Email: alex.vasquezl.ctr@navy.mil
General Clerk: Mr. Denis Corpuz, Ext 5313, Email: denis.corpuz.ctr@navy.mil
General Clerk: PS2 Tony Reagans, Ext 5313, Email: tony.reagans@navy.mil
ESO: Ms. Maribeth Closson, Ext 5231, Email: maribeth.closson@navy.mil
ESO Clerk: Ms. Elizabeth Obrador, Ext 5438, Email: elizabeth.obrador@navy.mil
LIMDU/LEGAL.: Ms. Patricia Lanser, Ext: 4044, Email: patricia.lanser@navy.mil
Mobilization Supvr: PS1 King, Ext: 5373, Email: christina.king@navy.mil
Reserve Pay: Ms. Lynette Tayag, Ext 3539, Email: lynette.v.tayag@navy.mil
Ms. Jessica Kennedy, Ext 4517, Email: jessica.kennedy@navy.mil
Student Section: Ms. Pam Alexander, Ext 3920: pamela.g.alexander@ navy.mil
Separations/Demobilization Supvr: Ms. Laura Friedlander, 4036, Email: laura.friedlander.ctr@navy.mil
Sep Clerk A-C: PSSN Jykeith Babins, Ext 4529, Email: jykeith.babins@navy.mil
Sep Clerk D-F: Ms. Deysi Olivares, Ext 5649, Email: deysi.olivares@navy.mil
Sep Clerk G-K: PSSN George Lee, Ext 5649, Email: george.j.lee@navy.mil
Sep Clerk L-O: Mr. Semi Chain, Ext 5650, Email: semi.chain.ctr@navy.mil
Sep Clerk P-S: Ms. May Wong, Ext 4254, Email: may.wong@navy.mil
Sep Clerk T-Z: Mr. Aurelio Acedillo, Ext 4048, Email: aurelio.acedillo@navy.mil
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Receipts Supvr: PS2 Brent Argast(SW/AW), Ext 5335, Email: brent.argast@navy.mil
Receipt Clerk A-H: Ms. Mary Dube, Ext 5445, Email: mary.dube@navy.mil
Receipt Clerk 1-Q: PSSN Antonio Abreu, Ext 5096 , Email :Antonio.abreu@navy .mil
Receipt Clerk R-Z: YN3 Massey, Ext 4526, Email dzjon.massey @navy.mil
Transfers Supvr: PS2 Brent Argast(SW/AW), Ext 5335, Email: brent.argast@navy.mil
Transfer Clerk: PSSN Anthony Susan, Ext 4520, Email: anthony.susan@navy.mil
Transfer Clerk: Mr. Dwayne Baly, Ext 3983, Email: dwayne.baly@navy.mil
Transfer Clerk: Ms. Melinda Seui, Ext 2909, Email: melinda.seui.ctr@navy.mil
Transfer Clerk: Mr. Gerardo Cibriansanchez, Ext 5897, Email: gerardo.cibriansanch@navy.mil
Travel Supvr: Ms. Mendoza, Ext 4049, Email: leonida.mendoza@navy.mil
Travel Clerk: Mr. Telemu Togia, Ext 5367, Email: telemu.togia@navy.mil
Travel Clerk: PSSN Jose Andrade, Ext 4528, Email: jose.andrade@navy.mil
Travel Clerk: Mr. John Sasser, Ext 4530, Email: john.sasser@navy.mil
Transportation: Passports: Ms. Veronica Garrett, Ext 4525, Email: veronica.garrett@navy.mil
Port Call: Mr. Gary Schaffer, Ext 3995, Email: gary.schaffer@navy.mil
Admin: Mr. Eddie Pribnow, Ext 3171, Email: edward.f.pribnow.ctr@navy.mil
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System Access Authorization Request (SAAR)
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1. SYSTEM ACCESS AUTHORIZATION REQUEST (SAAR)

This section covers the creation of a Military e-Leave Administrator, Civilian Reviewer or
Approver and Self-Service accounts only and does not discuss accounts created for multiple
types of access e.g., Acceptance & Oath of Office (A&O), NSIPS Pay & Personnel Office access
or the Navy Retention & Monitoring Systems (NRMS).
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1.1 System Access Authorization Request (SAAR) e-Leave Administration (Military)

111 E-Leave Administrator Account Creation

¢ Using your Internet Explorer window, navigate to https://nsips.nmci.navy.mil/ and the
Security Disclaimer page will load.

1. Security Disclaimer — After disclaimer is reviewed and checkbox is enabled, click on
the “Agree’ button. The NSIPS Splash page will populate, containing the New Users
(NSIPS, ESR, Web Ad Hoc) Link.

SECURITY DISCLAIMER

You are accessing a U5, Government (USG) information system {I15) that is provided
for USG-authorized use anly. By using this 15, you consent to the following
conditions: The USG routinely monitors cormmunications ocourring on this IS, and any
device attached to this IS, for purposes including, but not limited to, penetration
testing, COMSEC monitoring, network defense, quality control, and employee
misconduct, law enforcement, and counterintelligence investigations, At any time, the
LUSG may inspect and/for seize data stored on this IS and any device attached to this
15. Communications ococurring on or data stored on this 1S, or any device attached to
this IS, are not private, They are subject to routine rmonitoring and search, Any
communications ocourring on or data stared on this IS, aor any device attached to this
15, may be disclosed or used for any USG-authorized purpose. Security protections
may be utilized on this IS to protect certain interests that are important to the USG,
For example, passwaords, access cards, encryption or biometric access controls
provide security for the benefit of the USG. These protections are not provided for
your benefit or privacy and maybe modified or eliminated at the USG's discretion,

“The Data contained Herein is protected by the Privacy Act of 1974. All measures
required to protect this information should be taken.”

I have read and consent to the terms in the Security Disclaimer above

\e

Figure 1-1-Security Disclaimer
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2. New Users (NSIPS, ESR, Web Ad Hoc) Link — When this link is used a new SAAR
application will be initiated and the NON-ERM USERS ONLY page will load.

r Mavy Standard Integrated Personnel System

System Status: Online Tuesday, January 5

DoD CAC Authentication User Information
¥ ESR Self-Service Login Instructons
#» Ciwilian Employer Information (CEI) Login Insbuctions
__.__#- LDgDn ¥ Create ESR Wiew Only Account Instructons

Documentation & Training
» ESR Self-Service Desk Guide

* ESR Frequenty Asked Questions [(FAQ)
» ERM SAAR Validation (Supervisor) \
e ! Menu ]

PLEASE WOTE: CAC Logon is now PLEASE WOTE: CAC Logon is _‘ PLEASE WOTE: CAC Logon is L:.l:

required. The userd and password now required. The userid and = now required. The userid and =

e rnane haed Bradn dicakiled, password screens have been E password screens have been
disabled. ] disabled. =
& nearupzraded HEMS reporting The Tnit Commanders Finance Feport
enviromment has been deployed for the [TTCFE] 15 noewr available under Public
Enlisted and PTS Voyager Feports Folders--= MEIPE Web ADHOC. The
[Cubes). Flease convert your old L‘__‘J TCFE contains imformation for service l:‘]

L NSIPS MNews N [ S MRMS Mews I L [ wWebAdhoc Mews B3 |

MNSIPS Help Deslk Contact Information: Toll Free: §77-589-5991, Comm: S04-697-5442, DSM: 647-5442, Fax: Comm:
504-697-3007/0342, DSN: 647-3007/0342, e-mail: Nsipshelpdesk @nawy .mil
] Help Desk [a—

For additional docurmmentation on NSIPS/ESR/CIMSE, visit the NSIPS/ESR web page on Mawvy Knowledge Online (MKD)
{Organizations & Communities >Crganizations (Mavy & Marine Corps Organization)> Mawvy Standard Integrated
Personnel System (MNSIPS)) [

| <s] —

Figure 1-2-NSIPS Splash Page
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NON-ERM USERS ONLY

Please enter the SSN, Name and Home Command and Click the Submit button to initiate
the SAAR Process,

Please fill the Required Fields

EmplliD: € | XXXAX0250 *
HName: e * (LastFirst Middle)
Command UIC: 63410 €
* Required)
@ SUuUBMIT | o Cancel | o RESET |

Figure 1-3-SAAR Account e-Leave Administration Pt 1

Standard Integrated Personnel System

You have successfully signed out of NSIPS.

Return to MNSIPS Portal Page

For questions or concermns please contact the NSIPS Help Desk
Contact Informiaton: Toll Free: 877-589-5991, Conna: S04-697-5442, D5MN: 647-5442,

Fax: Comni: 504-697-3007 /0342, D5SMN: 647F-3007 /0342 e-mail: Nsipshelpdesk @nawy il

Figure 1-4-SAAR Cancellation
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1.1.2

1.

SAAR Account e-Leave Administration Pt 1 - SAAR User ID Page

EMPLID - (Required) Enter the SSN of the user requesting access and “TAB’ to the
next field.

NOTE: Actual EMPLID had been partially hidden for utilization in User’s Guide.
NAME - (Required) The name of the Active Duty personnel already in NSIPS will
populate automatically.

COMMAND UIC - (Required) The current UIC for Active Duty personnel already in
NSIPS will populate automatically.

SUBMIT - This button will begin the next phase of the application process and open a
new page.

CANCEL - This button will cancel the request and return you to page ‘B’ (Figure 1-4),
giving you a link to return to the NSIPS Portal Page.

RESET - This button will clear all information already entered on this page and let you
re-enter user information.
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System Access Authorization Request - (SAAR)

PRIVACY STATEMENT

Public Law 99-474, the Counterfeit Access Device and Computer Fraud and Abuse Act of 1984, authorizes collection of this information.
The information will be used to verify that you are an authorized user of a Government automated information system (AIS) and/or to verify
your level of Government security clearance. Although disclosure of the information is voluntary, failure to provide the information may
impede or prevent the processing of your "System Authorization Access Request (SAAR)". Disclosure of records or the information
contained therein may be specifically disclosed outside the DoD according to the "Blanket Rowutine Uses™ set forth at the heginning of the
DISA compilation of systems or records, published annually in the Federal Register, and the disclosures generally permitted under 5
U.5.C. 552A(b) of the Privacy Act.

User Profile
Operator Details

User ID:  N127061686750012 €]

General Attributes
eEmpIID: e Name: |SAAC,LESTER

o Department:  §3410 NAVMAC MILLINGTON TH e JUSTIFICATION
Rank/Rate: LT e Account Type: Military

Email Address: |lester.isaacanavy.mil eTelephone: 5045551212
{joe.stmith@navy. il
Security Type & User Roles
Corporate User

This type of Account has to be Approved By the Functional Area
Manager Responsible for ManPower & Personnel
Acceptance and Oath of Office

Corporate User?

ANO User?

CIMS User? Career Information Management System

POEMS User

POEMS User PCS Obligation & Expenditure Management System

e-Leave
@ [¥le-Leave Command Administrator elLeave is a Sub-System in the Enterprise Database.

Figure 1-5-SAAR Account e-Leave Administration Pt 2
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1.13
1.

2.

10.

SAAR Account e-Leave Administration Pt 2 - SAAR User ID Page
USER ID — The User ID is automatically generated and is associated to User’s CAC.

EMPLID — The SSN of the applicant as entered on the NON-ERM USERS page.

NOTE: Actual EMPLID had been hidden for utilization in User’s Guide.
NAME — The users name as entered on the NON-ERM USERS page.

DEPARTMENT - The users UIC and Command Description as entered on the NON-
ERM USERS page.

JUSTIFICATION BUTTON - This button allows the user to enter a justification for
their access to the desired applications.

RANK/RATE - (Corporate Data) The users Rank/Rate based upon data entered on the
NON-ERM USERS page.

ACCOUNT TYPE - (Corporate Data) This field is automatically populated with
Military.

EMAIL ADDRESS - (Required) User Email address.

NOTE: All email sent to the user in reference to their account is sent to this address
and must be a .mil or .gov address.

TELEPHONE - Users telephone number. This telephone number may be used by the
help desk or FAM in order to assist the user with any issues pertaining to the account.

E-LEAVE COMMAND ADMINISTRATOR — Place a check in this box to create an
e-Leave Command Administrator.
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@ e-Leave Command Administrator elLeave is a Sub-System in the Enterprise Database.

Security Type

Pay & Personnel Offices Command/Fleet Users

Type of Records to Maintain - Pay & Personnel Offices

Active Duty Reserve(SELRES)
Active Roles Reserve Roles
Personnel Clerk Run System & Standard Reports Personnel Clerk Run System & Standard Reports
Personnel Supervisor View System Reports Personnel Supervisor [Iview System Reports
Pay Clerk Officer Candidate Clerk IDT Clerk
Pay Supervisor Officer Candidate Supervisor IDT Supervisor
General Maintenance Mobilization Clerk General Maintenance
Inquiry Mobilization Supervisor Inquiry
RTC Data Entry Clerk

RTC Data Entry Supervisor

Nawy Retention Monitoring System

CNO Access CCC Access The Navy Retention Monitoring System sections
are as follows:
CNO and Fleet Access allows access to all
Fleet Access reports. CCC Access allows access to only one
type of report.

Special Categories

NAMASSO/FAM
Authorized to Release Pay Related Transactions?

Reports Administrator?
Access to PRA Sensitive Records?

ERM Application(s) Access List
Select Al De-Select All

Eind | View All | ] First 10f1 Last
Select ERM Application

Web AdHoc Access

‘I

Access to Web AdHoc? Web AdHoc UIC Access

UIC Access Setup

ERM UIC Access

ERM UIC Access @

Workflow Setup

Click here to Set-Up Next Roleusers in Route

Figure 1-6-SAAR Account e-Leave Administration Pt 4
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1.14 SAAR Account e-Leave Administration Pt 4 - SAAR UIC Access Page

11. E-LEAVE COMMAND ADMINISTRATOR - As noted in Item 10 from Figure 1-5,
this checkbox indicates selection of an e-Leave Command Administrator.

NOTE: When e-Leave Command Administrator box is checked, all other fields on the
page before UIC access are not grayed out.

12. ERM UIC ACCESS - When clicked will open a new page allowing the user to request
access to specific UICs.

NOTE: Users are only allowed access to view or manage personnel assigned to the
UICs identified on this page.

10
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ERM UIC ACCESS

® ®

EmpliD: ISAAC,LESTER

Find | view | B8 First (44 o6 1 D] Last

General IC  Activity L ong Title

63410 @)  NAVMAC MILLINGTON TN €5 D+ -]
-
=

[0]14 | Cancel |

Figure 1-7-SAAR Account e-Leave Administration Pt 5 - ERM UIC ACCESS

Pay & Personnel Support Level UIC Access Profile

D

EmpliD: ISAAC,LESTER

UIC Access Details

| - MO LGS FOUMND -

| - MO LINCE) FOUMD -

D

3410 (NAVRAC MILLIMNGTOM Th)
General UIC(s) |

Ok | Cancel |

Figure 1-8-SAAR Account e-Leave Administration Pt 5 - ERM UIC ACCESS PROFILE

11
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1.15

13.

14.
15.

16.

17.

18.

19.

20.

21.

22,

SAAR Account e-Leave Administration Pt 5 - ERM UIC ACCESS
EMPLID — The SSN of the applicant as entered on the NON-ERM USERS page.

NOTE: Actual EMPLID had been hidden for utilization in User’s Guide.
NAME - The users name as entered on the NON-ERM USERS page.

GENERAL UIC — The UIC the user desires access to.

ACTIVITY LONG TITLE — Command name associated with the UIC entered by the
user.

ADD MORE/REMOVE BUTTONS - These buttons allow users to add more rows to
the page in order to add more commands to their access list. Pressing the minus button
will remove the UIC on that row.

OK BUTTON - Enters the information on this page and returns to the application
page.

CANCEL BUTTON - Removes all information entered on this page and returns to the
application page.

EMPLID — The SSN of the applicant as entered on the NON-ERM USERS page.

NOTE: Actual EMPLID had been hidden for utilization in User’s Guide.
NAME — The users name as entered on the NON-ERM USERS page.

GENERAL UIC(S) — The UIC chosen will be displayed in this field.

12





CLA Users Guide February 2010

SUPERVISOR DETAILS

ERM UIC Access

ERM UIC Access

Workflow Setup

Click here to Set-Up Next Roleusers in Route

Supervisor Details - SAAR Form

Name: SMITH,JOE M @ *
(LastFirst Middle)
Email Id: joe.smith@navy.mil @ *
(joe.smith@entf.navy.nola.mily
Contact Phone: 5045551212 @ *
@ SUBMIT |

Figure 1-9-SAAR e-Leave Administration Pt 6 - Account Supervisor Details

13





CLA Users Guide February 2010

1.1.6 SAAR e-Leave Administration Pt 6 - Account Supervisor Details

23. NAME - Enter the name of the users Supervisor in the following format: LAST
Name,FIRST Name MI.

NOTE: There is no space after the coma following the LAST name and the First
name.

NOTE: Itisimportant that you enter data into this field carefully since the supervisor
will not be able to verify this application if they are unable to enter in the
name exactly as it is entered here.

24. EMAIL ID - Supervisor’s email address where mail regarding this application is sent.

25. CONTACT PHONE - Supervisor’s contact phone number.

26. SUBMIT BUTTON - Pressing this button submits the application and begins the
verification and authorization process. After successful submission of the application
the ERM SAAR STATUS page will load.

14
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VERIFICATION PROCESS

o ERM SAAR Status

The ERM SAAR Process has been initiated. The Transaction is now sent to the Supervisor for verification. You will
receive Email notifications about the Progress.Please make a note of the Operator Id & Password that were selected
You will require them te login to the System once the SAAR is approved by the ISSO/FAM/NAM

CLOSE

Figure 1-10-Verification Process Ptl - SAAR Status

Subject:  SAAR Process awaiting Review e

NSIPS Enterprise Becord Management 3Iystem (ERM) - System Access Authorisation
Fequest (3AAR) VWalidation

Tou are receiving this email because you were identified as a Supervisor for
ISALAC, LESTER requesting an N3IPZ ERM account.

If vou think yvou received this Email by mistake, please forward this email to
N3IP3Helpdeskinavy.mil.

Due to ongoing Information Assurance reguirements, this walidation redquest no
longer supports embedded hyperlinks.

Please go to the MN3IIPS home page and click the ERM 3AAR Validation (3upervisor)
link.

Tou will recquire the following Confirmation Code to wvalidate acocount requests:
oze ZHUCOSIXE 1mBespDDbrpgNPtchE I@

NOTE @

A walid Dol CAC is required in—order to access the link specified in the email.
If wou DO NOT have a walid CAC or if wou are unabhle to present your CAC to the
application, please forward this emwmail to the MNIIPS Help Desk at
N3IPSHelpdeskinavy.mil.

Figure 1-11-Verification Process Pt1 - SAAR Verification E-mail

15
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~ " Nawvy Standard Integrated Personnel Systern
System Status: Online Tuesday, January 5
DoD CAC Authentication User Information
» ESR Self-Service Login Instuctions
» Civilian Employer Information (CEI) Login Instructions
¥ onen » Create ESR View Dnly Account Instructions
Documentation & Training
System Access Authorization Reguest {(SAAR) » ESR Self-Service Desk Guide
» New Users (NSIPS, ESR, Web Ad Hoc) » ESR Frequenty Asked Questions (FAQ)

» ESR Self-Service (New Users)

» ERM SAAR ¥alidation (Supervisor) p
\6 : i

PLEASE NOTE: CAC Logon is PLEASE NOTE: CAC Logon is
now required. The userid and now required. The userid and
password screens have bean password scresns have baan

T

PLEASE NOTE: CAC Logon is now
required. The userid and password
screens have been disabled.

e
e

disabled. disabled.
4 nevrupsraded HEMS reporting The Unit Conumandsss Financs Report
envivomument has been deployed for the (UCFR) is nevw available undex Public
Enlisted and PTS Vowazer Reports Folders--= MSIPS Wb ADHOC. The

(Cubes). Please comvert your old

L] MNEMS Mews

]

UCFR contains infonmation for sexvice

webadhoo Mews B

B

MSIPS News

504-697-3007/0342, DSN: 647-3007/0342, e-mail: Nsipshelpdeask@nawy il

MSIPS Help Desk Contact Information: Tall Free: 877-589-5991, Comm: 504-637-5442, DSM: 647-5442, Fax: Comm:
[ Help Desk }J

(Organizations & Cormrunities>0Organizations (Mavy & Marine Corps Organization)> Mavy Standard Integrated
Personnel Systern (NSIPS))

For additional docurnentation on NSIPS/ESRACIMS, visit the NSIPS/ESR web page on Nawy Knowledge Online (NKO)

{ MEO

Figure 1-12—Verification Process Ptl — NSIPS Splash Page ERM SAAR Validation Link

© ERM SAAR Review/Verification Process

Please enter the Confirmation Code received in the Email and Click on the Button “Confirm" to
start the Process.

Code: ImXPz+Wtosj<xEIWBespDObhrpyNPthLcj

Figure 1-13-Verification Process Ptl - SAAR Verification Process

16
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1.1.7 Verification Process Ptl

1. ERM SAAR STATUS - After successful submission of the application the ERM
SAAR STATUS page will load notifying the applicant that their application has been
successfully submitted.

2. VERIFICATION EMAIL — This email is sent to the applicants Supervisor and
provides them with a link to the ERM SAAR Review/Verification page and a
Confirmation Code to enter into that page.

NOTE: Copy the provided code from the email and paste it into the Verification page
to prevent accidental errors.

A. ERM VALIDATION - This link will be accessed from the NSIPS Splash Page
and is provided for the supervisor to navigate to the ERM SAAR
Review/Verification Page.

B. CONFIRMATION CODE - Supervisors enter this code into the verification
page to begin the verification process on the application.

NOTE: Copy the provided code from the email and paste it into the Verification page
to prevent accidental errors.

3. ERM SAAR VALIDATION (SUPERVISOR) LINK — When this link is used the
ERM SAAR Review/Verification Page will be initiated.

4. ERM SAAR REVIEW/VERIFICATION PAGE — Type or paste the Confirmation
Code into the field provided then press the CONFIRM button to load the Supervisor
Details section.

17
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VERIFICATION PROCESS SUPERVISOR DETAILS

ERM SAAR Review /Verification Process

Please enter the Confirmation Code received in the Email and Click on the Button "Confirm™ to
start the Process.

Code: Confirm |

Supervisor Details

Please enter your details in the Section provided below and click Submit. The details should
match those specified in the SAAR Form.

© name: {Last,First Middle)
e SSN: (OO0 XX)
@ Email Id:
€) Phone:
(107 SUBMIT | 1 1Y RESET |

Figure 1-14—Verification Process Pt2 - SAAR Supervisor Verification Page

"'r-'-"]"---"rl--- 1
D0V TIETELS I OTEN

A Supervisor Hame does not match Supervisor Name on SA4R. form (26105 58)

The Supervizor Name entered an this page must EXACTLY match the Supervisar Name entered on the SAAR. Form, Please very the name entered on the SAAR fam before proceeding,

Figure 1-15-Verification Process Pt2 - SAAR Supervisor Name Error Message

18
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1.1.8
5.

6.

10.

11.

12.

Verification Process Pt2 - SAAR Supervisor Verification Page

CONFIRMATION CODE - Code entered by Supervisor into the verification page to
begin the verification process on the application.

NAME - (Required) Enter the Supervisor’s name in the following format: LAST
Name,FIRST Name MI.

NOTE: There is no space after the coma following the LAST name and the First
name.

NOTE: Itis important that you enter data into this field carefully; the supervisor’s
name must be entered exactly as it was during the application process.

SSN — (Required) The nine digit Social Security Number of the Supervisor.

EMAIL ID - (Required) Supervisor’s email address where mail regarding this
application is sent.

CONTACT PHONE - (Required) Supervisor’s contact phone number.

SUBMIT - (Required) Pressing this button submits the application and begins the
verification and authorization process. After successful submission of this page the
applicant’s SAAR Request will load for review/verification.

RESET - This button will clear all information already entered on this page and let you
re-enter user information.

ERROR MESSAGE - This message will appear if the Supervisor name is not entered
exactly as it was during the application process.

19
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VERIFICATION PROCESS SUPERVISOR

®

Verifiedf Approve Deny Reguest

Figure 1-16-Verification Process Pt3 - SAAR Verification/Deny Buttons

Route SAAR for Final Approval

®

Customize | Find | L] First 4] 1.5 ot 5 [¥] Last

Select Hame uic Command Role Name
r Birk, Dominic Kyle 62980 COMNAVPERSCOM MILLINGTON TN Man Power & Personnel FAM
I FAM,.CIMS1 ALLERM Man Power & Personnel FAM
I FAM.CINS2 ALLERM Man Power & Personnel FAM
I FAM,SUPER ALLERM Man Power & Personnel FAM
— HUGHES.CHRISTOPHER. CODY 03369 CVN 69 EISENHOWER Man Power & Personnel FAM
Note:

Operator{s) displayed in this style are the Manpower & Personnel FAM{s}1SSO{s}NAM{s) and
transactions can be routed to them if there are no Local FAM{s}1SSO{s}NAM{s) set-up for your
Activity.

Ok | Cancel |

Figure 1-17-Verification Process Pt3 - SAAR Routing

| @ ERM SAAR Status

The ERM System Acceess Authorization Request has been forwarded to the ISSO -SUPERFAM(FAM SUPER) for
FINAL Approval. Originator has been Netified via Email.

ERM Main

Figure 1-18-Verification Process Pt3 - SAAR Routing Status Message

20
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1.1.9 Verification Process Pt3 -Verification Process Supervisor

13. SUPERVISOR APPROVAL/DENIAL - This section is located at the bottom of the
application being reviewed by the supervisor. When the Verified/Approve button is
pressed the SAAR Final Approval routing page will be loaded, when the Deny request is
pressed the application will be cancelled and the applicant must make a new application
if desired.

NOTE: The supervisor is only reviewing the application for accuracy and verifying
that all information is accurate and that only the necessary level of access is
being applied for.

14. ROUTE SAAR FOR FINAL APPROVAL - This page loads after the supervisor has
pressed the Verified/Approve button and is used to route the application to the local
FAM for final approval and account activation. Press the OK button to forward the
application and load the ERM SAAR Status message.

15. ERM SAAR STATUS MESSAGE - After pressing OK and forwarding the application
to the CIMS FAM this message will appear notifying the supervisor that the application
has been successfully forwarded.

21
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1.2 System Access Authorization Request (SAAR) Approver/Reviewer (Civilian)

1.2.1 Civilian User Account Creation

¢ Using your Internet Explorer window, navigate to https://nsips.nmci.navy.mil/ and the
Security Disclaimer page will load.

1. Security Disclaimer — After disclaimer is reviewed and checkbox is enabled, click on
the “Agree’ button. The NSIPS Splash page will populate, containing the New Users
(NSIPS, ESR, Web Ad Hoc) Link.

SECURITY DISCLAIMER

You are accessing a U5, Government (USG) information system {I15) that is provided
for USG-authorized use anly. By using this 15, you consent to the following
conditions: The USG routinely monitors cormmunications ocourring on this IS, and any
device attached to this IS, for purposes including, but not limited to, penetration
testing, COMSEC monitoring, network defense, quality control, and employee
misconduct, law enforcement, and counterintelligence investigations, At any time, the
LUSG may inspect and/for seize data stored on this IS and any device attached to this
15. Communications ococurring on or data stored on this 1S, or any device attached to
this IS, are not private, They are subject to routine rmonitoring and search, Any
communications ocourring on or data stared on this IS, aor any device attached to this
15, may be disclosed or used for any USG-authorized purpose. Security protections
may be utilized on this IS to protect certain interests that are important to the USG,
For example, passwaords, access cards, encryption or biometric access controls
provide security for the benefit of the USG. These protections are not provided for
your benefit or privacy and maybe modified or eliminated at the USG's discretion,

“The Data contained Herein is protected by the Privacy Act of 1974. All measures
required to protect this information should be taken.”

I have read and consent to the terms in the Security Disclaimer above

\e

Figure 1-19-Security Disclaimer
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2. New Users (NSIPS, ESR, Web Ad Hoc) Link — When this link is used a new SAAR
application will be initiated and the NON-ERM USERS ONLY page will load.

5 Mawvy Standard Integrated Personnel System

System Status: Online Tuesday, January 5

DoD CAC Authentication User Information
¥ ESR Self-Service Login Instructions

» Civilian Employer Information (CEI) Login Instructons
—
.'___:\l"‘ LDgDn ¥ Create ESR Wiew Only Account Instructions

Documentation & Training
! v {(SAAR) *» ESR Self-Service Desk Guide

» Mew Users (MNSIPS, ESR, Web Ad Hoc) \ » ESR Frequenty Asked Questons (FAQ)
o — e —
—

*» ERM 5A AR Yalidation (Supervisor)

PLEASE MOTE: CAC Logon is now PLEASE MOTE: CAC Logon is L:‘J PLEASE MOTE: CAC Logon is L:J:

required. The userid and password now required. The userid and — now required. The userid and ==

e S o R Sy password screens have been A password screens have been
disabled. ] disabled. E
& nearupgraded HEMS reporting The Uit Commanders Finance Feport T
enviromment has been deployed for the [TCFE]) is now available under Public
Enlisted and PT3 Vorager Feports Folders--= H3IPS Weh ADHOC, The
[Cubes). Please convert your old LI._AJ TCFE contains imformation for service L:Il

L MSIFS News | 5 | MNREMS MNews I L [ webadhoc News B3 |

NZIPS Help Desk Contact Informnation: Toll Free: 877-589-5991, Comm: S04-697-5442, DSEN: 647-5442, Fax: Comm:
504-697-3007/0342, DSN: 647-3007/0342, e-mail: Nsipshelpdask @nawy.mil
] Help Desk ]

For additional documentation on NSIPS/ESRACIMS, visit the NSIPS/ESR web page on Mavy Knowledge Online (NKD)
{Organizations & Communities >0rganizations (Mavy & Marine Corps Organization)> Mawy Standard Integrated
Personnel Systern (MSIPS)) [

] MNED —

Figure 1-20-NSIPS Splash Page
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NON-ERM USERS ONLY

Please enter the SSN, Name and Home Command and Click the Submit button to initiate
the SAAR Process,

Please fill the Required Fields

EmplliD: € | XXXAX0250 *
HName: e * (LastFirst Middle)
Command UIC: 63410 €
* Required)
@ SUuUBMIT | o Cancel | o RESET

Figure 1-21-SAAR Account Civilian Pt 1

Microsoft Internet Explorer

!": wiarning -- 550 Entered has no record akt ERM Central Database, (26105,2)

Flease fill in the Mame & Command of the 35N entered and submit bo place a request,

Q Ok |

x|

Figure 1-22-SAAR Central Database Warning

Havy Standard Integrated Personnel Spstem

You have successfully signed out of NSIPS.

Return to MSIPS Portal Page

For questions or concerns please contact the NSIPS Help Desk
Contact Information: Toll Free: 877-5809-5991, Comm: 504-6907-5442, D5SN: 647 -5442,

Fax: Comm: 504-6097-3007 /0342, DSMN: 647-3007 /0342 a-mail: Nsipshelpdesk Gnawy il

Figure 1-23-SAAR Cancellation
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1.2.2

1.

SAAR Account Civilian Pt 1 - SAAR User ID Page

EMPLID - (Required) Enter the SSN of the user requesting access and “TAB’ to the
next field.

NOTE: Actual EMPLID had been partially hidden for utilization in User’s Guide.

NAME - (Required) The name of Active Duty personnel already in NSIPS will
populate automatically. Other personnel not already in NSIPS including Civilian
personnel being granted access will cause Warning message ‘A’ (Figure 1-22) to
display; and you will be required to enter the name manually in the following format
LAST Name,FIRST Name ML.

NOTE: There is no space after the comma following the LAST name and the First
name.

COMMAND UIC - The UIC of the Command that the Civilian user will administer.

SUBMIT - This button will begin the next phase of the application process and open a
new page.

CANCEL - This button will cancel the request and return you to page ‘B’ (Figure 1-
23), giving you a link to return to the NSIPS Portal Page.

RESET - This button will clear all information already entered on this page and let you
re-enter user information.
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System Access Authorization Request - (SAAR)

PRIVACY STATEMENT

Public Law 99-474, the Counterfeit Access Device and Computer Fraud and Abuse Act of 1984, authorizes collection of this information.
The information will be used to verify that you are an authorized user of a Government automated information system {AIS) and/or to verify
your level of Government security clearance. Although disclosure of the information is voluntary, failure to provide the information may
impede or prevent the processing of your “System Authorization Access Request (SAAR)”. Disclosure of records or the information
contained therein may be specifically disclosed outside the DoD according to the "Blanket Routine Uses" set forth at the beginning of the
DISA compilation of systems or records, published annually in the Federal Register, and the disclosures generally permitted under 5

= U.S.C.552A(b) of the Privacy Act.
User Profile

Operator Details

User ID:  N1270616867S0015 o

General Attributes

eEmpllD: 123458965 e Name: BREES,DREW

@ Department:  §3410 NAVMAC MILLINGTON TN @ JUSTIFICATION

@ Rank/Rate: N/A

@ Email Address:

Security Type & User Roles

@ Account Type: Civillan

F1 oY
o Telephone:
(joe smithg@nawy.mily

Corporate User

This type of Account has to be Approved By the Functional Area
Corporate User? -
L. P Manager Responsible for ManPower & Personnel
C]ANO User? Acceptance and Cath of Office

C1CIMS User? Career Information Management System

POEMS User

POEMS User PCS Obligation & Expenditure Management System

e-Leave

16 eLeave is a Sub-System in the Enterprise Database,

[Je-Leave Civilian Approver/Reviewer

Figure 1-24-SAAR Account Civilian Pt 2
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1.2.3
7.

8.
9.

10.

11.

12.

13.

14.

15.

16.

SAAR Account Civilian Pt 2 - SAAR User ID Page
USER ID — The User ID is automatically generated and is associated to User’s CAC.

EMPLID — The SSN of the applicant as entered on the NON-ERM USERS page.
NAME - The users name as entered on the NON-ERM USERS page.

DEPARTMENT - The users UIC and Command Description as entered on the NON-
ERM USERS page.

JUSTIFICATION BUTTON - This button allows the user to enter a justification for
their access to the desired applications.

RANK/RATE — The users Rank/Rate, for Civilian, should be N/A.

ACCOUNT TYPE - (Corporate Data) This field is automatically populated with
Civilian.

EMAIL ADDRESS - (Required) User Email address.

NOTE: All email sent to the user in reference to their account is sent to this address
and must be a .mil or .gov address.

TELEPHONE - Users telephone number. This telephone number may be used by the
help desk or FAM in order to assist the user with any issues pertaining to the account.

E-LEAVE CIVILIAN APPROVER/REVIEWER - Place a check in this box to
create an e-Leave Civilian Approver/Reviewer.
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[]
=
ﬁ

eLeave is a Sub-System in the Enterprise Database.

[

e-Leave Civilian Approver/Reviewer

ePerformance Details

ePerformance User? ePerformance is a Sub-System in the Enterprise Database.
ePerformance is both a counseling and performance tool used to
measure effective performance of erganizational behaviors.

Security Type

Pay & Personnel Offices Command/Fleet Users

Navy Retention Monitoring System

CNQ Access CCC Access The Navy Retention Monitoring System sections
are as follows:
CHO and Fleet Access allows access to all
Fleet Access reports. CCC Access allows access to only one
type of report.

Admin Level Roles

Admin Level - Create Admin Level - Approve Admin Level - Inquiry
ANOC - Create ANO - Approve ANO - Field User
. 1 Career C | Dept/Div Career Counselor

Special Categories

NAMASSOFAM Reports Administrator?
Authorized to Release Pay Related Transactions? Access to PRA Sensitive Records?

ERM Application(s) Access List
Select All De-Select All

Find | View All | i First 1 or1 [F Last
Select ERM Application

‘I

Web AdHoc Access

Access to Web AdHoc? Web AdHoc UIC Access

UIC Access Setup

ERM UIC Access

ERM UIC Access

Workflow Setup

Click here to SetUp Next Roleusers in Route

Supervisor Details - SAAR Form

Name:

{LastFirst Middle)

Email Id:

(joe.smithgenif.navy.nola.mily

Contact Phone:

@ SURMIT

Figure 1-25-SAAR Account Civilian Pt 3
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1.2.4 SAAR Account Civilian Pt 3 - SAAR User ID Page

17. E-LEAVE CIVILIAN APPROVER/REVIEWER - Place a check in this box to
create an e-Leave Civilian Approver/Reviewer as noted in item 16 from figure 1-25,
this checkbox indicates selection of an e-leave civilian approver/reviewer.

NOTE: All fields grey out on the page once the e-Leave Civilian Approver/Reviewer
check box is selected.

18. SUBMIT BUTTON - Pressing this button submits the application and begins the
verification and authorization process. After successful submission of the application
the ERM SAAR STATUS page will load.
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@ ERM SAAR Status

The ERM SAAR Process has been initiated. This transaction has been sent to your UIC e-Leave Administrator for
verification.

CLOSE

Figure 1-26-Verification Process Pt4
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1.25 Verification Process Pt4

1. ERM SAAR STATUS - After successful submission of the application the ERM
SAAR STATUS page will load notifying the applicant that their application has been
successfully submitted to the e-Leave Administrator.
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1.3 System Access Authorization Request (SAAR) Self-Service
1.3.1 Self-Service User Account Creation

¢ Using your Internet Explorer window, navigate to https://nsips.nmci.navy.mil/ and the NSIPS
page will load.

1. ESR Self-Service (New Users) Link — When this link is used a new Self-Service

Request application will be initiated and the Member Self-Service Account Request
page will load.

NOTE: If you are not on an NMCI workstation, you will need to have a DOD PKI
identity certificate loaded into your web browser in order to access this web
page. Contact your Local Registration Authority (LRA).

o Mawy Standard Integrated Personnel System

System Status: Online Tuesday, January 5
DoD CAC Authentication User Information
» ESR Self-Service Login Insthuctions
= »* Ciwilian Employer Information (CEI) Login Instructions
;"nggn ** Create ESR ¥Wiew Only Account Instructions
Documentation & Training
System Access Authorization Request {SAAR) * ESR Self-Service Desk Guide
¥+ New Users (NSIPS, ESR, Web Ad Hoc) ¥ ESR Frequentdy Asked Questons (FAQ)
» ESR Self-Service {(New Users)
¥ ERM SAAR Yalidation (Supervisor)
I Menu [a—
PLEASE WDTE: CAC Logon is nowr PLEASE WODTE: CAC Logon is L:J PLEASE WNOTE: CAC Logon is |_
required. The userid and password now required. The userid and =1 now required. The userid and =
b ane hava boan dicakilad, password screens have been password screens have been |
disabled. i disabled. =
A newrupgraded NERS reporting The Unit Corunanders Finance Feport §
environrment has been deploved for the [TCFE) is noar available under Fublic
Enlisted and PTS Voyager Feports Folders--= HSIPS Weh ADHC. The
[Cubes). Please convert your old L_a| TCFE contains information for service l:o]
e MSIPS News — MREMS News I L—1 websdhoc News BY |
MZIPS Help Desk Contact Information: Toll Free: 877-589-5991, Comm: S04-697-5442, DSMN: 647-5442, Fax: Comm!
504-697-3007/0342, DSN: 647-3007/0342, e-mail: Nsipshelpdesk @navy.mil
I Help Desk [a—
For additional docurmentation on NSIPS/ESRACIMGS, visit the NSIPS/ESR web page on Nawvy Knowledge Online (NKO)
{QOrganizations & Communities=Organizations (Navy & Marine Carps Organization)= Mavy Standard Integrated
Fersonnel System (MSIPS)) I
. MEC —

Figure 1-27-NSIPS Splash Page
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t* * HARNTNG?* ??

To access this web site you most first be authenficated as an autharized user. Your information will be fansmitted in o secure mManner.

MOTE: The Privacy Act, 5 U.S.C. 552a und DoD Web Site Administration Policies and Procedures Dated November 25,
1998, requires that federal agencies inform individuals, at the time information is solicited from them, whether the
disclesure is mandatery or veluntary, by what authority such information is solicited, and what uses will be made of the
infoermation. You are hereby advised that autheority for soliciting your Name, Social Security Account Number (§SAN),
and Date of Birth (DOB) is 5 U.S.C. 301, Departmental Regulations; 10 U.S.C. Chapters 53, 54, 55, 58, and 75; 10 U.5.C. 134;
31 U.5.C. 3512(c); 50 U.S.C. Chapter 23 (Internal Security); DoD Directive 1341.1, Defense Enrollment!Eligikility Reporing
System; DoD Instruction 1341.2, DEERS Procedures; and E.O. 9397 (S88N). The disclosure of this infarmatien is voluntary.
However, its use is required in cedifying your identity and providing access to self-Service Application.

ESR User Id:  N127061686750010 €

ssN: @) (000000000

Name: é {Last,First Middle)
Birthdate: 0 197410110 |5

Email: Q dominick.barras@navy.mil

y -9
Phone: & |504.555.1212

o Create Self-Service Account | e Cancel

Figure 1-28—-Member Self-Service Account Request Page
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1.3.2 SAAR Account Self-Service Pt 1 - SAAR User ID Page

1. ESR USER ID - As the page displays, you will notice that a User Id has been
generated for you by the system.

2. SSN - Enter your Social Security Number. Use the tab key to navigate to birthdate,
your name should pre-fill.

3. NAME - Pre-filled once Social Security Number is entered. SSN — Enter your Social
Security Number. Use the tab key to navigate to birth date, your name should pre-fill.

4. BIRTHDATE - Enter your birth date in YYYY/MM/MM format.

5. EMAIL - Enter your official email address. Tab to Phone, and a new page will appear
confirming the email address entered is official, as noted in *A’. Click on “Yes” and
you will be returned back to Member Self-Service Account Request Page.

o

this an official email address? (261049,64)

Yes | Mo |

Figure 1-29-Official Email Address Confirmation
6. PHONE - Enter your telephone number.

7. CREATE SELF-SERVICE ACCOUNT - Click on this button to create the account
and receive confirmation that the account creation was successful.

Self-Service Account Status

Self Service Account Status

The Self-Service Account requested by BARRAS DOMINICK ANTHOMNY/( ) was created
Successfully. You must close this browser window before proceeding. Open a new browser window and
navigate to the Sign-In page to access the Self-Service System.

Figure 1-30-Self-Service Account Confirmation

8. CANCEL - This button will cancel the request and return you to the page (Figure 1-
31), giving you a link to return to the NSIPS Portal Page.
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HMavy Standard Integrated Personnel System

(9]

You have successfully signed out of NSIPS.

Return to NSIPS Portal Page

For questions or concerms please contact the MNSIPS Help Desl
Contact Informaton: Toll Free: 877-589-5991, Conmm: S04-697-5442, DSMN: 647-5442,
Fax: Commni: S04-697-3007 /0342, DSMN: 647F-3007 /0342 e-mail: Nsipshelpdesk @nawy .mil

Figure 1-31-Self-Service Account Cancelation
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ACRONYMS AND ABBREVIATIONS
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ACRONYMS AND ABBREVIATIONS

ADSD Active Duty Start Date

COTS Commercial Off-the Shelf

DEPT Department

DEPTID Department Identification or Unit Identification Code

DIEMS Date of Initial Entry Military Service

DIERF Date of Initial Entry Reserve Forces

DIV Division

DSC Duty Status Code

EAOS Expiration Active Obligated Service

ECMO Enlisted Career Management Objective

EOS Expiration Obligated Service

ESR Enlisted Service Record

EXT Extension

FAM Functional Area Manager

FLT Fleet Reserve

FTSW First Term Success Workshop

ICDP Individual Career Development Plan

ITP Individual Transition Plan

LDO Limited Duty Officer

MGIB Montgomery Gl Bill

MILREQ Military Requirements

NETPDTC Naval Education and Training Professional Development and
Technology Center

NKO Navy Knowledge Online

NOSC Navy Operational Support Center

NSIPS Navy Standard Integrated Personnel System

PCS Permanent Change of Station

PDTY Permanent Temporary Duty

PEBD Pay Entry Base Date
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ACRONYMS AND ABBREVIATIONS

PFA Physical Fitness Assessment
PG Prospective Gain

PNA Passed Not Advanced

PQS Personnel Qualification System
PRD Projected Rotation Date

PRT Physical Readiness Test

PTS Perform To Serve

QUAL Qualification

REN Reenlistment

RET Retirement

RTM Rate Training Manual

SAAR System Access Authorization Request (NSIPS usage)
SEA Senior Enlisted Advisor

SEP Separation

SRB Selective Reenlistment bonus
SSN Social Security Number

TAP Transition Assistance Program
TRF Transfer

TSP Thrift Savings Plan

A-3
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RECORD OF EMERGENCY DATA

PRIVACY ACT STATEMENT

AUTHORITY: 5USC 552, 10 USC 655, 1475 to 1480 and 2771, 38 USC 1970, 44 USC 3101, and EO 9397 (SSN).

PRINCIPAL PURPOSES: This form is used by military personnel and Department of Defense civilian and contractor personnel, collectively referred to
as civilians, when applicable. For military personnel, it is used to designate beneficiaries for certain benefits in the event of the Service member's
death. Itis also a guide for disposition of that member's pay and allowances if captured, missing or interned. It also shows names and addresses of
the person(s) the Service member desires to be notified in case of emergency or death. For civilian personnel, it is used to expedite the notification
process in the event of an emergency and/or the death of the member. The purpose of soliciting the SSN is to provide positive identification. All items
may not be applicable.

ROUTINE USES: None.

DISCLOSURE: Voluntary; however, failure to provide accurate personal identifier information and other solicited information will delay notification and
the processing of benefits to designated beneficiaries if applicable.

INSTRUCTIONS TO SERVICE MEMBER INSTRUCTIONS TO CIVILIANS

This extremely important form is to be used by you to show the names and This extremely important form is to be used by you to show the
addresses of your spouse, children, parents, and any other person(s) you names and addresses of your spouse, children, parents, and any
would like notified if you become a casualty (other family members or fiance), other person(s) you would like notified if you become a casualty.
and, to designate beneficiaries for certain benefits if you die. IT IS YOUR Not every item on this form is applicable to you. This form is used
RESPONSIBILITY to keep your Record of Emergency Data up to date to show | by the Department of Defense (DoD) to expedite notification in
your desires as to beneficiaries to receive certain death payments, and to the case of emergencies or death. It does not have a legal impact
show changes in your family or other personnel listed, for example, as a result | on other forms you may have completed with the DoD or your
of marriage, civil court action, death, or address change. employer.

IMPORTANT: This form is divided into two sections: Section 1 - Emergency Contact Information and Section 2 - Benefits Related
Information. READ THE INSTRUCTIONS ON PAGES 3 AND 4 BEFORE COMPLETING THIS FORM.

SECTION 1 - EMERGENCY CONTACT INFORMATION

1. NAME (Last, First, Middle Initial) 2. SSN

3a. SERVICE/CIVILIAN CATEGORY b. REPORTING UNIT CODE/DUTY STATION
I:‘ARMY D NAVY D MARINE CORPS I:‘AIR FORCE D DoD D CIVILIAN DCONTRACTOR

4a. SPOUSE NAME (If applicable) (Last, First, Middle Initial) b. ADDRESS (Include ZIP Code) AND TELEPHONE NUMBER

D SINGLE D DIVORCED D WIDOWED

5. CHILDREN c. DATE OF BIRTH

a. NAME (Last, First, Middle Initial) b. RELATIONSHIP (YYYYMMDD) d. ADDRESS (Include ZIP Code) AND TELEPHONE NUMBER
6a. FATHER NAME (Last, First, Middle Initial) b. ADDRESS (Include ZIP Code) AND TELEPHONE NUMBER

7a. MOTHER NAME (Last, First, Middle Initial) b. ADDRESS (Include ZIP Code) AND TELEPHONE NUMBER

8a. DO NOT NOTIFY DUE TO ILL HEALTH b. NOTIFY INSTEAD

9a. DESIGNATED PERSON(S) (Military only) b. ADDRESS (Include ZIP Code) AND TELEPHONE NUMBER

10. CONTRACTING AGENCY AND TELEPHONE NUMBER (Contractors only)

DD FORM 93, JAN 2008 PREVIOUS EDITION IS OBSOLETE. Adobe 7.0 Professional





SECTION 2 - BENEFITS RELATED INFORMATION

11a. BENEFICIARY(IES) FOR DEATH GRATUITY | b. RELATIONSHIP| c. ADDRESS (Include ZIP Code) AND TELEPHONE NUMBER

(Military only)

d. PERCENTAGE

12a. BENEFICIARY(IES) FOR UNPAID PAY/ALLOWANCES
(Military only) NAME AND RELATIONSHIP

b. ADDRESS (Include ZIP Code) AND TELEPHONE NUMBER

c. PERCENTAGE

13a. PERSON AUTHORIZED TO DIRECT DISPOSITION (PADD)
(Military only) NAME AND RELATIONSHIP

b. ADDRESS (Include ZIP Code) AND TELEPHONE NUMBER

14. CONTINUATION/REMARKS

15. SIGNATURE OF SERVICE MEMBER/CIVILIAN (Include rank, rate,
or grade if applicable)

16. SIGNATURE OF WITNESS (Include rank, rate, or grade
as appropriate)

17. DATE SIGNED
(YYYYMMDD)

DD FORM 93 (BACK), JAN 2008






INSTRUCTIONS FOR PREPARING DD FORM 93

(See appropriate Service Directives for supplemental instructions for completion of this form at other than MEPS)

All entries explained below are for electronic or typewriter
completion, except those specifically noted. If a computer
or typewriter is not available, print in black or blue-black ink
insuring a legible image on all copies. Include "Jr.," "Sr.,"
"III" or similar designation for each name, if applicable.
When an address is entered, include the appropriate ZIP
Code. If the member cannot provide a current address,
indicate "unknown" in the appropriate item. Addresses
shown as P.O. Box Numbers or RFD numbers should
indicate in ltem 14, "Continuations/Remarks", a street
address or general guidance to reach the place of
residence. In addition, the notation "See Item 14" should be
included in the item pertaining to the particular next of kin or
when the space for a particular item is insufficient. If the
address for the person in the item has been shown in a
preceding item, it is unnecessary to repeat the address;
however, the name must be entered. Those items that are
considered not applicable to civilians will be left blank.

ITEM 1. Enter full last name, first name, and middle initial.
ITEM 2. Enter social security number (SSN).

ITEM 3a. Service. Military: Mark X in appropriate block.
Civilian: Mark two blocks as appropriate. Examples: an
Army civilian would mark Army and either Civilian or
Contractor; a DoD civilian, without affiliation to one of the
Military Services, would mark DoD and then either Civilian or
Contractor as appropriate.

ITEM 3b. Reporting Unit Code/Duty Station. See Service
Directives.

ITEM 4a. Spouse Name. Enter last name (if different from
Item 1), first name and middle initial on the line provided. If
single, divorced, or widowed, mark appropriate block.

ITEM 4b. Address and Telephone Number. Enter the
"actual" address and telephone number, not the mailing
address. Include civilian title or military rank and service if
applicable. If one of the blocks in 4a is marked, leave blank.

ITEM 5a-d. Children. Enter last name (only if different from
Item 1) first name and middle initial, relationship, and date of
birth of all children. If none, so state. Include illegitimate
children if acknowledged by member or paternity/maternity
has been judicially decreed. Relationship examples: son,
daughter, stepson or daughter, adopted son or daughter or
ward. Date of birth example: 19950704. For children not
living with the member's current spouse, include address
and name and relationship of person with whom residing in
item 5d.

ITEM 6a. Father Name. Last name, first name and middle
initial.

ITEM 6b. Address and Telephone Number of Father. If
unknown or deceased, so state. Include civilian title or
military rank and service if applicable. If other than natural
father is listed, indicate relationship.

ITEM 7a. Mother Name. Last name, first name and middle
initial.

ITEM 7b. Address and Telephone Number of Mother. If
unknown or deceased, so state. Include civilian title or
military rank and service if applicable. If other than natural
mother is listed, indicate relationship.

ITEM 8. Persons Not to be Notified Due to Ill Health.

a. List relationship, e.g., "Mother," of person(s) listed in
Items 4, 5, 6, or 7 who are not to be notified of a casualty
due to ill health. If more than one child, specify, e.g.,
"daughter Susan." Otherwise, enter "None".

b. List relationship, e.g., "Father" or name and address of
person(s) to be notified in lieu of person(s) listed in item 8a.
If "None" is entered in Item 8a, leave blank.

ITEM 9a. This item will be used to record the name of the
person or persons, if any, other than the member's primary
next of kin or immediate family, to whom information on the
whereabouts and status of the member shall be provided if
the member is placed in a missing status. Reference 10
USC, Section 655. NOT APPLICABLE to civilians.

ITEM 9b. Address and telephone number of Designated
Person(s). NOT APPLICABLE to civilians.

ITEM 10. Contracting Agency and Telephone Number
(Contractors only). NOT APPLICABLE to military
personnel. Civilian contractors will provide the name of
their contracting agency and its telephone number.
Example: XYZ Electric, (703) 555-5689. The telephone
number should be to the company or corporation's
personnel or human resources office.

ITEM 11a. Beneficiary(ies) for Death Gratuity (Military
only). Enter first name(s), middle initial, and last name(s)
of the person(s) to receive death gratuity pay. A member
may designate one or more persons to receive all or a
portion of the death gratuity pay. The designation of a
person to receive a portion of the amount shall indicate the
percentage of the amount, to be specified only in 10 percent
increments, that the person may receive. If the member
does not wish to designate a beneficiary for the payment of
death gratuity, enter "None," or if the full amount is not
designated, the payment or balance will be paid as follows:

(1) To the surviving spouse of the person, if any;

(2) To any surviving children of the person and the
descendants of any deceased children by representation;
(3) To the surviving parents or the survivor of them;

(4) To the duly appointed executor or administrator of the
estate of the person;

(5) If there are none of the above, to other next of kin of the
person entitled under the laws of domicile of the person at
the time of the person's death.

The member should make specific designations, as it
expedites payment.
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INSTRUCTIONS FOR PREPARING DD FORM 93
(Continued)

ITEM 11a. (Continued) Seek legal advice if naming a minor
child as a beneficiary. If a member has a spouse but
designates a person other than the spouse to receive all or a
portion of the death gratuity pay, the Service concerned is
required to provide notice of the designation to the spouse.
NOT APPLICABLE to civilians.

Item 11b. Relationship. NOT APPLICABLE to civilians.

ITEM 11c. Enter beneficiary(ies) full mailing address and
telephone number to include the ZIP Code. NOT
APPLICABLE to civilians.

ITEM 11d. Show the percentage to be paid to each person.
Enter 10%, 20%, 30%, up to 100% as appropriate. The sum
shares must equal 100 percent. If no percent is indicated and
more than one person is named, the money is paid in equal
shares to the persons named. NOT APPLICABLE to
civilians.

ITEM 12a. Beneficiary(ies) for Unpaid Pay/Allowance
(Military only). Enter first name(s), middle initial, last
name(s) and relationship of person to receive unpaid pay
and allowances at the time of death. The member may
indicate anyone to receive this payment. If the member
designated two or more beneficiaries, state the percentage
to be paid each in item 10c. If the member does not wish to
designate a beneficiary, enter "By Law." The member is
urged to designate a beneficiary for unpaid pay and
allowances as payment will be made to the person in order
of precedence by law (10 USC 2771) in the absence of a
designation. Seek legal advice if naming a minor child as
beneficiary. NOT APPLICABLE to civilians.

ITEM 12b. Enter beneficiary(ies) full mailing address and
telephone number to include the ZIP Code. NOT
APPLICABLE to civilians.

ITEM 12c. If the member designated two or more
beneficiaries, state the percentage to be paid each in this
section. The sum shares must equal 100 percent. NOT
APPLICABLE to civilians.

ITEM 13a. Enter the name and relationship of the Person
Authorized to Direct Disposition (PADD) of your remains
should you become a casualty. Only the following persons
may be named as a PADD: surviving spouse, blood relative
of legal age, or adoptive relatives of the decedent. If neither
of these three can be found, a person standing in loco
parentis may be named. NOT APPLICABLE to civilians.

ITEM 13b. Address and telephone number of PADD. NOT
APPLICABLE to civilians.

ITEM 14. Continuations/Remarks. Use this item for remarks
or continuation of other items, if necessary. Prefix entry with
the number of the item being continued; for example, 5/John
J./son/ 19851220/321 Pecan Drive, Schertz TX 78151. Also
use this item to list name, address, and relationship of other
persons the member desires to be notified. Other
dependents may also be listed. This block offers the
greatest amount of flexibility for the member to record other
important information not otherwise requested but
considered extremely useful in the casualty notification and
assistance process. Besides continuing information from
other blocks on this form, the member may desire to include
additional information such as: NOK language barriers,
location or existence of a Will, additional private insurance
information, other family member contact numbers, etc. If
additional space is required, attach a supplemental sheet of
standard bond paper with the information.

ITEM 15. Signature of Service Member/Civilian. Check and
verify all entries and sign all copies in ink as follows: First
name, middle initial, last name. Include rank, rate, or grade
if applicable. May be electronically signed (see DoD
Instruction 1300.18 for guidelines).

ITEM 16. Signature of Witness. Have a witness
(disinterested person) sign all copies in ink as follows: First
name, middle initial, last name. Include rank, rate, or grade
as appropriate. A witness signature is not required for
electronic versions of the DD Form 93 (see DoD Instruction
1300.18).

ITEM 17. Date the member or civilian signs the form. This
item is an ink entry and must be completed on all copies.

DD FORM 93 (INSTRUCTIONS) (BACK), JAN 2008
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                                                XX XXX 10

From:  Director, (Command Name)(Code)

To:    YN1(SW) Ima U. S. Sailor, USN, XXX-XX-0000

Subj:  DESIGNATION AS (COMMAND NAME) COMMAND LEAVE ADMINISTRATOR


       FOR E-LEAVE


Ref:  (a) DODINST 1327.06


      (b) MILPERSMAN Art 1050-010

1.  You are hereby designated as (Command Name) Command Leave Administrator (CLA) for the Unit Identification Code (UIC or UICS) 88888 and 99999 for e-Leave.


2.  You will be responsible for the management of the Command’s Leave Program and as such you will familiarize yourself with references (a) and (b) in the performance of your duties.


                               I. M. CAPTAIN

Copy to:


PSD NAM

----------------------------------------------------------------------
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1 Overview

This document contains diagrams and narratives relating to the Navy’s Official Military Personnel File (OMPF) —
Administrator Access and OMPF-Command View external user interface applications.

° OMPF — Command View Application.

o Provides command-level access to Official Military Personnel Files (OMPFs) maintained at Navy
Personnel Command

o Access to OMPFs limited within Access Control Lists (ACLs) set on:
=  Command/Administrative UIC hierarchies
= Personnel office/supported customer UICs
=  Admin UICs/supported Reserve UICs

° OMPF — Administrator (Admin) Access Application.

o Online tool to be used by designated command personnel to administer and manage OMPF view
roles.

The objectives:

e  Support the elimination of the Enlisted Field Service Record

e Short-term solution to provide access to legacy Officer and Enlisted record information not available in
the Electronic Service Record (ESR) and Career Information Management System (CIMS) modules within
Navy Standard Integrated Personnel System (NSIPS), and other official data sources such as the Enlisted
Distribution Verification Report (EDVR).

e  Comply with the Government Paperwork Elimination Act (GPEA) of 1998 that mandates Federal agencies
to maintain records electronically, when practicable.

e  Provide security and protection of Protected Personal Information (PPI).
e Improve the Navy’s personnel record maintenance business process.

e Augment official personnel data sources when information is not otherwise available.

1.1  Protection of Official Military Personnel Files (OMPFs) Information

The Navy’s single authoritative Official Military Personnel Files (OMPFs) are maintained by Navy Personnel
Command (CNPC) in the Electronic Military Personnel Records System (EMPRS) as required by federal statute and
current Department of Defense and Navy directives. The OMPF is the Sailor’s permanent personnel record
documenting their career from accession to discharge or retirement.

e All military personnel record information is classified as “For Official Use Only” with Protected Personal
Information (PPI) covered by the Privacy Act. Personnel entrusted with access to OMPF information must
have the appropriate active security investigation and should be familiar with the references listed in the
appendix of this guide.

e All authorized users of the OMPF — Administrator Access and/or OMPF- Command View applications
must have a current System Authorization Access Request — Navy form (SAAR-N) (OPNAV FORM
5239/14), and a current and approved NAVPERS 1070/857, Request for Access to Electronic Military
Personnel Records System (EMPRS) on file with the command’s Information Assurance or Security
Manager. Refer to Chapters 5.1 and 5.2 for guidelines as to the completion and retention of both forms.
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e All authorized users of both applications must have access to BUPERS Online (BOL). Refer to Chapter 5.1
for guidelines to request access to BOL.

e Personnel data is to be accessed and/or used only for official actions in the performance of personnel
administrative tasks and is only to be disclosed to authorized persons conducting official military business.

e Individuals with proper clearance investigations and authority to view record information will not permit
unauthorized access to record information, and must ensure adequate safeguards enforcement to
prevent disclosure of record information.

e  Misuse of record information due to loose interpretation of “official actions in the performance of
personnel administrative tasks” can result in the spillage of Personal Protected Information (PPI). Unless
specifically required by an official directive, record documents will not be provided as part of routine
nomination or screening packages.

e The Privacy Act of 1974 (Title 5, U.S.C., Section 552a) provides for criminal penalties against anyone who
discloses information to unauthorized persons. Anyone who obtains information about an individual
under false pretences may also be subject to criminal penalties.
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2 OMPF-Admin Access and OMPF-Command View Roles

. . *Admin * Delegated . Command-Only
Role Authorized Actions Access Admin Command View View
For Onboard UIC
c Assign/Unassigned - X
‘g Delegated Admin Users
(%]
;? 8 Assign/Unassigned - X X
a & [ Command View Users
% Assign/Unassigned - X X
Command-Only View Users
© View OMPF documents
= X X X X
£
S 2 | Print OMPF documents X X X X
Qs
(¥
% Download OMPF X X X X
o documents
For Subordinate UICs
c Assign/Unassigned - X
‘g Delegated Admin Users
;? g Assign/Unassigned - X X
a & [ Command View Users
g Assign/Unassigned - X X
Command-Only View Users
° View OMPF documents
é X X X
g % Print OMPF documents X X X
Qs
a Download OMPF
% documents X X X

* Admin / Delegated Admin Users must be E6 & above
Figure 2-1: OMPF- Admin Access and Command View Role Matrix

There are four user roles for the OMPF-Admin Access and OMPF-Command View applications with different levels
of access as depicted in the Role Matrix provided in figure 2-1.

1. Administrator or Admin Access Role.

a. Applications Access. Admin Access users have automatic access based on the following:

1) Flag Officers — continuous access based on rank

2) Commanding Officers, Executive Officers, Officers in Charge, Commanders, Deputy/Vice
Commanders, Chiefs of Staff and Chief Staff Officers — upon assignment to a designated Billet Navy
Officer Billet Classification listed in Table 1 of Appendix 6.1 of this guide. Access terminates upon
transfer from the authorizing billet or removal of billet NOBC.

3) Command Master Chiefs (to include Fleet and Force Master Chiefs), Command Senior Chiefs and
Chiefs of the Boat — upon assignment to a designated Distribution Navy Enlisted Classifications
(DNECs) listed in Table 2 of Appendix 6.1 of this guide. Access terminates upon loss of the DNEC.
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b. OMPF - Admin Access Application. The Admin Access role will use the administrative tool to manage the

roles of Delegated Admin, Command View and Command-Only View for their Unit Identification Code
(UIC) Access Control List (ACL) hierarchy:

1)
2)

3)

4)

Personnel within their onboard Unit Identification Code (UIC)

Personnel within their administrative subordinate UICs as designated by the Standard Navy
Distribution List (SNDL) (OPNAVNOTE 5400).

a)

b)

The Navy Activity Status (NAVACTSTAT) master file captures only the Major Command (Echelon
I1) and Sub-Major Command (Echelon 1lI) for each activity. Therefore, the Echelon IVs will not
have visibility of their subordinate UICs in this short-term solution. Refer to Chapter 5.3 for
corrections to the Administrative Shore or Fleet Chains of Command.

Reserve Admin UICs will have the ability to manage the User roles of Delegated Admin,
Command View and Command-Only View for the Reserve UICs (RUICs) within the area of
responsibility (AOR) as designated in the Reserve Headquarters System (RHS).

Command UICs are limited to 10% (rounded down) of the Billets Authorized (BA) to be assigned as
users within both applications. Admin Access Users do not count against the command’s total
number of users.

PSDs are limited to a total of 20 users who can be assigned as users within both applications.

c. OMPF- Command View Application. The Admin Access role will use the OMPF view application to view,

print or download:

1)

OPMF documents in “Non-controlled” Records within their onboard and subordinate UICs in the ACL.

a)

b)

Officer Admin Users — have access to documents in Officer Field Codes 01, 02, 04 through 16, 18
and 98 as well as Enlisted Field Codes 30 through 43, 45, and 99. Refer to Appendices 6.3 and 6.4
for the list of Field Codes.

Enlisted Admin Users — have access to documents in Enlisted Field Codes 30 through 43, 45, and
99

i) If assigned to a designated Personnel Support Detachment, the Admin Access User will also
have access to the OMPFs for the UICs and Reserve UICs (RUICs) within the designated area
of responsibility (AOR). Appendix 6.1 lists the PSD UICs.

ii) If assigned to a Reserve Admin UIC, the Admin Access User will also have access to the
OMPFs for the Reserve UICs (RUICs) within the AOR as designated in RHS.

2. Delegated Admin Access User. Delegated Admin Access Users must be military E6 and above.

a. Applications Access.

1)

Delegated Admin Users will be “delegated” access by an Admin Access User within the UIC or in the
Echelon Il or Il command in the ACL.

a)

b)

c)

Commands or UICs are limited to one (1) Delegated Admin Access User per 200 Billets Authorized
(BA) (1:200).

Delegated Admin Users will request access using the guidelines provided in Chapter 5.2 in this
guide.

Access will terminate...
i) upon transfer or separation from the UIC, or
ii)  upon the assigning Admin Access User’s loss of access, or

iii) upon access removal by an ACL Admin Access User.
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2) PSD Delegated Admin Users will be “delegated” access by CNPC.

a)

b)

c)

PSDs are limited to three (3) Delegated Admin Access Users within the PSD UIC.

PSD Delegated Admin Users will request access using the guidelines provided in Chapters 5.1 and
5.2 in this guide.

Access will terminate upon transfer or separation from the UIC, or when access is removed by
CNPC.

3) Reserve UIC (RUIC) Delegated Admin Users will be “delegated” access by the Reserve Admin UIC
Admin Access User.

a)

b)

Reserve Units or RUICs are limited to one (1) Delegated Admin User per 200 Billets Authorized
(BA) (1:200).

Reserve Delegated Admin Users will request access using the guidelines provided in Chapter 5.2
in this guide.

Access will terminate...
i) upon transfer or separation from the RUIC, or
ii)  upon the assigning Admin Access User’s loss of access, or

iii) upon access removal by an ACL Admin Access User.

b. OMPF - Admin Access Application. The Delegated Admin role will use the administrative tool to manage

the roles of Command View and Command-Only View for their ACL hierarchy:

1) Personnel within their onboard Unit Identification Code (UIC)

2) Personnel within their administrative subordinate UICs as designated by the Standard Navy
Distribution List (SNDL) (OPNAVNOTE 5400)

a)

b)

The Navy Activity Status (NAVACTSTAT) master file captures only the Major Command (Echelon
I1) and Sub-Major Command (Echelon 1lI) for each activity. Therefore, the Echelon 1Vs will not
have visibility of their subordinate UICs in this short-term solution. Refer to Chapter 5.3 for
corrections to the Administrative Shore or Fleet Chains of Command.

Reserve Admin UICs will have the ability to manage the User roles of Delegated Admin,
Command View and Command-Only View for the Reserve UICs (RUICs) within the AOR as
designated in RHS.

c. OMPEF- Command View Application. The Delegated Admin role will use the OMPF view application to

view, print or download:

1) OPMF documents in “Non-controlled” Records within their Admin ACL

a)

b)

Officer Delegated Admin Users — have access to documents in Officer Field Codes 01, 02, 04
through 16, 18 and 98 as well as Enlisted Field Codes 30 through 43, 45, and 99.

Enlisted Delegated Admin Users — have access to documents in Enlisted Field Codes 30 through
43, 45, and 99.

i) If assigned to a designated Personnel Support Detachment, the Delegated Admin User will
also have access to the OMPFs for the UICs and/or Reserve UICs (RUICs) within the
designated area of responsibility (AOR). Appendix 6.2 lists the PSD UICs.

ii) If assigned to a Reserve Admin UIC, the Admin Access User will also have access to the
OMPFs for the Reserve UICs (RUICs) within the AOR as designated in RHS.

5 0f 36





7 January 2011 CNPC Personnel Information Management Department
Revision Number: 1 Navy OMPF- Admin Access/Command View Users’ Guide

3. Command View User.

a.

Application Access. Command View Users are granted access by an Admin or Delegated Admin User
within the UIC or in the Echelon Il or Il command in the ACL.

1) Command View Users will request access using the guidelines provided separately in this guide.
a) Access will terminate...
i) upon transfer or separation from the UIC/RUIC, or
ii)  upon the assigning Admin Access or Delegated Admin User’s loss of access, or
iii) upon access removal by an ACL Admin Access or Delegated Admin User.

OMPEF- Command View Application. The Command View role will use the OMPF view application to view,
print or download:

1) OPMF documents in “Non-controlled” Records within their Admin ACL

a) Officer Command View Users — have access to documents in Officer Field Codes 01, 02, 04
through 16, 18 and 98 as well as Enlisted Field Codes 30 through 43, 45, and 99.

i)  Enlisted, Civilian and Contractor Command View Users — have access to documents in
Enlisted Field Codes 30 through 43, 45, and 99.

ii) If assigned to a designated Personnel Support Detachment, the Command View User will
also have access to the OMPFs for the UICs and/or Reserve UICs (RUICs) within the
designated AOR.

iii) If assigned to a Reserve Admin UIC, the Admin Access User will also have access to the
OMPFs for the Reserve UICs (RUICs) within the AOR as designated in RHS.

4. Command-Only View User.

a.

Application Access. Command-Only View Users are granted access by an Admin or Delegated Admin
User within the UIC or in the Echelon Il or lll command in the ACL.

1) Command-Only View Users will request access using the guidelines provided separately in this guide.
a) Access will terminate...
i) upon transfer or separation from the UIC/RUIC, or
ii)  upon the assigning Admin Access or Delegated Admin User’s loss of access, or
iii) upon access removal by an ACL Admin Access or Delegated Admin User.

OMPE- Command View Application. The Command View role will use the OMPF view application to view,
print or download OPMF documents in “Non-controlled” Records within their onboard UIC.

1) Officer Command-Only View Users — have access to documents in Officer Field Codes 01, 02, 04
through 16, 18 and 98 as well as Enlisted Field Codes 30 through 43, 45, and 99.

2) Enlisted, Civilian and Contractor Command-Only View Users — have access to documents in Enlisted
Field Codes 30 through 43, 45, and 99.

5. Removal of access by CNPC. Commands must notify NPC’s Records Management/Policy Branch (PERS-313)
when authority to access records is to be canceled for any reason and an Admin/ Delegated Access User is not

available.
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3 The OMPF-Admin Access Application

Command UIC Hierarchy
User Access Administration

Onboard
Unit Identification Code (UIC)

Administrator (Admin) 7
Access User e

Command View
User

Delegated Admin
Access User

Command Only
View User Subordinate

Unit Identification Code (UIC)

Command View
User

Command Only
View User

1 : 200 = ratio of # of UIC Delegated Admin Access Users per Billets Authorized (BA)
10% of BA = ratio of total UIC users

Figure 3-1: Application User Access Administration with UIC Hierarchy

The OMPF-Admin Access application is the command-level administrative tool to manage the roles of Delegated
Admin, Command View and Command-Only View for their onboard and subordinate UICs within their
Administrative Unit Identification Code (UIC) Access Control List (ACL) hierarchy. The application will also be used
to audit OMPF access by the authorized users when necessary.

1. Admin Access Users and Delegated Admin users will access the OMPF-Admin Access application through
BUPERS Online (BOL) on the CNPC website at https://www.bol.navy.mil/.

The OMPF Applications are located behind the
BUPERS Online (BOL) portal.

BOL Application Menu

[Application List] [ARPR/ASOSH Online 1 @ Click on any information icon to the right of a
[Update Info] ) . menu item to see additional information about that
[Change Password] [Configuration Management 10 application

{;‘f\'g% [E-Submission 10

[Comments] [EMPRS / OMPF Locator 1 (i ]

[Privacy Policy] [FITREP/Eval Reports 10

This is the link for

[Official Military Personnel File Admin & Delegated Admin Users to
(DMPF] - Admin Access manage access

[Official Military Personnel File ] i ]
(OMPF) - Command View

[Official Military Personnel File ] L]
(OMPF) - My Record
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2. Onthe BOL main menu, select the link for OMPF-Admin Access application. If the link is not visible in BOL,
your access has not been activated.

a.

Upon initial entry into the OMPF-Admin Access application, the Admin
Access User must read and acknowledge this screen.

If you are attempting to access as an Admin Access User, verify your billet NOBC or DNEC is a listed as a
Default User listed in Appendix 6.1.

If you are attempting to access as a Delegated Admin User, refer to “Access to the OMPF-Administration
Access and/or OMPF-Command View Applications” provided in Chapter 5.2 in this guide.

Administrator Access User
You are authorized to:

+ View OMPFs — with default access based on your assigned billet(s)

Under the following conditions:

+ Command OMPF View User's Manual — you've reviewed it

+« SAAR-N (OPNAV FORM 5239/14) - you have a current SAAR-N on file with
your Command's Information Assurance or Security Manager.

« NAVPERS 1070/857 — you've read, signed, and completed one that's on file
with the final approval authority

With the understanding that:

« PII Spillage — you are responsible and accountable for any Personally
Identifiable Information as an Administrative Access User when granting access
to other users within your Unit Identification Code (UIC) domain

Yes. | have read and consent to the terms of the provisions above | Nao. | do not consent to the terms of the provisions above
User will proceed to next screen upon Selecting “No,...” will return the user
acknowledgement and consent to terms. to the internet browser.

The Admin and Delegated Access Users will be presented with the Administrator Access User screen at initial

login only. Users are required to read and acknowledge the conditions and terms of accepting access to the
OMPF-Admin Access application.

a.

The User must select “Yes, | have read and consent to the terms of the provisions above” in order to be
navigated to the next screen.

The application will capture the User’s consent to the terms and conditions of the application as an audit
item for CNPC.
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4.

CNPC Personnel Information Management Department

Upon each login, Admin Access and Delegated Admin Users
acknowledge responsibility for command and hierarchy.

Admin Access/Delegated Admin User
Acknowledge

I understand:

+ 1T will administer user access to the Official Military Personnel Files (OMPFs)
within my UIC Hierarchy.

I certify all users I grant access:

+ Have read and understand the Command OMPF View Users Manual.

« Have a current SAAR-N (OPNAV FORM 5239/14) on file with the Command’s
Information Assurance or Security Manager.

+ Have a completed, signed, and approved NAVPERS 1070/857 on file as specified
in the User’s Manual.

I acknowledge:

+ I further certify that I have read, completed, and signed a NAVPERS 1070/857
which is on file with the final approval authority.

+ T am responsible and accountable for any Personally Identifiable Information
(PII) spillage within my Unit Identification Code (UIC) domain.

Upon each |

Yes. | have read and consent to 1hxlerms of the provisions above | Na. I do not consent to the terms of the provisions above
Selecting “Yes...” will allow the user to Selecting “No,...” will return the user
enter the application. to the BOL main menu.

ogin, the Admin and Delegated Access Users will be presented with the Admin Access/Delegated

Admin User Acknowledgement screen. Although it is very similar to the initial login screen, this emphasizes
the terms and conditions for granting access to Delegated Access, Command View or Command-Only View

Users.

a. The User must select “Yes, | have read and consent to the terms of the provisions above” in order to be
navigated to the application and to the UIC Administration Screen.

The UIC Administration Screen will be presented. The User’s UIC and subordinate UICs, if any, will be listed in

this screen.

This is the UIC Administration Screen.
In this example, the Admin Access or Delegated Access user is assigned to
USFF and can select a command to manage user rights.

O Select a header to sort. .. dministration ’ Return to UIC screen Search for Records  Return to BOL
uIc Activity Title j oruse Filters | 1ing Admins | Assigned Users Remaining Users
==
r r r r r r
00060 Commander U.S. Fleet Forces Command 1 2 5 31
57012 Commander Naval Air Force, Atlantic 1 1 0 15
03365 ENTERPRISE (CVN 65) R 1 15 12 307
09893 EISENHOWER (CVN 69) " ‘ ‘ ‘ ‘
In this example, the user selects USS ENTERPRISE (CVN 65) |
21853 THEODORE ROOSEVELT (| . -
to administer rights. ||
23170 HARRY S TRUMAN (CVN 7
09732 COMCARAIRWING ONE ) 1 ) 4
09731 COMCARAIRWING THREE ) 1 0 4
09736 COMCARAIRWING SEVEN ) 1 0 4
09748 COMCARAIRWING EIGHT ) 1 ) 4
a2 B 3 = i
Commands within the User’'s Access # of Delegated Admin Users, total Assigned Users and
Control List (ACL) are listed. remaining “quotas” are also listed.
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a. Subordinate activities can be quickly located within the listing by selecting a column header to sort in
ascending or descending order, or by filtering on part or all of the UIC or Activity Title.

1)

2)

For Admin and Delegated Admin Users in Reserve Admin UICs, the Admin UIC and supported Reserve
UICs (RUICs) will be listed.

For PSD Delegated Admin Users, once your access has been granted by CNPC, you will be presented
your onboard UIC.

b. The user will then “select” the UIC to manage access to and the User will be presented the User
Administration screen.

6. The User Administration Screen will be presented.

This is the User Administration Screen.
The Admin Access or Delegated Access user can manage user rights within the
selected command as well as audit OMPF access by the users.

The unit name, # of users and -
available user “quotas is provided. To audit
OMPF Co @ En d View Administration Returnto UICscreen  Search for Records  Ret ;)C'\éI:SFS
o -~
SSN Name Grade Capability Manpower Type Assigning Admin Expiration Audit
v v v By
*rkk*1111 PICARD, JEAN L ‘ CAPT ‘ AutoAdmin ‘ Navy Officer (Active) AUTO ‘ @ ‘
R 222 CRUNCH,AC CAPT DelegatedAdmin Navy Officer (Reserves) ADMIRAL AKBAR §
eeese3333 | KIRK JAMEST k. R EP =
ssseeq22s | CRUSHER, WESLEY The user will select a member to administer access. -
*****5555 PRICE, BILLY PS2 CommandOnlyView | Navy Enlisted (Active) CAPT CRUNCH @
*****6666 SAILOR, SAMUEL YNC CommandOnlyView | Navy Enlisted (Active) CMDCM CRUSHER @
*¥*XXX7777 RIKER, WILLIAM T CDR DelegatedAdmin Navy Officer (Active) CMDCM CRUSHER g

Note: All User names and partially-masked SSN’s displayed in this User guide are fictitious.

a. Users can sort each of the columns by selecting a header, or filter each field to limit list of UIC members

displayed:

1) SSN — User can filter SSNs by entering part of the last 4 digits of the member’s SSN and using
“EndsWith” or “Contains”.

2) Name — User can filter on part of the member’s name.

3) Grade — User can filter by using either pay grade (e.g. Greaterthan E5 will give all military E6 &
above), or the Grade abbreviation (e.g. EqualTo CAPT). For Warrant Officers, you must use the Grade
abbreviation (e.g. Contains CWO) and not the pay grade (e.g. EqualTo W2).

4) Capability — Use dropdown menu to select from “AutoAdmin (Admin Access User), “Delegated
Admin, “Command View”, “CommandOnlyView” and “NotAuthorized” (does not have user rights).

5) Manpower Type — Use dropdown menu to limit list to a specific manpower community (e.g. Navy
Officer (Active)).

6) Assigning Admin — Sort or filter by who authorized access

(1) Name of Admin Access or Delegated Admin User who assigned the access, or

(2) Name of the final approving authority annotated on the NAVPERS 1070/857, when access is
granted by CNPC (PERS-31). Refer to Chapters 5.1 and 5.2.
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7) Expiration — Sort, or filter (by using the calendar icon) on authorized users who were given an
expiration date by CNPC.
8) The Audit option is covered in paragraph 8 in this section.

7. Managing Access - As indicated in the User Administration screen, the User will “select” the member to
manage access for.

OMPF (" nnnnn A VViaws Adminictratinm Ratirn +a LI crraan Sanrrh far Rarards Ratirn to BOL l
03365 - ENT
SSN L} Audit
Name Grade OMPF Capability Assigning Admin
*=*1111 P = )
CRUNCH.AC CAPT Not Authorized - N/A
sxsex3333 K Command View S|
s || § Command-Only View 3
TTesss | ° Delegated Admin =
66!
Not Authorized « 3
T |0 and selects to “Save” or
i “Cancel” change

, LEONARD CDR No!

User activates Z ‘

1 RECORDS, IMA G5 10 Command) RUNCH =

- dropdown to change S
role (access)...

Note: All User names and partially-masked SSN’s displayed in this User guide are fictitious.
a. A pop-up screen will be presented.

b. The User will use the OMPF Capability dropdown menu to select the appropriate access level for the
selected member. PSD Delegated Admin Users will not be presented with the “Delegated Admin” option
as this role must be granted by CNPC.

c. Upon saving selection, the User will be navigated back to the User Administration Screen with the number
of authorized Users and remaining “quotas” adjusted accordingly.

8. Auditing OMPF Access — As indicated in the User Administration Screen, the User can select the “Audit” button
on a member row (refer to 6.a.) to view what OMPFs the particular User has accessed.

User can sort or filter | [ or Name of OMPF date when OMPF(s)
on last 4 of SSN... | viewed, or... 1 accessed....
Audit
N SN SUP
Requested Member SSN Requested Member Request Date Time
Note: All User
r r = I names and
.| 3333 KIRK, JAMES T 7/14/2010 3:15:02 PM partially-masked
}D(cr.c: SAILAR _SANLIEL Q/16/20102:122:07 AM SSN’s dISplayed in
N User can select the “open row” arrow to view the list [, this User guide are
of documents accessed in each OMPF viewed. fictitious
3 AM :
| 1
All Times listed are in GMT

a. A pop-up Audit History screen will be presented.

b. Users can sort each of the columns by selecting a header, or filter each field to limit list of members
whose OMPFs were viewed:

1) SSN — User can filter SSNs by entering part of the last 4 digits of the member’s SSN and using
“EndsWith” or “Contains”.
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2) Name — User can filter on part of the member’s name.

3) Requested Date Time — User can sort, or filter (by using the calendar icon) on a particular date and

time the OMPFs were viewed. Times listed are Greenwich Mean Time (GMT).

c. The User can select the open row arrows next to the OMPF viewed and will be presented the list of
documents accessed within the OMPF.

Req Us_er can now sort or flequested Member Request Date Time
filter on document
specifics r
Note: All User
v | 3333 g Iz | KIRK, JAMES T ‘ 7/14/2010 3:15:02 PM

names and

Occurrence Date Document Name ‘ Document Number ‘ Document CreatedDate .
partially-masked

Br r r = SSN’s displayed in

7/14/2010 3:15:03 PM NAVPERS 1070/602 6/24/2008 6:00:00 AM this User guide are

7/14/2010 3:15:05 PM NAVPERS 1070/602 12/04/2001 6:00:00 AM fictitious.

7/14/2010 3:15:06 PM DD 214 3/25/1994 6:00:00 AM

7/14/2010 3:15:10 PM SGLV 8285 6/24/2008 6:00:00 AM

d. Users can sort each of the columns in the document list by selecting a header, or filter each field:
1) Occurrence Date — Sort or filter (by using the calendar icon) on a particular date and time the
documents within the OMPF were viewed. Times listed are Greenwich Mean Time (GMT).

2) Document Name - Sort or filter by type of form.
3) Document Number — Sort or filter by form number

4) Document CreatedDate — Sort or filter (by using the calendar icon) by date the OMPF document was
created.

e. The User will select the “Close” button to return to the User Administration Screen.

9. Selecting to Search for an OMPF.

The Admin Access or Delegated Admin User can select the
“Return to UIC” tab to manage access for another UIC, or....

™

’ Return to UIC streen Search for Records  Return to BOL

I=x

OMPF Command View Administration

+03365—ENTERPRISE (CVN 65) Delegated Admins (1 assigned. 15 ing) C | apd.C. d Onhc\iow leares (12
N select the “Search for Records” tab to navigate to the
SN Name Grade Capablity OMPF — Command View application.
v v r Hr
*FrkE*1111 ‘ PICARD, JEAN L ‘ CAPT ‘ AutoAdmin Navy Officer (Active) AUTO L@J

a. From the Unit and the User Administration Screens, the Admin or Delegated Admin User can select to
“Search for a Record”.

b. Upon selecting the “Search for a Record” tab, the User will be presented the OMPF-Command View
application Protection of Record Information Screen and will bypass the link on the BOL main menu.

c. Upon acknowledging the terms and conditions, the User will be able to navigate through the OMPF-
Command View application as outlined in Chapter 4 of this user guide.
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4 The OMPF- Command View Application

EMPRS OMPF

- Access to “Non-Controlled” Records only \

- Officer Users
* Access to Field Codes (FC):
0\1. 02, 04 thru 16, 18, 98, 35) thru 43, 45, 99
- J vy

e Y
Officer field codes Enlisted field codes

- Enlisted, Civilian, and Contractor Users
* Access to Field Codes (FC):
30 thru 43, 45, 9?

\—Y
\ Enlisted field codes /

Officer and Enlisted Field Codes are explained in
MILPERSMAN articles 1070-020 and 1070-080.

Figure 4-1: EMPRS OMPF Access

The OMPF-Command View Application provides authorized Users a web-based interface to Officer and Enlisted
official record information that is not available in other official data sources and is only contained in the Official
Military Personnel File (OMPF).

1. Access will be to “non-controlled” records only.

a. Admin Access, Delegated Admin and Command View Users will have access to OMPFs in their onboard
UIC and subordinate UICs within their Admin ACL.

b. Command-Only View Users will have access to OMPFs in their onboard UIC.

c. Officer Users will have access to Officer and Enlisted documents contained in the field codes listed in
Figure 4-1. Refer to the MILPERSMAN articles listed in Figure 4-1 as well as Appendices 6.3 and 6.4 of this
guide for more field code information.

d. Enlisted, Civilian and Contractor Users will have access to Enlisted documents contained in the field codes
listed in Figure 4-1.

2. Users will access the OMPF-Command View application through BUPERS Online (BOL) on the CNPC website at
https://www.bol.navy.mil/. Admin and Delegated Admin Users have the ability to access the OMPF-Command
View application from the OMPF-Admin Access application by selecting “Search for Records”.
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BOL Application Menu

[Application List] [ARPR/ASOSH Online 1 € Click on any information icon to the right of a
[Update Info] i : menu item to see additional information about that
[Change Password] [Configuration Management 10 application

{;‘s'g} [E-Submission 10

[Comments] [EMPRS / OMPF Locator 10

[Privacy Policy] [FITREP/Eval Reports 10

\_/—\___/\_/

[Official Military Personnel File ] @
(OMPF) - Admin Access

[Official Military Personnel File <___command OMPF viewer I
(OMPF) - Command View

[Official Military Personnel File ] i
(OMPF) - My Record

3. Onthe BOL main menu, select the link for OMPF-Command View application. If the link is not visible in BOL,
your access has not been activated.

a. Ifyou are attempting to access as an Admin Access User, verify your billet NOBC or DNEC is a listed as a
Default User listed in Appendix 6.1.

b. If you are attempting to access as a Delegated Admin, Command View or Command-Only View User, refer
to “Access to the OMPF-Administration Access and/or OMPF-Command View Applications” provided
separately in this guide.

4. Upon each login, all authorized Users will be presented with the Protection of Record Information
Acknowledgement screen. This screen emphasizes the terms and conditions for granting access to the “For
Official Use Only” information contained in the OMPFs.

Authorized viewers must acknowledge prior to entering
the OMPF-Command View application.

Protection of Official Record
Information

Documents are intended for review by:

+ The individual record subject
+ Authorized personnel
+ On a need-to-know basis

in the performance of official duties.
For Official Military Personnel File:

(Instructions/Corrections/Updates) refer to:
« MILPERSMAN 1070 series.
+ BUPERSINST 1070.27 series.

Under the following conditions:

* NAVPERS 1070/857- you've read, signed, and completed one that's on file with
the final approval authority.

With the understanding that:

* Any unauthorized use or disclosure can result in a misdemeanor conviction and
a fine of up to $5,000.00.

+ The Navy Military Personnel Records System is an official Navy System of Records
maintained in accordance with the Privacy Act of 1974 (PL 93-579), a
SECNAVINST 5211.5E, DEPARTMENT OF THE NAVY PRIVACY ACT (F‘A) PRDGRAM

[ ‘Yes. | have read and gapsent to the terms of the provisions above ] [ Mo, | do not consent to the terms of fhg provisions above ]
Selecting “Yes...” will allow the user to Selecting “No,...” will return the user
enter the application. to the BOL main menu.
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a. The User must select “Yes, | have read and consent to the terms of the provisions above” in order to be
navigated to the application’s Welcome Screen.

5. The OMPF-Command View Welcome Screen will be presented.

| This is the Welcome Screen. |
———— (]
@ 444444444 [ ViewRecord l}

Nav Offlcm4 }lar Person [ RetumtoBOL |
Al rECz.y y and select “View Record”

wee] User will enter all 9 digits
of the Sailor's SSN to
e 0| search for the OMPF...

cts documents that have been received, reviewed,
and a cently submitted documents may not yet appear in
the re thin the past 60 days, it may still be in processing, so
DO MOT resend. If after 60 days the document still has not appeared in the OMPF, review our EAQ
section on "checking the status" and/or contact the Personnel Office.

Fitness Reports/Evaluations must be sent to PERS-32; if you have any questions about Fitness
Reports or Evaluations, please contact PERS-32.

Before sending corrections to the OMPF, please review our FAQ section and "Contact Us" webpage.
Further information about your records can be found at Military Personnel Records.,

If you are experiencing problems accessing or using this application please contact 1-800-951-NAVY
or email us at MILL_LegacyHelpDesk@navy.mil.

6. The Welcome screen provides the User with additional information resources pertaining to the OMPFs.

7. The User must enter a 9-digit SSN to search for a record and then select “View Record”.

First 5 digits will
become masked...

- L
Member 9-digit SSN: 4444 View Record
Navy - Official Military Personnel File ; Retum to BOL

USHER W

All record and docu nen

ews are audi
=7 Il and the OMPF document
list will be presented

Welcome

The Official Military Personnel File (OMPF) d, reviewed,
and accepted as official record documents. Recently submitted documents may not yet appear in
the record. If a document was sent to NPC within the past 60 days, it may still be in processing, so
DO NOT resend. If after 60 days the document still has not appeared in the OMPF, review our FAQ
section on "checking the status” and/or contact the Personnel Office.

Fitness Reports/Evaluations must be sent to PERS-32; if you have any questions about Fitness
Reports or Evaluations, please contact PERS-32.

Before sending corrections to the OMPF, please review our FAQ section and "Contact Us" webpage.
Further information about your records can be found at Military Personnel Records.

If you are experiencing problems accessing or using this application please contact 1-800-951-NAVY
or email us at MILL_LegacyHelpDesk@navy.mil.

Note: All User names and partially-masked SSN’s displayed in this User guide are fictitious.

8. The first 5 digits of the SSN will become masked and the OMPF Document List will be presented. The error
message “No viewable OMPF found (XXXXXXXXX)” will be presented if the User is not authorized access to the
requested OMPF.
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OMPF Document List

Member SSN: 4444

Document list can be sorted by
selecting a header, or use of filters.

4444/ C

Navy — Official Military Personnel File

All record and document views are audited.

OMPF Documents

Welcome e-Submission Documents

h; Document

User can Multi | Form Form Subject Document I
. View | Name Number Title u Code Date
select multiple
OMPF 2 _ d _ 4
DD 1966 MIL PROC RCD 9090234 34 19970102
documents...
DD 93 RECORD OF EMERGENCY DATA 9090235 39 19770512
\/ DD 4 ENL REENL DOC 9090236 30 19770512
\/ DD 214 REL DISCH ACDU CERT 9090237 33 19850511
NAVPERS 601 IMMED REENL CONTR 9090238 30 19970213
\/ NAVPERS 1070/621 AGREE EXT ENL 9090239 30 20030212
NAVPERS 1070/622 ASGNMT RECALL EXT ACDU 9090240 30 20030212

| 19970312

E...or select a single document to view, download, or print.

NAVPERS 0010730

NAVPERS | 1070/60 | ENLISTED QUAL HIST | 900243 36 | 19970312
NAVPERS 1070/613 ADMIN REMARKS 9090244 32 20020308
NAVPERS 1070/613 ADMIN REMARKS 9090245 32 20031014
SGLV 8285 SGLIINSURANCE REQ 9090246 a3 19970312
SGLV 8286 SGLI ELECT CERT 9090247 a3 20010730

9. The OMPF Document List. OMPF Documents can be quickly located within the listing by selecting a header to
sort in ascending or descending order, or by filtering on all or part of the document identifiers:

a. Form Name - Sort or filter by type of form.

b. Form Number — Sort or filter by form number

c. Subject Title — Sort or filter by the form subject title

d. Document ID — Used internally by CNPC

e. Field Code — Sort or filter by OMPF field codes.

f. Document Date — Sort or filter by the date of the document.
10. Single document View, Print or Download.

Iu

a. User will “select” the document by “clicking” anywhere on the document row.
b. Adobe Reader will be invoked.

1) The document will be presented in Adobe Reader.

2) All documents will contain the official record watermark.

3) The User can select to print, save (download) or close the single document from the Adobe Reader
File menu. Users are cautioned NOT to keep repositories of downloaded or printed documents as
these types of files are not covered under a Privacy Act System of Records Notice (PA SORN).
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a. The User will “check” the boxes in the Multi
View column to view, print or download the
selected documents.

b. The User will select the download arrow in the
Multi View column.

c. Adobe Reader will be invoked.
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4444

Member SSN:

|_ View Record _.

Navy - Official Military Personnel File 44
All record and document views are audited.
OMPF Documents
View pme| Download arrow for T |
& multiple OMPF
W] document selection MILP
[} DD 93 RECO
‘/_ DD 4 ENLR|
4 DD 214 RELD
| NAVPERS 601 IMME
\/ NAVPERS 1070/621 AGRE
MNAVPERS 1070/622 ASGN|

d. A PDF Portfolio document list will be presented in Adobe Reader.

Document

|F-:-r m Mame |F\:-r m MNumber |'ﬁt1€

MAWPERS 10707601

=% ©op 4

= S

EMNL REEMNL DOC

IMMED REEML CONTR.

1993-04-02

1987-01-28

| Select a document to view

Cocument Date

|F\eh

30 &

<

Cover sheet

=10 x|

6303774

6303752

multi-print (Portfolio)

Select a “blank” document line to
emove image in viewer and enable

1) Toview a document.

a) The User will select the document row and the image will be presented in the image view box.

b) All documents will contain the official record watermark.

2) To save (download) or close the PDF portfolio. The User will select “Save” or “Close” from the Adobe

Reader File menu. Users are cautioned NOT to keep repositories of downloaded or printed documents
as these types of files are not covered under a Privacy Act System of Records Notice (PA SORN).

3) To print a PDF portfolio.

a) User will select a blank document row.

b) User will select the “Print” icon.

c) User will select the “All PDF files” radial button and select “Print”.
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—Printer
Name: Properties I
Status: Ready Comments and Forms:
Type:  Xerox Phaser 3450 PS |Document and Markups v
J
~ Print Range Preview: Composite
Al PDF files i]ﬂ(lﬁ) doc.pdf
c {ﬁ PDF files K 85 4
Select “All PDF Files” for multi-
document print T I | Py o | I

12. Users can also view the status of documents submitted to the OMPF through the e-Submission application by
selecting the “e-Submission” tab.

Member SSN: | 4444
Navy — Official Military Personnel File 444|c.sub document list can also| | Reum©osoL |
Allrecord and document views are audited. be sorted by selecting a

header or use of filters.

Welcome OMPF Document: e-Submission Documents ]) =

Form Spbject Date Status Status\/ Reject Document
Number Title Submitted Date Reason Date
r r r r r r r

1070/601 IMMED REENL CONTR 7/14/2010 13:15:02 ACCEPTED 7/28/2010 1/2/1977
1070/621 AGREE EXT ENL 7/14/2010 13:17:07 ACCEPTED 7/28/2010 5/12/1977
1070/622 ASGNMT RECALL EXT ACDU 7/14/2010 13:19:03 ACCEPTED 7/29/2010 5/12/1977

214 REL DISCH ACDU CERT 7/14/2010 13:20:45 ACCEPTED 7/29/2010 5/11/1985
1070/604 ENLISTED QUAL HIST 7/14/2010 13:21:23 ACCEPTED 7/29/2010 12/3/1997
1070/613 ADMIN REMARKS 7/25/2010 07:23:08 ACCEPTED 7/29/2010 12/2/2003

13. e-Submission Document Status. Users can filter or sort the e-Sub list by selecting a header to sort in ascending

or descending order, or by filtering on all or part of the document identifiers:

a)
b)
c)
d)

e)
f)
g)

Form Number — Sort or filter by form number
Subject Title — Sort or filter by the form subject title
Date Submitted — Sort or filter by the date and time document was submitted by the e-Sub User

Status — Sort or filter by the status of the document (Accepted, Rejected, Pending or Research). Refer to
the Enlisted Field Service Record Closeout Guide located on the CNPC website for more status information.

Status Date — Sort or filter by the date the document status was established
Reject Reason — Sort or filter by the rejection reason, if the document was rejected.

Document Date — Sort or filter by the date of the document.

14. Users can select to view another OMPF, or return to the BOL main menu.

Member SSN:  View Record

222222222 m
Navy — Official Militaty RetumioBOL

All record and document views are audited.
| select to return to BOL I

e-Submission Documents ‘

Users can select another SSN to view, or... I,

Farm
| Mumber

Subject Date
Title Submitted

Status Reject

Date | Reason Date

Status I Document ‘
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5 Supporting Processes

5.1 Submission of the System Authorization Access Request-Navy Form
(SAAR-N)

Navy policy requires all users accessing Navy Information Technology (IT) resources to have a completed System
Authorization Access Request-Navy form (SAAR-N) (OPNAV 5239/14 — July 2008) on file with the authorizing
agency. The SAAR-N form is available to download at the Naval Forms website at
https://navalforms.daps.dla.mil/web/public/home.

OMPF-Administrator Access and/or OMPF-Command View User Role granted at the local level.

Prior to accessing the OMPF-Admin Access and/or the OMPF-Command View applications, Admin Access Users
and all other users granted access at the local or upper Echelon level, will have on file with the command’s
Information Assurance or Security Manager:

e An updated SAAR-N, and

e A completed Request for Access to Electronic Military Personnel Records System (EMPRS) (NAVPERS
1070/857). Directions for completing the NAVPERS 1070/857 are provided in Chapter 5.2 of this guide.

OMPF-Administrator Access and/or OMPF-Command View User Role granted by CNPC.

A completed SAAR-N and NAVPERS 1070/857 must be forwarded to CNPC for:
e Users requesting access as a PSD Delegated Admin User,
e Users who do not have a current BUPERS Online (BOL) account, or

e Users who do not have an Admin Access User or Delegated Admin User in their ACL hierarchy to grant
access.

SAAR-N completion requirements for access granted by CNPC.

The user must complete the SAAR-N as outlined in this chapter, and forward to CNPC along with the completed
NAVPERS 1070/857.

All blocks must be completed as outlined on page 4 of the SAAR-N form in addition to the amplifying instructions
provided herein which are specific for access to BOL, and applications residing on BOL.
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1. Top Section:

SYSTEM AUTHORIZATION ACCESS REQUEST NAVY (SAAR-N) Refer to PG. 4 of the
PRIVACY ACT STATEMENT SAAR-N for block-by-
AUTHORITY: Executive Order 10450, 9397; and Public Law 99-474, the Computer Fraud and Abuse Act block comp|eti0n
PRINCIPAL PURPOSE: To record names, signatures, and Social Security Numbers for the purpose of validating the trustworthiness of . .
Individuals requesting access to Department of Defense (DoD) systems and information. NOTE: Records will be requn’ements N
maintained in paper form L.
ROUTINE USES None addition to these
URE Disclosure of this information is voluntary; however, failure to provide the requested information may impede, delay or e .
1a prevent further processing of this request. ampllfylng
THy OF REQUEST DATE (YYYYMMDD) instructions.
initial Modification DEACTIVATE USERID
X 0 O _ O ALL blocks must be
SYSTEM NAME (i.e., NMCI, IT21, OneNET, etc.) LOCATION (Physical Location of System) b
BUPERS Online, OMPF-Admin Access & OMPF-Command View Millington, TN Complete unless

otherwise specified.
1b 1c |

a. Type of Request. Check “Initial”.
b. System Name.
(1) User does not have BOL access...
(a) Type “BUPERS Online” and...
o “OMPF-Admin Access & OMPF-Command View” for PSD Delegated
Admin or Delegated Admin role, or...
o “OMPF-Command View” for Command View and Command-Only
View role.
(2) User does have BOL access...
(a) Type “OMPF-Admin Access & OMPF-Command View” for PSD Delegated
Admin or Delegated Admin role, or...
(b) Type “OMPF-Command View” for Command View or Command-Only View
role.

c. Location. Type Millington, TN for physical location of system.

2. PARTI
| 2a |
PART | (To be completed by Requester) -y ot
— — Refer to PG. 4 of the
1- NAME (Last, First, Middle Initial) 2. SOCIAL SECURITY NUMBER (LAST FOUR)
2c SR SAAR-N for block-
—— ]2 oreanizaTion 4. OFFICE SYMes@/DEPARTMENT 5. PHONE (DSN and Commercial) by-block completion
2b 68556 PSD NAVSTA San Diego DSN com requlrementS in
] 6. OFFICIAL E-MAIL ADDRESS 7.JOB TITLE AND GRADE/RANK addition to these
8. OFFICIAL MAILING ADDRESS 9. CITIZENSHIP 10. DESIGNATION OF PERSON _ampl Ify_l ng
[Jus [ ] FN Military | ] Contractor instructions.
| ] other Civilian
11. 1A TRAINING AND AWARENESS CERTIFICATION REQUIREMENTS (Complete as required for user or functional level access.) ALL blocks must be
[ ]  have completed Annual Information Awareness Training.  DATE (YYYYMMDD) Complete unless
12. USER SIGNATURE 13. DATE (YYYYMMDD) otherwise SpGCIfIGd.
DOB: 19861230

B

a. Social Security Number. All nine (9) digits of the SSN must be provided. The request cannot be
processed with a truncated SSN.

b. Organization. Fill in the assigned Unit Identification Code (UIC).

Office Symbol/Department. Type the activity name.

d. User Signature. Date of birth should be included in block 12 along with the user signature.

o
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PART Il - ENDORSEMENT OF

is a contractor - provide company nai contract number, and date of contract expiration in Block 17a)

INFORMATION OWNER, USER SUPERVISOR OR GOVERNMENT SPONSOR (/f an indvidual

14 JUSTIFICATION FOR ACCESS! X

To access OMPF-Admin Access and OMPF-Command View as a PSD Delegated Admin user.

Refer to PG. 4 of the
SAAR-N for block-by-

15 JICCESS REQUIRED:

3b AUTHORIZED

[] PRIVILEGED

block completion
requirements in

—I 16 LumeiUIRES ACCESS TO

UNCLASSIFIED CLASSIFIED (Specify Category) OTHER

addition to these

Name, Contract Number, Expiration Date.
| certify that this user requires access as requested. |:|

17a. ACCESS EXPIRATION DATE (Contractors must specify Company

amplifying
instructions.

18. SUPERVISOR'S NAME (Print Name) 18a. SUPERVISOR'S SIGNATURE

18b. DATE (YYYYMMDD)

19. SUPERVISOR'S ORGANIZATION/DEPARTMENT 19a. SUPERVISOR'S E-MAIL ADDRESS

19b. PHONE NUMBER

ALL blocks must be

20 SIGNATURE OF INFORMATION OWNER/OPR 20a. PHONE NUMBER

N/A N/A

20b. DATE (YYYYMMDD)

| complete unless
3d

21 SIGNATURE OF IAO OR APPOINTEE I 22 ORGANIZATION/DEPARTMENT J 23 PHONE NUA’E!-ER I 24 DATE (YYYYMMDD)

i otherwise specified.

OPNAV 5239/14 (JUL 2008)

a. Justification for Access.

For Official Use Only Page 1 0of4

(1) For PSD Delegated Admin (or Delegated Admin) user, type...
To access OMPF-Admin Access and OMPF-Command View as a PSD Delegated Admin

(or Delegated Admin) user

(2) For Command View or Command-Only View user, type

“To access OMPF-Command View as a Command View (or Command-Only) user

b. Type of Access Required. Check Authorized.
User Requires Access to. Check Unclassified.

o

d. Signature of Information Owner/OPR. Blocks 20, 20a and 20b should remain blank or marked
N/A unless member is assigned to NPC. If member is assigned to NPC, member’s IAM will

complete this block.

PART Ill. This part must be completed by the command’s security manager.

20 NAME (Last Farst. MiaSe b)) l e SOCIAL SECURITY NUMBER (LAST FOUR)
Hiaam

0 USER RESPONSIBLITES

| undmratand that 1o eraure the integrity, safety and secerity of Navy [T rescurces. when

- Safeguard MAormaton end I Teton wrsiere 1Oom Le TR o NENeRrt POSTCEINN SROUNSe. S KB o e

- Protect Cortraies Lindesated rormaton (CUL) end cemmfes infometon 1 creven! e Dolied scwm Comonmise, miming o
= poneson of D iforTason

- P e 18 MO (S KN @ erSoaon ervd sefeg s Cammwor e o T waraTely wew of e systern T Canafe:
rterrs and at the o ty v fox wystecra i be Chamated & D et weel of informalon procesees on
Trat wpwtecn

- Vi check @l intormation rograTe, end cther fles pricr 10 sgsoading ont any Nevy (T resource

- Regon e secuty nodets P wred COCEM 6510 07 (earien

- Accwss ordy Tt dete, Cortrul informaton , S, hardware, @ing avsarre for which | & euborized ecoms ad have & Raasis-Anow, and
e oty Powe (e 4 PEvieges S wtech | an autoried

1 further anderstand Dt when wsing Nevy | T resouces. | shall sot.

- Acoes commerciel web-bamed el (8.5 HOTMAL, YAROO! ACL, et )

- Asn-Sorwe S o eral 1o 8 COTITros el sccout

- Bypase, s of et UA mechesers (6 5, Flrewais, content Stem, and-erus rogams, ec ) ¥ A mechaniens ot be Dypessed, | shell
coordnete D proceduse e receve wrTlen air ovel Yom The Looe WA Aoty (CO o OIC

- Iboduce 0f uee weUored softwer e, frTware, Of hardware on ey Nevy (T rescurce

- Reocets of hrge SQITMert of e etaork CONNEctEy of SQLCment el e oteton Yom rry Loos WA Aoty

« Une carmoraty owned fardeare. scfware. sharewe s o Duthc Somern scfiwes witou sutorzaton hom De Loce U Authorty

- Uiosd sxecitutse fles (6.5, axe, com, vim of Set) orts Nevy (T remcurces wiliout Be socrovel of e Locel WA Authorty

- Patopete in o Contrtate 1 any evily eeuing I & dwgBon o deriel of service

- Wils coce, Comgim iorm Tarail Termfer O I GOuce MElcous Sofeare, FOZeTR o COde

< PAL Ny [T semcrsromm 15 U Dt wirded reflect advarsely on Do Nievy (such s cses Ivolving por megraghy. chain letlers. e
S wIenG SHOLNG O eeleg SXoR ON SUthor e tuleEn boeeds estatimted Y such see vioedon of satle of regueton
e :..&—n. tcrmraton and oher es Dat ee incomgaltie wih pLAc service:

31 USER SIONATURE X2 DATE

PART 1§ - SECURITY MANAGER VALDATES THE BACKGROUND INVESTIGATION OR CLEARANCE INFORMA NON

53 TYPE OF INVESTICATION S3a DATE OF INVESTIGATION (YYY YMMOO)

T CLEAFANCE LEVEL T5¢ 1T LEVEL DE SSONATION :

) wevew s Oweve2 [Jeever s

i

g Pl

3B SECURTY MANACER | 3 SECURITY MANAGE R SORATURE T CATE(YYYY WTOT
TELEPHONE NUMEE R

34 VERFED BY (Prd s

Refer to PG. 4 of the
SAAR-N for block-by-
block completion
requirements in
addition to these
amplifying
instructions.

ALL blocks must be
complete unless
otherwise specified.

a. IT Level Designation. Check one of the Investigation Type (IT) Levels in block 33c. Although a
security clearance is not required for access to BOL, an active background investigation is.
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5. PART V. Leave blank. This will be completed by CNPC staff.

L .
5 PAST V- COMPLETION BY ADTHORITD STASF PREPASING ACCOUNT INFORMA TION
= TTLE e STSITW T ACCOUNT Cook

Sec DOMAN

S8 SERVEN

e ATLCATION

81 ORECTORIES

S8g FLES

S8h DATASETS

30 CATE PROCESSED (rrrrwex 6 PROCESSED BY (Pl neme and Sy 30 DATE (rvvvwaco)

J40. CATE REVALUDATED (rvrvwacss fada REVALDATED (At neme and sgrn) 405 DATE (vrvvwscc)

v 144 For Oficial Use Only Page Sl 4

6. Submitting the completed SAAR-N

a. Verify Parts |, Il and Il are completely filled in and contain all appropriate signatures. Incomplete
requests will be denied.

b. Fax -the completed and signed form can be faxed to 901-874-2722, or...

¢. Email - the completed and signed form can be emailed to diane.mcdaniel.ctr@navy.mil.

(1) If sent via email, the email must be encrypted and signed with a digital signature in
order to protect the personal information contained in the form.

d. The originals of both forms will be retained by your command Information Assurance Manager or
Security Manager.

7. BOL access. Requests should be processed at CNPC within 72-96 hours from receipt.
All civilian, contractor and other non-Navy employee accounts are set to expire in a 90-day cycle. If there is no

activity during that 90-day period, the account will expire. If your account does expire, updated paperwork
will have to be submitted.
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5.2 Access to the OMPF-Administration Access and/or OMPF-Command View
Applications

Requesting a User Role in the OMPF-Admin Access and/or OMPF-Command View Applications

The user must first complete and submit a NAVPERS 1070/857, Request for Access to Electronic Military Personnel
Records System (EMPRS), which is available for download at
http://www.npc.navy.mil/Referencelibrary/Forms/NAVPERS/.

The process for completing the EMPRS access request form is as follows:

1. Section 1 of the form is titled “To be completed by user” and identifies the trusted source and assigned activity.

REQUEST FOR ACCESS TO ELECTRONIC MILITARY | @ comer
PERSONNEL RECORDS SYSTEM (EMPRS) R ARTELES 103100 11052

AUTHORITY: 37 U.S.C. 403; PUBLIC LAW PRIVACY ACT STATEMENT
PRINCIPAL PURPOSES: THE INFORMATION PROVIDED ON THIS FORM WILL BE USED TO DETERMINE AUTHORIZATION TO

ACCESS EMPRS OFFICIAL MILITARY PERSONNEL FILES.

ROUTINE USE: TO ACCESS A MEMBER'S PERMANENT PERSONNEL RECORD. INFORMATION ON THIS FORM MAY BE DISCLOSED
AS GENERALLY PERMITTED UNDER 5 U.S.C. SECTION §52A(B) OF THE PRIVACY ACT, AS AMENDED. IT MAY ALSO BE
DISCLOSED OUTSIDE THE DEPARTMENT OF DEFENSE TO THE INTERNAL REVENUE SERVICE FOR TAX PURPOSES, AND THE
DEPARTMENT OF VETERAN AFFAIRS REGARDING VA COMPENSATION. OTHER FEDERAL, STATE, OR LOCAL GOVERNMENT
AGENCIES, WHICH HAVE IDENTIFIED A NEED TO KNOW, MAY OBTAIN THIS INFORMATION FOR THE PURPOSE(S) IDENTIFIED IN
THE DOD BLANKET ROUTINE USES AS PUBLISHED IN THE FEDERAL REGISTER.

DISCLOSURE: VOLUNTARY; HOWEVER, FAILURE TO PROVIDE THIS INFORMATION WILL RESULT IN A SUSPENSION OF

AUTHOI IPRS/OMPF ACCESS. | ]
:1 1a IL L.:'b 1c
- TO BE COMPLETED BY USEL., p—
NAME: KIRATE: [SSN:

JoB TITLEISERIES:Q:: 1d | 1e o rPRD: EMAIL ADDRESS 1f
ACTlVlTY:Q;J”_g] 1h 'I;?DEPT: PHONE NUMBER<:1] 1i

| HEREBY CERTIFY THAT | HAVE READ AND UNDERSTAND NAVPERSCOMINST 5000.1, ARTICLES 0110-510 AND 0110-620.

| UNDERSTAND MY OBLIGATION NOT TO DISCLOSE USER ID AND PASSWORD OR TO ALLOW ANYONE ACCESS USING MY USER
ID AND PASSWORD. | UNDERSTAND THAT ACCESS AND VIEWING OF OFFICIAL MILITARY PERSONNEL FILED (OMPFs) IS FOR
OFFICIAL BUSINESS ONLY AND THAT | AM NOT AUTHORIZED TO PROVIDE ANY INFORMATION CONTAINED THEREIN TO ANYONE
EXCEPT THE SERVICE MEMBER CONCERNED TO INCLUDE PRINTING DOCUMENTS FROM EMPRS. | UNDERSTANT THAT | AM
REQUIRED TO NOTIFY NAVPERSCOM, RECORDS MANAGEMENT SECTION (PERS-312E) AND MY CHAIN OF COMMAND OF ANY
CHANGES IN MY CURRENT STATUS IN WRITING.

USER'S SIGNATURE: | DATE:
1j | 1k |

a. Name. Fill in last name, first name and middle initial (e.g. Smith, John J.)
b. Rank/Rate.
(1) If military, list actual Rate or Rank (e.g. PS1 or LT)
(2) If government civilian, annotate “CIV”.
(3) If contractor, annotate “CONT”.
c. SSN. Complete all 9 digits of your social security number. The request cannot be processed with a
truncated SSN.
d. Job Title/Series. List functional title (e.g. personnel clerk)
e. PRD.

(1) If military, month and year you are projected to transfer from current activity
(2) If government civilian or contractor, annotate "N/A"

f. Email address. Official email address
g. Activity. Name of command and assigned Unit Identification Code (UIC) (e.g. NOSC Millington/61962)

h. Dept. Command department assigned
i. Phone number. List commercial phone number
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j. User’s signature. This signature certifies that you have read and understand the EMPRS access
conditions listed above the signature line as well as certifying your information contained on the request form.
k. Date. Signature date

2. Section 2 of the form is titled “To be completed by Activity Commanding Officer/ Officer in Charge”. This
section must be completed by Commanding Officer (CO), Officer in Charge (OIC), or Director of a designated
personnel activity. COs, OICs and Directors can designate “by direction” signature authority for this form.

2a
TOBE COMPLEQACTMTY COMMANDING OFFICER/OFFICER IN CHARGE
JUSTIFICATION FOR ACCESS: ¥

2c
NAME 2b RANK:
SIGNATURE: DATE:
AN

E j TA DC AARDI CTEN DV AATRATY LEARAIIADTEDS I:' ]

a. Justification for Access. Comments should include the User Role (i.e. Delegated Admin, PSD
Delegated Admin, Command View and Command-Only View) to support the level of access and authority to view
the records.

b. Name. Complete name as outlined in the signature authority designation and title or position. If
signing by direction include the wording “By Dir”.

c. Rank/Rate.

(1) If military, list actual Rate or Rank (e.g. PS1 or LT)

(2) If government civilian, annotate “CIV”
d. Signature. This signature certifies that the trusted agent is authorized access to view OMPFs as well as
certifying the information contained on the request form.
e. Date. Signature date

3. Section 3 of the form is titled “To be completed by Activity Headquarters”.
a. For User access to be granted access by an Admin or Delegated Admin User assigned in the

command. This may remain blank as your chain of command has certified access in the previous
section.

b. For User access to be granted access by an Admin or Delegated Admin User assigned in your
Echelon Il or Ill. This section must be completed by your activity’s Immediate Superior in
Command (ISIC).

c. For User access to be granted by CNPC. This section must be completed by your activity’s
Immediate Superior in Command (ISIC).

TO BE COMPLETED BY ACTIVITY HEADQUARTERS
| CERTIFY THIS USER IS AUTHORIZED TO ACCESS EMPRS FOR OFFICIAL DUTIES. | FURTHthY THAT THIS ACTIVITY WILL

REPORT ANY BREACH OF PERSONALLY IDENTIFIABLE INFORMATION (Pll) AS REQUIRED B| 3|y F!O WASHINGTON DC 2916522
FEB 08 WITHIN ESTABLISHED TIME LIMITS WITH A COPY TO PERS-312.

NAME/RANK.% COMMAND: Y

DATE:
SIGNATURE:

a. Name/Rank. Complete name as outlined in the signature authority designation, title or position and
rank or rate.
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(2) If military, list actual Rate or Rank (e.g. PS1 or LT)

(2) If civilian, annotate "CIV”
b. Command. Name of command and assigned Unit Identification Code (UIC) (e.g. NPPSC/40389)
c. Signature. This signature certifies that the trusted agent is authorized the requested OMPF User Role
within the appropriate application as well as certifying the information contained on the request form.
d. Date. Signature date

4. Section 4 of the form is used by Navy Personnel Command for those that must be forwarded to CNPC.
Retention of the Completed NAVPERS 1070/857
1. For Access to be granted at the command level. The completed form should be retained by your
command Information Assurance Manager or Security Manager along with your current System

Authorization Access Request-Navy form (SAAR-N) (OPNAV 5239/14 — July 2008). Refer to Chapter 5.1 of
this guide.

2. For User access to be granted by an Admin or Delegated Admin User assigned in your Echelon Il or IlI.
Once approved and access granted is granted at the senior command, the completed NAVPERS form
should be returned to your command to be retained by the Information Assurance Manager or Security
Manager with your current System Authorization Access Request-Navy form (SAAR-N) (OPNAV 5239/14 —
July 2008).

3. For User access to be granted by CNPC. The completed NAVPERS form and updated SAAR-N must be sent
to Navy Personnel Command’s Records Support Division for review and adjudication via fax or email as
outlined below. The originals of both forms are to be retained by your command Information Assurance
Manager or Security Manager. Directions for completing the SAAR-N when required to be sent in to CNPC
are provided in Chapter 5.1 of this guide.

a. Verify all parts of both the SAAR-N and NAVPERS 1070/857 are completely filled in as specified in
this guide and contain all appropriate signatures. Incomplete requests will be denied.

b. Fax -the completed and signed form can be faxed to 901-874-2722, or...

c. Email - the completed and signed form can be emailed to diane.mcdaniel.ctr@navy.mil.
(1) If sent via email, the email must be encrypted and signed with a digital signature in
order to protect the personal information contained in the form.

d. If access is granted, the OMPF-Admin Access and/or OMPF-Command View link(s) will be listed
on the BOL Application Menu.

25 of 36



mailto:diane.mcdaniel.ctr@navy.mil



7 January 2011 CNPC Personnel Information Management Department
Revision Number: 1 Navy OMPF- Admin Access/Command View Users’ Guide

5.3 Updating the Administrative Unit Identification Code (UIC) Hierarchy

1. Administrative Fleet and Shore Unit Identification Code (UIC) Hierarchy

Users are advised to follow the procedures outlined in The Navy Organization Change Manual (OPNAVINST
5400.44), October 2008 for requesting changes to the Administrative Fleet and Shore Chain of Command structure.

OPNAVINST 5400.44 outlines the formal organization change process is necessary to “manage the force structure
and maintain currency of the administrative organizations and Echelon status in the Standard Navy Distribution List
(SNDL) (OPNAVNOTE 5400)”. This serves the purpose of providing a formal and current record of the Navy’s
administrative command (Echelon) structure.

The guide further states the “SNDL is a complete listing of all SECNAV and CNO approved commands and
detachments of the operating forces and the shore establishment of the Department of the Navy and the
administrative chains of command of the operating forces and shore establishment.”

2. Reserve Administrative Unit Identification Code (UIC)/Supported Reserve Unit Identification Code (RUIC)
Hierarchy

Users are advised to follow the procedures outlined in the Reserve Headquarters System (RHS) Users’ Manual,
October 2009 as coordinated with Commander, Navy Reserve Forces Command (CNRFC) Force Structure.

3. Personnel Support Detachment (PSD) Pay Personnel Unit Identification Code (PPUIC)/Supported Customer
Command Unit Identification Code (UIC) Hierarchy

a. PSD cannot see a customer UIC. If an authorized user at a PSD cannot see a customer UIC, then their
required action will be:

1) Verify in NSIPS that the UIC is reflecting as a valid UIC under that PSD.

2) The PSD will initiate an email to NPPSC, Mr. Derek Prince describing the issue and request assistance
in updating the files to reflect the PSD as the PPUIC. The following template is provided:

Description of issue: (example: We gained an officer to UIC XXXXX yesterday. According to NSIPS (unit
administration), the UIC was valid and it reflected PSD XXXXXXX as the servicing PPSUIC (XXXXX).
However, in today's reject report, the gain rejected due to error code BEY (invalid UIC). Gain did not post
in LOOG and the LG line did not update in MMPA)

Request assistance in resolving this UIC issue. Here's the info for this UIC:

CUSTOMER COMMAND UIC:

COMMAND ADDRESS :

PPSUIC/ADSN:

COMMAND TELEPHONE NUMBER (COMM):

MESSAGE PLAD:

Note: AMF1 does not contain any of the above data for this UIC.
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3)  NPPSC will verify the data and send an email to POCs at CNPC (PERS-4013), SPAWAR ATLANTIC
(NSIPS) and DFAS requesting to update UIC in question in all pay and personnel systems to reflect the
proper PSD (PPSUIC/ADSN) as the servicing PSD.

4) PERS-4013, NPPSC, SPAWAR ATLANTIC and DFAS POCs will update the information.

5) If an OMPF document is urgently needed, then the normal procedures in place today for a command
to obtain a copy will be adhered to. Refer to MILPERSMAN 1070-150, Requests for Copies of the
Permanent Personnel Record.

b. Updating the PPUIC/Accounting & Disbursing Station Symbol Number (ADSN) for deploying units.

Users who are required to update the PPUIC pre and post-deployment are advised to refer to the Navy
Standard Integrated Personnel System (NSIPS) Sailor Diary Access and Navigation on Ship Server Users
Guide available on Navy Knowledge Online (NKO).

’

Users are cautioned to ensure that all documents for the UIC have been released or processed in NSIPS
prior to performing the UIC “shift”.
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6 Appendix
6.1 Default Administrator (Admin) Access Users

Table 1: Designated Billet Navy Officer Billet Classifications.

BILLET
BILLET TITLE NOBC
COMMANDING OFFICER, FLEET MARINE FORCE COMPANY 0055
COMMANDING OFFICER, NAVAL CONSTRUCTION FORCES 4305
EXECUTIVE OFFICER, NAVAL CONSTRUCTION FORCES 4310
OFFICER IN CHARGE, NAVAL CONSTRUCTION BATTALION UNIT 4340
OFFICER IN CHARGE, AVIATION UNIT OR DETACHMENT 8653
SQUADRON COMMANDING OFFICER 8670
SQUADRON EXECUTIVE OFFICER 8672
COMMANDER, OPERATING FORCES COMMAND 9005
COMMANDER, OPERATING FORCES (SELECTED) 9006
CHIEF OF STAFF 9015
CHIEF STAFF OFFICER 9016
COMMANDING OFFICER, AFLOAT 9222
EXECUTIVE OFFICER, AFLOAT 9228
COMMANDING OFFICER, AFLOAT (LIEUTENANT) 9233
COMMANDING OFFICER, AFLOAT (LIEUTENANT COMMANDER) 9234
COMMANDING OFFICER, AFLOAT (COMMANDER) 9235
COMMANDING OFFICER, AFLOAT (CAPTAIN) 9236
OFFICER IN CHARGE, AFLOAT 9273
OFFICER IN CHARGE, COMBAT CRAFT 9279
COMMANDING OFFICER, SPECIAL WARFARE TEAM 9290
EXECUTIVE OFFICER, SPECIAL WARFARE TEAM 9291
OFFICER IN CHARGE, NAVAL SHORE ACTIVITY 9420
COMMANDER/COMMANDING OFFICER, SHORE ACTIVITY 9421
COMMANDING OFFICER, NAVAL SHORE ACTIVITY (SELECTED) 9422
EXECUTIVE OFFICER, SHORE ACTIVITY 9436
COMMANDING OFFICER, MILITARY SEALIFT COMMAND OFFICE 9470
EXECUTIVE OFFICER, MILITARY SEALIFT COMMAND OFFICE 9471
MILITARY SEALIFT COMMAND COMMANDER 9950
DEPUTY/VICE COMMANDER 9992
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Table 2: Designated Distribution Navy Enlisted Classifications (DNECs).

DISTRIBUTION
BILLET TITLE
NEC
COMMAND MASTER CHIEF (CMDCM) 9580
CHIEF OF THE BOAT (COB) 9579
COMMAND SENIOR CHIEF 9578

29 of 36





7 January 2011

Revision Number: 1

6.2 PSD Personnel Pay Unit Identification Codes (PPUICs)
Access Control Lists (ACLs) for a Personnel Support Detachment (PSD) or Customer Service Desk (CSD) and
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associated customer commands were established by associating the PPUIC identified for the command in the Navy
Activity File. The following PSD PPUICs were used.

PPUIC
40065
42557
42554
42558
42325
44175
43100
43105
43106
43102
43322
43084
43081
43350
43353
43351
43352
43043
42975
42976
44395
43324
43315
43339
43341
43343
43099
68548
68550
68551
42575
42574
43354
43332
40396

ADSN
0637
1101
1104
1106
1109
1112
2101
2110
2201
2202
2208
2703
2705
3103
3104
3107
3108
3201
3202
3205
3208
3209
3302
3401
3404
3405
3409
3501
3502
3503
3506
3508
3509
3510
3522

COMMAND

PSD AFLOAT ATLANTIC
WASHINGTON DC
BETHESDA MD

FT MEADE MD
PATUXENT RIVER MD
DAHLGREN VA
CORPUS CHRISTI TX
NSA NEW ORLEANS LA
NTC GREAT LAKES IL
RTC GREAT LAKES IL
NSA MEMPHIS TN
GULFPORT MS
PENSACOLA FL
WPNSTA CHARLESTON SC
BEAUFORT SC
ATLANTA GA
ATHENS GA
JACKSONVILLE FL
MAYPORT FL

KINGS BAY GA
TAMPA FL
MERIDIAN MS
WILLOW GROVE PA
NEW LONDON CT
SARATOGA SPRINGS NY
BRUNSWICK ME
NEWPORT RI

DAM NECK VA
OCEANA VA
PORTSMOUTH VA
LITTLE CREEK VA
NAVSTA NORFOLK VA
CAMP LEJEUNE NC
GUANTANAMO BAY CU
BAHRAIN

30 of 36





7 January 2011

Revision Number: 1

PPUIC
43383
43384
43386
43387
43382
43385
43601
49700
43603
43104
43469
43462
43150
43138
43136
68556
68555
68554
42827
43118
43146
49330
43075
43077
43073
35008
43496
43498
43497
44013
43609

ADSN
5102
5103
5105
5106
5108
5109
5116
5117
5122
5301
5503
5509
5604
5607
5608
5902
5903
5904
5905
5908
5911
5918
5921
5922
5923
5930
7111
7112
7113
7115
7302

CNPC Personnel Information Management Department
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COMMAND

SEOUL KOR
MISAWA JA

SASEBO JA
YOKOSUKA JA
ATSUGI JA

OKINAWA KADENA JA
IWAKUNI JA
SINGAPORE

CHINHAE KOR

PEARL HARBOR HI
DIEGO GARCIA
NAVSTA GU

BANGOR (KITSAP) WA
WHIDBEY ISLAND WA
EVERETT WA

NAVSTA SAN DIEGO CA
BALBOA CA

POINT LOMA CA
NORTH ISLAND CA
CAMP PENDLETON CA
PORT HUENEME CA
OKLAHOMA CITY OK
FALLON NV
LEMOORE CA
MONTEREY CA

PSD AFLOAT WEST
NAPLES IT

ROTA SP

SIGONELLA IT

SOUDA BAY GR
VAIHINGEN GE
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6.3 Officer Official Military Personnel File (OMPF) Field Codes

Documents filed in the officer permanent personnel record are placed in 1 of 19 categories based on type of
information in document as outlined in MILPERSMAN 1070-020 and the EMPRS TR Retain/Delete List. Each
category is assigned a unique field code to allow grouping, or control of access to, documents by type.

Field Code Categories

01 Assignment Officer Code (AOC) (currently not used)
02 photograph, most recent one

03 fitness reports

04 decorations, medals, and awards

05 educational data/transcripts

06 qualifications

07 letters of appointments and promotions

08 reserve status

09 service determination, separation, and retirement
10 miscellaneous professional history

11 security investigations and clearances

12 emergency data

13 record changes

14 personal background data

15 miscellaneous personal data

16 orders

17 privileged information, adverse material, family

advocacy program, medical boards, physical evaluation
boards, prisoner of war (POW) data, etc.
18 enlisted record for officer with prior enlisted service
98 closed field service record, misc correspondence
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6.4 Enlisted Official Military Personnel Files (OMPF) Field Codes
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Documents filed in the enlisted permanent personnel record are placed in 1 of 17 categories based on the type of
information in the document as outlined in MILPERSMAN 1070-080 and the EMPRS TR Retain/Delete List. Each

category is assigned a unique field code to allow grouping, or control of access to, documents by type.

Field Code
30
31
32
33
34
35
36
37
38
39
40
41
42
43
44
45
99

Categories

procurement, enlistment/reenlistment data
classification and assignment
administrative remarks

separation and retirement

miscellaneous professional service history
enlisted performance data

training and education

decorations, medals, and awards

adverse information

emergency data/beneficiary slips

record changes

security clearances and investigations
security miscellaneous

medical data

out of service inquiries/response
miscellaneous personal data

closed field service record, misc correspondence
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6.5 OMPF-Command View Frequently Asked Questions (FAQs)

1. What is the purpose of the OMPF-Command View application?

The purpose of the OMPF-Command View is to provide commands access to legacy Officer and Enlisted record
information not available in the Electronic Service Record (ESR) and Career Information Management System
(CIMS) modules within Navy Standard Integrated Personnel System (NSIPS), and other official data sources
such as the Enlisted Distribution Verification Report (EDVR).

The OMPF-Administrator (Admin) Access application allows the command to manage the User roles for the
OMPF-Command View application as well as audit access to OMPFs.

2. Who should have access to the OMPF-Command View application?

All military personnel record information is classified as “For Official Use Only” with Protected Personal
Information (PPI) covered by the Privacy Act. Personnel entrusted with access to Official Military Personnel
File (OMPF) information must have the appropriate active security investigation and should be familiar with
the references listed in the appendix of the OMPF-Admin Access and OMPF-Command View Users’ Guide.

In addition, personnel data is to be accessed and/or used only for official actions in the performance of
personnel administrative tasks and is only to be disclosed to authorized persons conducting official military
business.

3. Howdo | get access?
Refer to Supporting Processes outlined in the OMPF-Admin Access and OMPF-Command View Users’ Guide
available on the CNPC website at
HTTP://WWW.NPC.NAVY.MIL/CAREERINFO/RECORDSMANAGEMENT/OMPF_CMDVIEW.HTM.

4. What documents are viewable through the OMPF-Command View application?

OPMF documents in “Non-controlled” Records within the authorized Users Access Control List based on the
user role assigned.

Officer Users — have access to documents in Officer Field Codes 01, 02, 04 through 16, 18 and 98 as
well as Enlisted Field Codes 30 through 43, 45, and 99.

Enlisted, Civilian and Contractor Users — have access to documents in Enlisted Field Codes 30
through 43, 45, and 99

Refer to the MILPERSMAN articles 1070-020 and 1070-080 for more field code information.

5. How do | know who has viewed my OMPEF?

Admin Access and Delegated Admin Users for your command have access to an Audit tool which tracks which
OMPF documents each User has viewed.
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6.6 Acronyms and Abbreviations

The following acronyms and abbreviations are used in this document:

ACL Access Control List

ADMIN UIC Administrative Unit Identification Code
ADSN Accounting and Disbursing Symbol Number
BA Billets Authorized

CsD Customer Service Desk

DNEC Distribution Navy Enlisted Classification
EMPRS TR Electronic Military Personnel Records System Technical Refresh
ESR Electronic Service Record

FSR Field Service Record

OMPF Official Military Personnel File
NAVACTSTAT Navy Activity Status File

NAVPERS Navy Personnel

NOBC Navy Officer Billet Classifications

NPC Navy Personnel Command

NPDB Navy Personnel Data Base

NSIPS Navy Standard Integrated Personnel System
OMPF Official Military Personnel File

PSD Personnel Support Detachment

PPI Protected Personal Information

PPUIC Pay Personnel Unit Identification Code

RIS Readiness Information System

RHS Reserve Headquarters System

RUIC Reserve Unit Identification Code

TFFMS Total Force Manpower Management System
] [e Unit Identification Code
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Government Paperwork Elimination Act (GPEA, P.L. 105-277)

Section 552 of Title 5 United States Code, The Freedom of Information Act
DOD Directive 5015.2, Department of Defense Records Management Program, March 2000

DODD 4300.07, Department of Defense Freedom of Information Act (FOIA) Program,
January 2008

DOD 5400.7-R, Department of Defense Freedom of Information Act (FOIA) Program,
September 1998

DOD 5400.11-R, Department of Defense Privacy Program, May 2007

SECNAVINST 5211.5E, Department of the Navy (DON) Privacy Program, December 2005
OPNAVINST 1000.16K, Navy Total Force Manpower Policies Procedures, August 2007
OPNAVINST 5400.44, Navy Organization Change Manual, October 2008

OPNAVNOTE 5400 Ser DNS-33/10U107437, Standard Naval Distribution List (SNDL),
March 2010

OPNAVINST 1000.23C, Pay/Personnel Administrative Support System (PASS)
Management Manual (PASSMAN), June 2007

BUPERSINST 1070.27C, Document Submission Guidelines for the Electronic Military Personnel
Records System (EMPRS), November 2010

NAVPERS 16000, Total Force Manpower Management System (TFMMS) Data Dictionary

NAVADMIN 292/06, Implementation of the Electronic Service Record

NAVADMIN 043/09, Mandatory Use of the Navy Standard Integrated Personnel System
(NSIPS) Electronic Service Record (ESR)

COMNAVRESFORINST 1001.5E Ch 3, Administrative Procedures for the Drilling Reserve and
Participating Members of the Individual Ready Reserve, April 2006

The Navy Officer Manpower and Personnel Classifications Volume I, April 2010

The Manual of Navy Enlisted Manpower and Personnel Classifications and
Occupational Standards Volume I, April 2010

NAVPERS 15560D, Naval Military Personnel Manual (MILPERSMAN), August 2002
Specifically:
MILPERSMAN 1070, Personnel Records
e  MILPERSMAN 1070-020, Officer Permanent Personnel Record
e MILPERSMAN 1070-080, Enlisted Permanent Personnel Record
COMNAVPERSCOMINST 5000.1 Article 0110-510, May 2007 (not available to all)
Readiness Information System (RIS) Users’ Manual, April 2001

Reserve Headquarters System (RHS) Users’ Manual, October 2009
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SYSTEM AUTHORIZATION ACCESS REQUEST NAVY (SAAR-N)

PRIVACY ACT STATEMENT

AUTHORITY: Executive Order 10450, 9397; and Public Law 99-474, the Computer Fraud and Abuse Act.

PRINCIPAL PURPOSE: To record names, signatures, and Social Security Numbers for the purpose of validating the trustworthiness of
Individuals requesting access to Department of Defense (DoD) systems and information. NOTE: Records will be
maintained in paper form.

ROUTINE USES: None.

DISCLOSURE : Disclosure of this information is voluntary; however, failure to provide the requested information may impede, delay or
prevent further processing of this request.

TYPE OF REQUEST
initial || Modification [ ] DEACTIVATE [ ] USERID

DATE (YYYYMMDD)

SYSTEM NAME (i.e., NMCI, IT21, OneNET, etc.) LOCATION (Physical Location of System)

PART | (To be completed by Requester)

1. NAME (Last, First, Middle Initial) 2. SOCIAL SECURITY NUMBER (LAST FOUR)
3. ORGANIZATION 4. OFFICE SYMBOL/DEPARTMENT 5. PHONE (DSN and Commercial)
DSN: COM:
6. OFFICIAL E-MAIL ADDRESS 7. JOB TITLE AND GRADE/RANK
8. OFFICIAL MAILING ADDRESS 9. CITIZENSHIP 10. DESIGNATION OF PERSON
[Jus []FN [ ] Mmilitary [ ] Contractor
[ ] Other [ ] Civilian

11. IA TRAINING AND AWARENESS CERTIFICATION REQUIREMENTS (Complete as required for user or functional level access.)
D | have completed Annual Information Awareness Training. DATE (YYYYMMDD)

12. USER SIGNATURE 13. DATE (YYYYMMDD)

PART Il - ENDORSEMENT OF ACCESS BY INFORMATION OWNER, USER SUPERVISOR OR GOVERNMENT SPONSOR (If an individual
is a contractor - provide company name, contract number, and date of contract expiration in Block 17a).

14. JUSTIFICATION FOR ACCESS

Access to Government IT Systems are required to execute duties as assigned.

15. TYPE OF ACCESS REQUIRED:

|:| AUTHORIZED |:| PRIVILEGED
16. USER REQUIRES ACCESS TO:
[ ] UNCLASSIFIED [ ] CLASSIFIED (Specify Category): [ ] OTHER:
17. VERIFICATION OF NEED TO KNOW 17a. ACCESS EXPIRATION DATE (Contractors must specify Company

Name, Contract Number, Expiration Date.
| certify that this user requires access as requested. |:|

18. SUPERVISOR'S NAME (Print Name) 18a. SUPERVISOR'S SIGNATURE 18b. DATE (YYYYMMDD)
19. SUPERVISOR'S ORGANIZATION/DEPARTMENT 19a. SUPERVISOR'S E-MAIL ADDRESS 19b. PHONE NUMBER
20. SIGNATURE OF INFORMATION OWNER/OPR 20a. PHONE NUMBER 20b. DATE (YYYYMMDD)

21. SIGNATURE OF IAO OR APPOINTEE 22. ORGANIZATION/DEPARTMENT | 23. PHONE NUMBER 24. DATE (YYYYMMDD)
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25. NAME (Last, First, Middle Initial) 25a. SOCIAL SECURITY NUMBER (LAST FOUR)

26. USER AGREEMENT - STANDARD MANDATORY NOTICE AND CONSENT PROVISION

By signing this document, you acknowledge and consent that when you access Department of Defense (DoD) information systems:

- You are accessing a U.S. Government (USG) information system (IS) (which includes any device attached to this information system) that
is provided for U.S. Government-authorized use only.

- You consent to the following conditions:

[e]

The U.S. Government routinely intercepts and monitors communications on this information system for purposes including, but
not limited to, penetration testing, communications security (COMSEC) monitoring, network operations and defense, personnel
misconduct (PM), law enforcement (LE) and counterintelligence (Cl) investigations.

At any time, the U.S. Government may inspect and seize data stored on this information system.

Communications using, or data stored on, this information system are not private, are subject to routine monitoring, interception, and
search, and may be disclosed or used for any U.S. Government-authorized purpose.

This information system includes security measures (e.g., authentication and access controls) to protect U.S. Government interests--
not for your personal benefit or privacy.

Notwithstanding the above, using an information system does not constitute consent to personnel misconduct, law enforcement, or
counterintelligence investigative searching or monitoring of the content of privileged communications or data (including work product)
that are related to personal representation or services by attorneys, psychotherapists, or clergy, and their assistants. Under these
circumstances, such communications and work product are private and confidential, as further explained below:

- Nothing in this User Agreement shall be interpreted to limit the user's consent to, or in any other way restrict or affect, any
U.S. Government actions for purposes of network administration, operation, protection, or defense, or for communications
security. This includes all communications and data on an information system, regardless of any applicable privilege or
confidentiality.

- The user consents to interception/capture and seizure of ALL communications and data for any authorized purpose (including
personnel misconduct, law enforcement, or counterintelligence investigation). However, consent to interception/capture or
seizure of communications and data is not consent to the use of privileged communications or data for personnel misconduct,
law enforcement, or counterintelligence investigation against any party and does not negate any applicable privilege or
confidentiality that otherwise applies.

- Whether any particular communication or data qualifies for the protection of a privilege, or is covered by a duty of
confidentiality, is determined in accordance with established legal standards and DoD policy. Users are strongly encouraged
to seek personal legal counsel on such matters prior to using an information system if the user intends to rely on the
protections of a privilege or confidentiality.

- Users should take reasonable steps to identify such communications or data that the user asserts are protected by any such
privilege or confidentiality. However, the user's identification or assertion of a privilege or confidentiality is not sufficient to
create such protection where none exists under established legal standards and DoD policy.

- A user's failure to take reasonable steps to identify such communications or data as privileged or confidential does not waive
the privilege or confidentiality if such protections otherwise exist under established legal standards and DoD policy. However,
in such cases the U.S. Government is authorized to take reasonable actions to identify such communication or data as being
subject to a privilege or confidentiality, and such actions do not negate any applicable privilege or confidentiality.

- These conditions preserve the confidentiality of the communication or data, and the legal protections regarding the use and
disclosure of privileged information, and thus such communications and data are private and confidential. Further, the U.S.
Government shall take all reasonable measures to protect the content of captured/seized privileged communications and data
to ensure they are appropriately protected.

In cases when the user has consented to content searching or monitoring of communications or data for personnel misconduct, law
enforcement, or counterintelligence investigative searching, (i.e., for all communications and data other than privileged
communications or data that are related to personal representation or services by attorneys, psychotherapists, or clergy, and their
assistants), the U.S. Government may, solely at its discretion and in accordance with DoD policy, elect to apply a privilege or other
restriction on the U.S. Government's otherwise-authorized use or disclosure of such information.

All of the above conditions apply regardless of whether the access or use of an information system includes the display of a Notice
and Consent Banner ("banner"). When a banner is used, the banner functions to remind the user of the conditions that are set forth in
this User Agreement, regardless of whether the banner describes these conditions in full detail or provides a summary of such
conditions, and regardless of whether the banner expressly references this User Agreement.

27. USER SIGNATURE 28. DATE (YYYYMMDD)
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29. NAME (Last, First, Middle Initial) 29a. SOCIAL SECURITY NUMBER (LAST FOUR)

30. USER RESPONSIBILITIES

| understand that to ensure the integrity, safety and security of Navy IT resources, when using those resources, | shall:

- Safeguard information and information systems from unauthorized or inadvertent modification, disclosure, destruction, or use.

- Protect Controlled Unclassified Information (CUI) and classified information to prevent unauthorized access, compromise, tampering, or
exploitation of the information.

- Protect passwords for systems requiring logon authentication and safeguard passwords at the sensitivity level of the system for classified
systems and at the confidentiality level for unclassified systems. Passwords will be classified at the highest level of information processed on
that system.

- Virus check all information, programs, and other files prior to uploading onto any Navy IT resource.

- Report all security incidents immediately in accordance with local procedures and CJCSM 6510.01 (series).

- Access only that data, control information, software, hardware, and firmware for which | am authorized access and have a need-to-know, and
assume only those roles and privileges for which | am authorized.

| further understand that, when using Navy IT resources, | shall not:

- Access commercial web-based e-mail (e.g. HOTMAIL, YAHOO!, AOL, etc.)

- Auto-forward official e-mail to a commercial e-mail account.

- Bypass, strain, or test IA mechanisms (e.g., Firewalls, content filters, anti-virus programs, etc.). If IA mechanisms must be bypassed, | shall
coordinate the procedure and receive written approval from the Local IA Authority (CO or OIC).

- Introduce or use unauthorized software, firmware, or hardware on any Navy IT resource.

- Relocate or change equipment or the network connectivity of equipment without authorization from my Local IA Authority.

- Use personally owned hardware, software, shareware, or public domain software without authorization from the Local IA Authority.

- Upload executable files (e.g., .exe, .com, .vbs, or .bat) onto Navy IT resources without the approval of the Local IA Authority.

- Participate in or contribute to any activity resulting in a disruption or denial of service.

- Write, code, compile, store, transmit, transfer, or introduce malicious software, programs, or code.

- Put Navy IT resources to uses that would reflect adversely on the Navy (such as uses involving pornography; chain letters; unofficial
advertising, soliciting or selling except on authorized bulletin boards established for such use; violation of statute or regulation;
inappropriately handled classified information; and other uses that are incompatible with public service).

31. USER SIGNATURE 32. DATE

PART Ill - SECURITY MANAGER VALIDATES THE BACKGROUND INVESTIGATION OR CLEARANCE INFORMATION

33. TYPE OF INVESTIGATION 33a. DATE OF INVESTIGATION (YYYYMMDD)

33c. IT LEVEL DESIGNATION
[ ] LEVEL 1 [ ] LEVEL2

33b. CLEARANCE LEVEL
[ JLEVEL3

35. SECURITY MANAGER | 36. SECURITY MANAGER SIGNATURE
TELEPHONE NUMBER

34. VERIFIED BY (Print name) 37. DATE (YYYYMMDD)

PART IV - COMPLETION BY AUTHORIZED STAFF PREPARING ACCOUNT INFORMATION

38. TITLE: 38a. SYSTEM 38b. ACCOUNT CODE

38c. DOMAIN

38d. SERVER

38e. APPLICATION

38f. DIRECTORIES

38g. FILES

38h. DATASETS

39. DATE PROCESSED (YYYYMMDD)

39b. PROCESSED BY (Print name and sign)

39c. DATE (YYYYMmDD)

40. DATE REVALIDATED (YYYYMMDD)

40a. REVALIDATED (Print name and sign)

40b. DATE (YYYyymmDD)

OPNAYV 5239/14 (JUL 2008)
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INSTRUCTIONS

A. PART I: The following information is provided by the user when
establishing
or modifying their USER ID.

(1) Name. The last name, first name, and middle initial of the user.

(2) Social Security Number. The last four numbers in the social security
number of the user.

(3) Organization. The user's current organization (i.e., USS xx, DoD, and
government agency or commercial firm).

(4) Office Symbol/Department. The office symbol within the current
organization (i.e., SDI).

(5) Telephone Number/DSN. The Defense Switching Network (DSN) and
commercial phone number of the user.

(6) Official E-mail Address. The user's official e-mail address.

(7) Job Title/Grade/Rank. The civilian job title (i.e., Systems Analyst, YA-02,
military rank (CAPT, United States Navy) or "CONT" if user is a
contractor.

(8) Official Mailing Address. The user's official mailing address.

(9) Citizenship (U.S., Foreign National or Other).

(10) Designation of Person (Military, Civilian, Contractor).

(11) 1A Training and Awareness Certification Requirements. User must
indicate if he/she has completed the Annual Information Awareness
Training and the date.

(12) User's Signature. User must sign the OPNAV 5239/14 with the
understanding that they are responsible and accountable for their
password and access to the system(s).

(13) Date. The date the user signs the form.

B. PART II: The information below requires the endorsement from the user's
Supervisor or the Government Sponsor.

(14) Justification for Access. A brief statement is required to justify
establishment of an initial USER ID. Provide appropriate information
if the USER ID or access to the current USER ID is modified.

(15) Type of Access Required: Place an "X" in the appropriate box.
(Authorized - Individual with normal access. Privileged - Those with
privilege to amend or change system configuration, parameters
or settings.)

(16) User Requires Access To. Place an "X" in the appropriate box.
Specify category.

(17) Verification of Need to Know. To verify that the user requires access
as requested.

(17a) Expiration Date for Access. The user must specify expiration date if
less than 1 year.

(18) Supervisor's Name (Print Name). The supervisor or representative
prints his/her name to indicate that the above information has been
verified and that access is required.

(18a) Supervisor's Signature. Supervisor's signature is required by the
endorser or his/her representative.
(18b) Date. Date supervisor signs the form.

(19) Supervisor's Organization/Department. Supervisor's organization
and department.

(19a) E-mail Address. Supervisor's e-mail address.
(19b) Phone Number. Supervisor's telephone number.

(20) Signature of Information Owner/OPR. Signature of the functional
appointee responsible for approving access to the system being
requested.

(20a) Phone Number. Functional appointee telephone number.
(20b) Date. The date the functional appointee signs the OPNAV 5239/14.

OPNAYV 5239/14 (JUL 2008)
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(21) Signature of Information Assurance Officer (IAO) or Appointee.
Signature of the IAO or Appointee of the office responsible for
approving access to
the system being requested.

(22) Organization/Department. IAQ's organization and department.

(23) Phone Number. IAQ's telephone number.

(24) Date.The date IAO signs the OPNAYV 5239/14.

(25) Name. The last name, first name, and middle initial of the user.

(25a) Social Security Number. The last four numbers in the user's social
security number.

(26) Standard Mandatory Notice and Consent Provision. This item is

in accordance with DoD memo dtd May 9, 2008 (Policy on Use of DoD
Information Systems - Standard Consent Banner and User Agreement.

(27) User Signature. User signs.

(28) Date. Date signed.

(29) Name. The last name, first, name and middle initial of the user.

(29a) Social Security Number. The last four numbers in the social security
number of the user.

(30) User Responsibilities

(31) User Signature. Member signs.

(32) Date. Date signed.

C. PART llI: Certification of Background Investigation or Clearance.

(33) Type of Investigation. The user's last type of background investigation

(i.e., NAC, NACI or SSBI).

(33a) Date of Investigation. Date of last investigation.

(33b) Clearance Level. The user's current security clearance level
(Secret or Top Secret).

(33c) IT Level Designation. The user's IT designation
(Level I, Level Il or Level llI).

(34) Verified By. The Security Manager or representative prints his/her
name to indicate that the above clearance and investigation
information has been verified.

(35) Security Manager Telephone Number. The telephone number of the

Security Manager or his/her representative.

(36) Security Manager Signature. The Security Manager or his/her
representative indicates that the above clearance and investigation
information has been verified.

(37) Date. The date that the form was signed by the Security Manager or
his/her representative.

D. PART IV: This information is site specific and can be customized by
either the functional activity or the customer with approval from
NAVNETWARCOM. This information will specifically identify the access
required by the user.

(38 - 40b). Fill in appropriate information.

E. DISPOSITION OF FORM:

TRANSMISSION: Form may be electronically transmitted, faxed or mailed.
If transmitted electronically, the email must be digitally signed and encrypted.

FILING: Retention of this form shall be in accordance with SECNAV M5210-1,
Records Management Manual (Section 5230.2 applies).
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NO-FEE PASSPORT REQUIREMENTS

(MUST BE US CITIZEN BY BIRTH OR NATURALIZATION)

For complete Passport and Visa details consult the 

Foreign Clearance Guide at http://www.fcg.pentagon.mil/  and the DOD Passport Matters (DOD 1000-21.R) at https://secureapp2.hqda.pentagon.mil/passportmatters/Passports/DoDR/DODR_FrameSet.htm

1. ORDERS:  PCS, TAD, or Official letter on Command Letter Head stating the country and reason for needing a Passport.  The country listed on orders or letter and DD 1056 should be the same country.

2.  DD FORM 1056:  

This form gives you authorization to apply for a No-Fee Passport/Visa  

(MUST BE TYPED & SIGNED IN BLUE INK)


3.  PHOTOGRAPHS:  

-     Two identical and recent passport photos (must be 2in x 2in)

-     You must be in conservative civilian attire. 

-     Everything from the neck line down needs to be covered. 


-     No bare shoulder, No Khaki shirts, and NO civilian/ military uniforms will be accepted. 

-     When the photo is cut there is ½ in form the top of the head to edge of the photo. 


-      Photos must be within the last 6 months.


-      Photos may be photographed at various locations such as Walgreens, Costco, CVS, Kinko’s, Sear, Etc. 


-      NAVPTO does not do Photography.


4.  PROOF OF CITIZENSHIP: 


Original birth certificate (Must contain the following):


· Name of child


· Date of birth


· Place of birth


· Date certificate filed in the registrar’s office ( should be within one year of birth) 


· Signature of registrar and authorized seal of registrar’s office ( seal may be raised, embossed, impressed, or multicolored)

Notes: 

· For children 15 years of age and younger the original birth certificate must be presented regardless if the child has previously been issued a passport or you may also submit original certificate of naturalization (must be the Original)

· Hospital or CA, GA, or TX states abstract birth certificates ARE NOT ACCEPTED as proof of citizenship

· If in possession of a tourist passport, please bring in for informational purposed even if it is not being submitted as proof of citizenship.


-   All ORIGINAL proof of citizenship submitted MUST be mailed with application to the State Department (NO EXCEPTIONS). Please bring any passport tourist or no-fee, valid or expired that has been issued to you and is in your possession. 

5.  DS FORMS 11 FOR (INITIAL) 82 FOR (RENEWAL):  

-   ALL Passport application must be completed online at WWW.TRAVEL.STATE.GOV

STEP BY STEP INSTURCTIONS FOR THE WWW.TRAVEL.STATE. GOV WEBSITE:


Once you have accessed the web page:


· Under passports for U.S. citizens (middle) scroll down and click on applications and forms.

· Next click on passport application wizard (top). 

· Next put check in disclaimer box then click on submit button.

· Next under apply for a passport book, click continue; do not use the option apply for a passport book and a passport card.

CONTINUED ON THE BACK OF THIS PAGE

· Next program will load and complete application.

· When summary of fees appears click submit

· Next scroll down (at the bottom) check acknowledgement block then click create form. 

-     After printing, the DS-11 MUST have a 2-D bar-code in the top left corner of page 1 of 2 or it will not be accepted by the State Department. 


Note: If you have been previously issued a US passport and you DO NOT want to submit it as proof of citizenship go to the “OTHER” block and type RETAINED.  A DS 82 with a bar code will print out vice a DS 11.

CHILDREN APPLYING FOR A PASSPORT: 


ALL CHILDREN MUST BE PRESENT FOR APPLICATION PROCESSING.


Children 16 years of age or older must execute there own passport application. Children under the age of 16 must have BOTH birth parents present. (If only one parent is NOT available, please contact us at 619 556-5068 or email Mr. Wells at  jalal.wells@navy.mil for guidance.)

6.  IDENTIFICATION:

You may submit the following however they must NOT be expired:


-  Military ID card


-  Drivers license 


-  Pervious Passport 


7. SOCIAL SECURITY NUMBERS:  

-  Are required for all applicants. (Federal tax law section 6039E of the internal revenue code of 1986 Requirement)

VISAS 

Some countries require a Passport and a Visa.  Please consult the Foreign Clearance Guide at http://www.fcg.pentagon.mil/  and the DOD Passport Matters (DOD 1000-21.R) at  https://secureapp2.hqda.pentagon.mil/passportmatters/Passports/DoDR/DODR_FrameSet.htm

well in advance of  your travel date.

1.  You cannot obtain a “No-Fee” Visa in Tourist Passport except for the following 

-  Government employees traveling to Taiwan OR a contractor working for the US Government traveling to Saudi   


   Arabia.  

                                                                                                                                                                                                                                                                                                                            2. If applicant has an Official Diplomatic or No-Fee Passports they must meet the following the requirements to apply for a Visa


- You must have enough Visa pages in your passports to obtain the correct number of Visas that you apply for.  If 

   you do not enough pages then you must request additional Visa pages (refer to DS-4085

- Some Embassies require applicant to sign passport prior to submitting for a Visa. 

3.  Ensure you submit the proper Visa application for the countries you visiting (list NOT inclusive)

-  Original Visa application. 

-  Applicant’s Visa application printed on the corrected size paper (Legal or Letter size).

-  IF required, applicant needs to make sure Visa application is typed. 

-  Applicant needs to sign the Visa application. 

-  Applicant needs to make sure they submit the correct number of Visa applications. 

-  Applicant needs to ensure they have the correct number and SIZE of photos attached to the Visa application. 

4.  IF applicant does not have an Official  Diplomatic, or No-Fee Dependent Passport he or she MUST submit all proper documentation for passports before he or she will be able to apply for a Visa. 

5.  Remember the requirements above are basic requirements. Each country has different requirements for a Visa.  

Page 1 of 2
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DIRECTIONS FOR COMPLETING
THE PASSENGER RESERVATION REQUEST (PRR) NPPSC 4650/1 (11/08)

Open the document as “Read Only”. The document may be saved
under a different name, i.e. passenger’s last name.

The NPPSC 4650/1 form is locked to allow your “Tab” key to move
from block to block and type in highlighted spaces tc input the
information required to process this requesat.

NOTE: All dates will be DD/MMM/YYYVY**x*
i.e. 20MAY2008, 20 MAY 2008

Do NOT use the “Enter” key after inputting a date.

Block 1 - X appropriate Block (New Request, Modification/Change
to, or Cancellation of). Use the mouse (left click) to
select New, Mod/Change, or Cancellatiomn.

Block 2 - Enter the date the form is typed. (DD MMM YYYY)

Block 3 - Enter the Rate and Last Name of Requestor and the PSD,
CSD, or Afloat Unit submitting the passenger
reservation request (PRR); i.e. PS2 Samuelson PSD
Guantanamo Bay

Block 4 - Enter your phone number, including area code

Block 5 - Enter your email address

Block 6 - Enter the name of the passenger as it shown on the

photo I.D. that will be presented to the TSA agent
while going though airport security.

Block 7 Enter transferring member’s SSN
Note: Entire number is required on PRR.

Block 8 - Enter Rank (i.e. E-7 or 0-3) and rate
(1.e. PSC or LT).

Block 9 - Enter transferring member’s Date of Birth (DOB)
Block 10 - Enter transferring member’s gender (Male/Female).

Block 11 - Enter transferring member’s local phone number
including area code.
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Block 12 - Enter transferring member’s E-Mail address.
**x**MUST TYPE UPPER AND LOWER CASE IN THIS BLOCK***

Block 13

Enter detaching command of transferring member (i.e.
SUBASE, Pearl Harbor) .

Block 14 - Enter new permanent duty station member will be
reporting to.

Block 15 - Enter transferring member’s official detachment date
from current command. (DD MMM YYYY)

Block 16 - Enter date (DD MMM YYYY) member is availakle to
travel. Date available to commence travel outCONUS
or to new command after all leave, TAD, etc.

Block 17 - Enter date of mandatory departure (DD MMM YYYY)
(taking into account report NLT date if TEMDUINS in
route to permanent duty station.)

****Remember to advise member that all PCS to overseas sites
allows for a 10 day window and the port call message dictating
travel modifies original orders and report date.***

Block 18 - List Intermediate TEMDUINS commands on orders with
reporting No-later-than date (DD MMM YYYY) of arrival
and departure/graduation dates. If more room is
required, use the “Enter” (return key) key at end of
block and keep typing C., D., etc.

Block 19 - X appropriate box for accompanied (with family) or
unaccompanied (member only). Use the mouse (left
click) to select the appropriate boxes.

If dependents are transferring overseas, but not traveling
with member, enter approximate Month/Year dependents will be
traveling.

****Dependents do travel at different times to allow children
to start/complete school year.***%*

X appropriate block identifying which type orders
member is traveling on:
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PCS - Permanent Change of Station orders
COT - Consecutive Overseas Tour Travel/Back to
Back auth leave travel
DEFERRED COT - Delayed -to be taken after
arrival at new duty station
OTEIPO - Overseas Tour Extension Incentive
Program Orders

Block 20 - Enter member’s EAOS (DD MMM YYYY) and any extensions.

****Ensure member has obligated service to allow for an
accompanied tour length overseag.***x%

Block 21 - X appropriate block. If no, ensure screening process
has begun and “X” In progress.

Block 22 - Enter prescribed tour length for assignment being
served at next duty station.

Block 23 - X Appropriate block. If yes, enter DTG of outgoing
MSG request and/or approval.

Block 24 - Enter all family members traveling: Last name, First

name, and Middle Initial
****NOTE****Social Security number (entire number required),

Relationship to sponsor (i.e.. Spouse, son, step-
dau, adopted son),

Pasgport number and expiration date, Visa number (if
required) and expiration date.

Block 25 - Enter verified leave address including Zip code.
****Engure the accuracy of this block as locations of

deployable units change and notification is required to prevent

the misrouting of personnel.***x

Block 26 - Enter phone number of member while on leave {(home
phone number with area code) and cell phone number
with area code (if available).

Block 27 - Enter E-Mail address of member while in a transient

status between permanent duty stations, if available.
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****MUST TYPE UPPER AND LOWER CASE IN THIS BLOCK.**%*

Block 28 -

Enter Name and Phone number (including area code) for
next of Kin of transferring member.

****Ensure you do not give spouse’s name if traveling with

membex. ***

Block 29

Block 30 -

Block 31 -

Block 32 -

Block 33 -

Enter 15 digit MAC CIC located in the accounting data
section of orders.

If requestor is a deployed unit, you may type Line of
Accounting (LOA) Data here. If requestor is on shore
or a PSD Afloat, orders must be submitted with PRR.

Enter number of seats required by member and/or
family. For delayed travel, enter only one seat
requested and refer to block 17. Dependents travel
will be accomplished by the NAVPTO at a later date,
per Month and Year listed in Block 17.

X appropriate block window or aisle seat (family will
be seated together with availability of seats)

Enter additional pieces of excess baggage authorized
in text remarks of orders

Block 34- Enter any deviation of travel member wants, to include

mixed modes by POV, Air, etc.

Example: Block 13 states detachment of 01MAY2008.

Member has 2 days travel, 4 days proceed, and 30 days
leave to report NLT 2400, 05JUN2008.

Date of travel: O1lMAY2008 From: Norfolk, VA To: Charlotte, NC Mode: POV
02JUN2008 From: Charlotte, NC To: Jacksonville, FL Mode: POV
03JUN2008 From: Jacksonville, FL To: Narita, Japan Mode: Air

OR
03JUN2008 From: Jacksonville, FL To: Guantanamo Bay, CU Mode: Air

NAVPTO/CTO agents will work with reservations (if possible) to
allow members the flexibility of lesser cost, out of pocket

expenses,

or circuitous travel via AMC if possible. In

certain instances, alternate APOE/APODs can be authorized for

personal

convenience if at a lesser cost to the government.

For complex travel arrangements, ask NAVPTO Port call clerk to

Eaclosure (2)
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correspond with member to coordinate flights. NAVPTO will be
able to direct member to the CTO for assistance or give
alternate available options.

Block 35 - Enter any additional information member desires to
communicate to the NAVPTO.

Block 36 - X appropriate block. Yes or No to shipping a car to
or from overseas activity. If yes, enter location
where car is being shipping from and enter location
of where car will be picked up from. (i.e. From:
Seattle, WA To: Honolulu, HI)

NOTE: There are destinations where the shipping of vehicles
is prohibited. Member is authorized to store vehicle. X
appropriate block and enter storage location of vehicle.**%*

***+*Member MUST have storage authority letter from Authorized
storage facility.,***x

Block 37 - X appropriate block, if applicable, 'for pet travel.
Only Dogs and Cats may be transported via Military
Air. Must list whether Cat or Dog; Breed; Width,
length, height of cage; total weight in 1lbs (animal
and cage). If traveling commercially, the CTO is
responsible for assisting members with prccuring pet
space via commercial airliner.

Note: Check with your local military or civilian
veterinarian for current requirements.

Note: Many Airlines have restrictions for flying pets during
the summer monthsg. Have travelers contact NAVPTO early to ensure
requirements are met for the pets.

Block 38 - Form will be printed upon completion. Member will
sign and date this form.

Block 39 - Type supervisor’s name and phone number including area
code.

Block 40 - Supervisor will sign and date this form after review

for accuracy. Signature is not required if released
via TOPS by the Supervisor.
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SPECIAL NOTES:

The transferring command is responsible to ensure all appropriate
paperwork is received by the NAVPTO to process the member’s PRR
and issue a port call. The following documents must be received
or ticket will not be issued:

a. PCS orders properly endorsed (i.e. special entitlements,
etc. and signed) ,

b. DD884 Application for travel of Dependents (signed by
sponsor ONLY)

c. Passport/Visa and Clearances required IAW the Foreign
Clearance Guide (FCG)

d. Family Entry Approval (DEA Request/DEA Approval) (if
required)

e. NATO travel orders (if required)

****Supervigor is responsible and will be held
accountable to ensure PRR is appropriately completed and
submitted IAW the OPNAVINST 4650.15, JFTR, FCG, and the Defense
Travel Regulations governing entitlements.***

Enclosure (2)







PASSENGER RESERVATION REQUEST


		1. Type Request:      New FORMCHECKBOX 
      Mod/Change FORMCHECKBOX 
      Cancellation FORMCHECKBOX 


		2. Date:       

dATE FORMAT:  dd mmm yyyy

		NAVPTO USE ONLY



		3. Requestor (POC):           

		Ship Location:        Date: 






		4. Point of Contact Phone:  


   (   )      

		5. POC E-Mail Address: 


         

		



		

		

		AMC Flight Avail:    Yes       No 

Flt No:

Date: 


Show:
ETD:
  ETA: 



		6. Name (as shown on the photo I.D. you will present to the TSA agent while going though airport security)



		7. Social Security SSN 


           

		



		8.  Rank/Rate



		9.  Date of Birth (DOB)

		10.  Gender  

                      FORMCHECKBOX 
  Male   FORMCHECKBOX 
   Female



		11. Traveler’s Phone w/ Area Code


 (   )        

		12. Traveler’s E-Mail Address


      



		13. Detaching (Current Permanent Duty Station) 

        

		14. Gaining Command (New Permanent Duty Station)

       



		15. Detachment Date


     

		16. Availability Date


     

		17. Mandatory Departure Date


     



		18. List all Intermediates (Temporary Duty En-route) PCS only below with dates required for arrival and departure


A. Command:        Mandatory Arrival Date:        Departure Date:      

B. Command:        Mandatory Arrival Date:        Departure Date:        



		19. Type Travel:        Accompanied  FORMCHECKBOX 
        Unaccompanied  FORMCHECKBOX 
        PCS  FORMCHECKBOX 
        COT  FORMCHECKBOX 
         DEFERRED COT  FORMCHECKBOX 
         OTEIPO  FORMCHECKBOX 
                                    


Dependent travel: if delayed, enter approximate month of travel:       



		20. EAOS:       Extensions:       

		21.  Overseas Screening completed:    Yes:  FORMCHECKBOX 
       If no,  In progress:  FORMCHECKBOX 




		22. Prescribed Tour length:       

		23. Dependent Entry Required: Yes FORMCHECKBOX 
  No FORMCHECKBOX 
    If yes, enter DTG of msg sent:       



		24. List of Family Members:




        Passport              Expiration            

                    Expiration


  Last,       First      MI
         SSN
       Relationship               Number                  Date

Visa Number
       Date



		     

		     

		     

		     

		     

		     

		     



		     

		     

		     

		     

		     

		     

		     



		     

		     

		     

		     

		     

		     

		     





		     

		     

		     

		     

		     

		     

		     



		     

		     

		     

		     

		     

		     

		     



		25. Leave Address (include Zip code) after detachment:


     

		26. Phone Number after detachment (include area code)

Home  (   )         Cell:  (   )      



		27.  Email address after detachment:


       

		28. Next of Kin    Name and Phone Number:


Name:        
Phone: (   )      



		29. MAC CIC as listed on Orders:


     

		30.  Personnel detaching from deployed units ONLY, enter funding appropriation:


     



		31.  Seats Required:         

		32. Type Seat:     Window  FORMCHECKBOX 
     Aisle  FORMCHECKBOX 


		33. Excess Baggage Auth / No. of pieces:       



		34. Alternate Routings for personal convenience may be requested here.  Any additional costs for indirect/personal travel above and beyond entitlements will the member’s responsibility.



		Date of travel

		Time

		From:  City, State

		To:  City, State

		Mode of Travel



		     

		     

		     

		     

		     



		     

		     

		     

		     

		     



		     

		     

		     

		     

		     



		     

		     

		     

		     

		     



		35.  Additional Information:       



		36. Shipping POV to/from Overseas?    Yes  FORMCHECKBOX 
      No  FORMCHECKBOX 
     If yes,  Ship from:        Ship to:     

Storing POV (Shipping not permitted)    Yes  FORMCHECKBOX 
 No  FORMCHECKBOX 
      If yes,  Storage Location: City:        State:      

Note:  Must have storage authority letter from Authorized Storage Facility 



		37. PET Reservation:  2 Pets (Cat or Dog only) allowed on AMC flights.  Are you shipping pets?           


Pet #1 Cat  FORMCHECKBOX 
 Dog  FORMCHECKBOX 
  Breed:         *Cage Width      ”Length      ”Height      ”  *Total Weight Cage+Pet      Lbs  


Pet #2 Cat  FORMCHECKBOX 
 Dog  FORMCHECKBOX 
  Breed:         *Cage Width      ”Length      ”Height      ”  *Total Weight Cage+Pet      Lbs  



		NOTE:   Use of Government Air/Government Procured Air is directed when available and meets mission requirements for transoceanic travel.  Port call issued by NAVPTO is an official modification to orders.  The following documents are required prior to the issuance of tickets: (1) PCS orders endorsed, (2) signed DD884, (3) passport/visa required by the FCG, (4) family entry approval (if required), (5) NATO travel orders (if required), and (6) requested supporting documents.



		38. Member’s Signature and date:


________________________________  

Date:                                        

		39. Supervisor Name /Phone 


____________________________________Phone:  _____________________________

		40. Supervisor’s signature and date**:


________________________________________  

Date:       



		**Item 38:  SIGNATURE NOT REQUIRED IF RELEASED VIA TOPS BY THE SUPERVISOR.



		AUTHORITY: Authority to request is derived from 5 U.S. Code 301, Departmental Regulations.  PRINCIPAL PURPOSE: To provide authority for issue of passenger reservations/port call requests.  ROUTINE USES: Information is used in conjunction with application for passenger reservations/port calls.  DISCLOSURE: Voluntary; however, if applicant fails to provide information, travel request will not be processed.
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From:  Commanding Officer, Command Name / UIC

TO :   Officer In Charge, Personnel Support Detachment

Subj:  DESIGNATION OF COMMAND PASS COORDINATOR (CPC)

Ref:   (a)OPNAVINST 1000.23C


       (b)Transaction Online Processing (TOPS) User Guide 


          (Standard Operating Procedures), 15 Jun 2007. 

1.  Per references (a) and (b) Personnel listed are authorized to VIEW/SUBMIT, via TOPS, Pay and Personnel transactions for UIC(s): 


2.  Per reference (a), the following information is provided for the command’s CPC:

Full name:  

Phone contact number:  


Military e-mail Address:  

3.  Per reference (b), listed member is appointed as CPC for the unit in order to gain access to the TOPS application.  

    This designation will remain in effect until rescinded by letter or upon your transfer from this command.  This letter will be updated annually while designation is in effect.

                            Commanding Officer/Officer in Charge   
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Hels | Customize Page | 5 =

Comments

| amthe Commanding Officer (40, OIC, CMDMC, PLR, ete) and need views only access of my commands recards,

|

Enter your justification to include your
position and/or your reason for access to
command records. When you are satisfied
with your justification, click on OK.

14 Cancel

[
@Dure | | |é |ﬂ Internet
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; SAAR - Create - Microzoft Internet Explorer provided by NMCI

File Edit “iew Favortes Tools  Help

s Back = = - @ ﬁ | @Search @Favnrites @Media @ | %v E _/fi

" Pay & Personnel Offices i

Havy Retention Monitoring System

" CNO Access " CCC Access

are as follows:

" Fleet Access
type of report.

mand/Fleet Users

The Navy Retention M 'm

CHO and Fleet Access aII
reports. CCC Access allg#

Addreszs @ https: //nzipsweb. nmei nawy. mil/pze/NEDB_SAAR/EMPLOYEE HRMS /o/HN_ERM_SAAR_MNU.N_ERM_SAaR_ADD_\WwWF.GEL j @Gn
Security Type ﬂ

Checking other fields will
result in SAAR disapproval.

Check only the fields shown.

Admin Level Roles
" Admin Level - Create

" Admin Level - Approve

" ANO - Create  ANO - Approve

" Command Career Counselor " Dept/Div Career Counselor

Special Categories
[~ NAMASSOFAM
™ Authorized to Release Pay Related Transactions?

ERM Application(s) Access List
Select All De-Select All

Customize | Find | View All | B First /1505 | La
ERM Application Select
Reports Manager r
ESR General Inguiry ¥
User Release Information I
CIMS Inguire r
CIMS Reports r

& Admin fLevel - Inquiry

™ Reports Administrator?
™ Access to PRA Sensitive Records?

™~

Commands that have PRA
personnel assigned should
check the Access to PRA
Sensitive Records block.
(i.e., PSDs and commands
that have spouses of PSD
personnel).

I_ I_ ré_ (2% Local intranet





a SAAR - Create - Microzoft Internet Explorer provided by NMCI

File Edit “iew Favortes Tools  Help

A Back = = - @ ﬁ | @Search @Favnrites @Media @ | %v E ﬁ

&ddress I@ https: //nsipsweb. nme nawy. mil/psc/MEDB_SAAR/EMPLOYEE HRMS Ac/M_ERM_SAAR_MMNULN_ERM_SAAR_ADD_‘wF.GEL j o Go

UIC Access Setup

ERM C Access .
- Scroll down to the ERM UIC Access link.

Workflow Setup

Click here to Set-Up Hext Roleusers in Route

Supervisor Details - SAAR Form

Name: | *
(Last First Middle)
Email Id: | :
(joe.smith@cnifnavy.nola.mil)
Contact Phone: | *

SUEBEMIT
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; SAAR - Create - Microsoft Internet Explorer provided by HMCI

Edit  “iew Favortes Toolz  Help

Eile

i Back - =) - @ ﬁ | @Search @Favnrites @Media ®| %v a ,/fi

Address @ https: A#nsipsweb. nmci. nawy. mil/pec/MEDB_SA5R/EMPLOYEE AHRMS Ac/M_ERM_SAAR_MNLLM_ERM_SASR_ADD_wWF.GEL j
Help | Customize Page

Administrative UIC Access Profile

EmpliD: DAVID

chelon Level

ECHELON - 1 ECHELON - 2 ECHE

Echelon Level *EchelonActivity Indicator UIC Comimand
ECHELOMA Echelon Level j |49331 Q CUSTOMER SRWC DEK INGLESIDE TH oooi Qo0go GEAaY

Type in your command UIC (UIC you request view

access to ESR). The fields will populate
automatically. Scroll down and press the OK button.

IC Access Display
Click the Button to Refresh the UIC Access Display © Refresh |

ECHELON-6 ECHELON.-7

ECHELON-1 ECHELONW-2 ECHELON-3 ECHELON-4 ECHELON-5

Department Activity Long Title
493 CLSTOMER SREYC DSE IMNGLESIDE T 0o noos0 rga98 493 - -
ind | iy A First E 1 of 1 |I| Las

|
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Edit  iew Favortes Toolz  Help

ack - = - @ . ﬁ | @Search @Favuntes @Medla g“% ‘ a . .J.i

]

o

@ httpz: A nzipaweb. imci. navy. mil/pec/MEDE_SAAR/EMPLOYEE /HRMS /iodM_ERK_SAA8FR_MMII.N_ERM_SAAR_ADD_wWF.GBL j f»}GD

JIC Access Setup

M UIC Access

ERM LT Access

Workflow Setup

Click here to Set-Up Next Boleusers in Boute Type |n your SuperV|Sor’S |nformat|0n (le’
| Command CO/XO/Dept Hd./Div Off., etc...)
Supervisor Details - SAAR Form 4— This is the person authorized to grant access
. : at the command level, and that person will
ame: . .
'| oot | forward the SAAR for final approval if
' completed correctly.
Email Id:
joe.smith@cn.nawy.nala.mil)
Contact Phone: *

SUEMIT

. (& (&g o





B SAAR Processz awaiting Review - Meszage [Plain Text] - |5’|5|

File Edit Wiew Insert Format  Tools  Acktions  Help

“daReply | (g Replyta All | 15 Forward | (= AR A=A @ - ¥ - N|ig| @ @ B

From: ERM_SAAR@MNAYY ,MIL on behalf of nsips_saar, Fck@naswsy . mil Sent:  Thu 12/Z1/2006 3:22 AM
To: Holmes, David H PSC PSA Atlantic, M3

Cc:

Subject;  SAAR Process awaiting Review

Enterprise Record Management 3yvstem — 3ystem Locess Authorization Request Form(Verification) ﬂ

Please navigate to the following link :
httpa://nsipsveb. nmoi . navy.mil 443/ psc/NEDE SAAR/EMPLOVEE/HEM3/c/N ERM ZAAR MNU.N ERM SLAR VRFY PG.GEL

and type in the Confirmation Code given in the Email : HIMad45e0fS4GO/ZPpxTkLgQtvOZboQN

NOTE: This Email was generated because you were identified as tRe Supervisor to Review a EREM 3AAF Becuest. If vou think
vou received this Email by mistake. Please Forward this email to\ERHM POC.

A Dol PEI Certificate is redquired in-order to access the link spef§ified in the email. If you DO NOT have a PEI
Certificate, Please forward this email to ERM POC.

The supervisor will receive an email
with an encrypted code. That code
must be typed/pasted into the above
link to open the SAAR for approval.
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=18] x|

File Edit “iew Favortes Tools  Help

4= Back - mp - @ ﬁ | @Search @Favnrites @Media @ | %v E ﬂ

&ddress I@ https: //nsipsweb. nme nawy. mil/psc/MEDB_SAAR/EMPLOYEE HRMS Ac/M_ERM_SAAR_MMU.N_ERM_SAAR_YRFY_PG.GEL

[

& Go

ERM SAAR Review /Yerification Process

Please enter the Confirmation Code received in the Email and Click on the Button "Confirm" to
start the Process.

Code: | (Senfirm)

This is where the code is pasted.

Help | Custamize Page |

-

htkp ==

=l
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a SAAR - Yenfy - Microzoft Internet Explorer provided by HMCI - |5’|5|

File  Edit “iew Favortes Tool: Help ﬁ
s Back = = - @ ﬁ | @Search @Favnrites @Media @ | %* E ./fi

&ddress @ https: //nsipsweb. nme nawy. mil/psc/MEDB_SAAR/EMPLOYEE HRMS Ac/M_ERM_SAAR_MMU.N_ERM_SAAR_YRFY_PG.GEL j o Go

Help | Custornize Page | e, -

ERM SAAR Review /Yerification Process

Please enter the Confirmation Code received in the Email and Click on the Button "Confirm" to
start the Process.

Code: [ Confirm |

Supenisor Details

Please enter your details in the Section provided below and click Submit. The details should

match those specified in the SAAR Form. Once the COde iS pasted and
the confirm button is pushed,
Name: | N (LastEserfiadle) | the supervisor must validate
their personal data in order to
ssh: (XXX-XX-XXXX)
proceed.
Email Id: ienavy.mil

Phone: I (-

SUEMIT RESET

|E:| Done I_I_E (o8 Local intranet

=l
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File Edit “iew Favortez Toolz  Help

=18] %

@ Back ~ = - @ ﬁ | @Search @Favurites @Media @ | %v a ﬁ

Address Iﬂj https:x’a"nsipxweb.nmci.nav_l,l.rriIx'psu:;"NEDB_S.-’-‘-.-‘J.Ha"EMF'LEIYEE.-’HFEMS;’::HN_EHM_S.-’-‘-.-‘-‘-.H_MNLI.N_EHM_S.-’-‘-.-'—‘-H_LIF'T_WF.GBL?F'age=N_EHM_SMH_F‘NL&-‘-‘-.::tiDrFE&ﬁ.F'F'H_INST.-’-‘-NEj P Go

UIC Access Setup

ERKM UIC Access

ERM UIC Access

F

VWorkflow Setup

Click here to Set-Up Next Roleusers in Route

Supervisor Details - SAAR Form

Name: | |

(LasiFirst Middle)

Email Id: I @naw.mil

(joe smith@chrf.naw.nala.mil)

Once the supervisor has reviewed
the SAAR they must scroll down to

Contact Phone:

. the bottom and either Approve or
Deny request.

Criﬁedfﬂppruve

Deny Request D

—
-

@ [ionz
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<} SAAR - Review - Microsoft Internet Explorer provided by NMCI =i
File  Edit “iew Favortes Tools  Help |I

A Back -~ mp - @ ﬁ | @Search @Favnrites @Media @ | %v E _/fi

&ddress @ httpz://nzipsweb. nrci. naww. mil/psc/MEDE_S&AR/EMPLOYEEAHRMS /o/M_ERM_SAAR_MMU.M_ERM_S&AR_UPT_*F.GEL j I

Help | Custorize Page | o5

Route SAAR for Final Approval
Function Manager - Details

Customize | Find | i First [ 1.4 o 4 [M] Last

Select  Hame c Command Role Hame
- CIMS (NCCM (SWISS) Kennamore) 62080 COMNAVPERSCOM MILLINGTON TH Man Power & Personnel FAM
- CIMS (HCCS Joseph Mack) 62980 COMMAVPERSCOM MILLINGTON TH Man Power & Personnel FAM
I E.KEN. JR 62080 COMNAVPERSCOM MILLINGTON TH Man Power & Personnel FAM
[ 'S, KEN 62980 COMNAYPERSCOM MILLINGTON TH Man Power & Personnel FAM

Note:

Operator(s) displayed in t
transactions can be routed t
Activity.

shyle are the Manpower & Personnel FAM{s)NSS0i{s)HAN(s) and
em if there are no Local FAM{sINSSO(s)MNAM(s) set-up for your

Only the two personnel identified in the red box are
authorized to grant ESR access. The supervisor will
select one, and hit the OK button.

Ok Cancel

4 |
|".'ﬂh| M gﬁ_ﬂ | PR [Ty ey §






SYSTEM AUTHORIZATION ACCESS REQUEST [SAAR)

PRIVACY ACT STATEMENT
AUTHORITY: Excoutive Ordor 10450, B387; and Public Law 38-274, the Computer Fraud and Abuze Act.
PRINCIPAL PURPOSE: To record names, signaturss, and Social Saowity Mumbers for the purpose of walidating the trustworthiness of
individuals requasting aoi o Departmiant of Defense (DoD) systems and infarma . NOTE: Beoords may be
mizintaired in bath elact rd for paoer form.
Mang
Dizclosurs of thiz information iz waluntary; hawawer, failue 1o provide the requasted information may impade, dalay or
pravent further processing of this requact.

ROUTINE
DISCLOSURE:

£

OF REQUE! DATE (¥Y¥V¥]

]

]:] INITIAL ]:] mooiEication [ |oescTvate [ Juserio
5

SVITEM MAME [Fiatform or Apphcations!

|LC CATION [Physical Loc of Systam)

PART | [T be completed by Reguesisr)

T TAME (L=, Eurer, Wigale T SOCIAL SECURITY WUMBER

3. ORGANIZATION T OFEICE SYWEOLIDEFARTMENT | 5 SHONE (DN o7 Cammercial]

. OFFICIAL EMAIL ADDRESS 7. JOS TITLE AND CRADE/RANK

5. OFFICIAL MAILNG ADDAZS 3. CITIZENGHIE 70 DESIGNATION OF S2RG0N
]:] us ]:‘ N ]:‘ MILITARY ]:‘ CIVILIAN
[omee=n ] conTracTom

In addition to submitting an
electronic SAAR, the DD form
2875 must be completed and
faxed to DSN 882-2660, Comm
901-874-2660.

WUSER AGREEMENT
« the information ang Dol syatem to which | am grantad socess and will not :h.c:-a-d v authorized level of
ng that my a may be rawaked or tarmi 1.10: far nen-comp!
i ainac in thase systems from wnautharized or inadvartent modific
understand and accapt that my use of the cyctam ba monitored 3= part of managing the system, protecting aga
unauthorzed access and varifying security problems. | agree to notify the appropriate organization that msued my sccountls) when sccess is
na langer raguirad.

14 TRAINING ARD AWARE
hawe compisted Anaual Information Awarensss Training.

£33 CERTIFICATION REQUIREMENTS fCamplare a5 reguired for user or funcrional level access.)
DATE (¥¥VYMMDD)

11. USER SIGRATURE 12, DATE (¥Y YV

PART Il - ENDORSEMENT OF ACCESS BY INFORMATION OWNER, USER SUPERVISOR OR GOVERNMENI SPONSOR (If individua! iz 2
comtracter - provide company Rame, cantract number, and date of confract expiration in Black 15,

13. JUSTIFICATION FOR ACCESS

12 TVPE OF ACCESS
[] sutnorizen

QUIBED:

L] priviLeces

15. USER REQUIRES ACCE35 TO: ] uncrassipen [ ] CLASSIFIED (Specify caregary)

[ Joruen

16. VERIFICATION OF NESD TO KHOW 162, ACCESS m;”:f\ DATE fﬂ' 2 v Mame,
ont Vumoer, Expiration Dare.

| cersify that thic uzer regquires access as recuesied ]:l

17. SUPERVISOR'S MAME (Print Name/ 16. SUPERVIZOR'S ZIGHATURE 139 DATE /¥YVYIMDDI

20. SUPERVIZOR'S DRGANIZATION/DEPARTMENT 20a. SUPERVISOR™S E-MAIL ADDRESS 20b. PHONE NUNMBER

21. SIGNATURE OF INFORMATION OWHNER/OPR 21a. FHONE NUMBER 21b. DATE (V¥ VURDD)

22. SIGNATURE OF 140 OR APPDINTEE

23. ORGAMIZATION/DEPARTMENT |24, FHONE WUMEER  [25. DATE mvvamascy

DD FORM 2875, APR 2005 PREVIOUS EDITION IS OBSOLETE.
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