
Establishing Your Electronic 
Service Record (ESR) 



From your NCMI workstation’s web 
browser, enter the URL

https://nsips.nmci.navy.mil

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).

ESR Self-Service Account 
Set Up



ESR Self-Service Account 
Set Up (Cont)

SAILOR.JOSEPH.A.  DOD EMAIL CA-12

Next, you will be prompted to choose the 
appropriate digital certificate

SAILOR.JOSEPH.A.  DOD EMAIL CA-12

SAILOR.JOSEPH.A.  DOD CA-12



ESR Self-Service Account 
Set Up (Cont)

SAILOR.JOSEPH.A.  DOD EMAIL CA-12

Enter your PIN

*****



ESR Self-Service Account 
Set Up (Cont)

From the NSIPS Homepage, select the

“New Users (ESR Self Service)”
link

If you need additional assistance, select

“ESR Self-Service Login Instructions”
for text version step-by-step guidance



ESR Self-Service Account 
Set Up (Cont)

111-11-1111

Upon accessing the Member Self Service 
Account Request screen, enter your SSN



ESR Self-Service Account 
Set Up (Cont)

111-11-1111

Upon entering a valid SSN, the Name block will 
automatically pre-fill

SAILOR, JOSEPH ALBERT III



ESR Self-Service Account 
Set Up (Cont)

SAILOR, JOSEPH ALBERT III

111-11-1111

Next, enter your Date of Birth (DOB) 
in a YYYY/MM/DD format OR select 
the calendar to choose your DOB 

from the drop down menus



ESR Self-Service Account 
Set Up (Cont)

111-11-1111

Next, enter your email address and phone 
number.  You will be prompted whether 
your email address is official… if “No”, 

you will receive an error…you MUST use 
an official email address

SAILOR, JOSEPH ALBERT III
1975/10/13

Joseph.a.sailor3@navy.mil

(619) 555-1212



ESR Self-Service Account 
Set Up (Cont)

User Id and Password Restrictions

111-11-1111
SAILOR, JOSEPH ALBERT III

1975/10/13

Joseph.a.sailor3@navy.mil
(619) 555-1212

Now, you must establish a User ID and 
Password.    If you want the system to 

generate a valid User ID for you, click on 
the lightning bolt!



ESR Self-Service Account 
Set Up (Cont)

111-11-1111
SAILOR, JOSEPH ALBERT III

1975/10/13

Joseph.a.sailor3@navy.mil
(619) 555-1212

Once you or the system has 
entered a User ID, and you have 
established a valid Password, 

click “Validate and Create 
Self Service Account”

sAILO1111

**********
**********



ESR Self-Service Account 
Set Up (Cont)

The Self-Service Account requested by Sailor, Joseph 

Albert III (111111111) was created successfully. You 

must close this browser window before proceeding. Open 

a new browser window, navigate to the Sign-In page, and 

Enter User Id & Password to Access Self-Service System.



Accessing 
ESR Self-Service

Once you have closed your browser 
from the ESR Self-Service Account 
Set Up, Re-open your browser and 

enter the NSIPS URL again
https://nsips.nmci.navy.mil



Accessing 
ESR Self-Service

Click on the 
“ESR Self-Service 

Access”
link



Accessing 
ESR Self-Service

sAILO1111

**********

Now enter your 
User ID and  
Password

Be sure to read the 
Security Disclaimer and 
check this block before 

hitting “OK”



111-11-1111 SAILOR, JOSEPH ALBERT III BM2 100

Accessing 
ESR Self-Service

In the Menu,
Click on “Employee Self 

Service”



Accessing 
ESR Self-Service

111-11-1111 SAILOR, JOSEPH ALBERT III BM2 100

Now,
Click on 

“Electronic Service 
Record”



Accessing 
ESR Self-Service

111-11-1111 SAILOR, JOSEPH ALBERT III BM2 100

Click on 
“View” to see menu of 

entire record OR 
“Tasks” to see menu of 
those areas which can 

be updated



Accessing 
ESR Self-Service

111-11-1111 SAILOR, JOSEPH ALBERT III BM2 100


