NAM Responsibilities 

TOPS NAM responsibilities include, but are not limited to: the establishment of the Detachment’s customer commands in TOPS, the creation & maintenance of all related user accounts, and the verification & submission of all related user documentation.  In addition, NAMs are relied upon to provide basic initial TOPS training to those supplied with TOPS access, and continue as the primary point of contact for TOPS related issues. 

A. Customer Commands.  NAMs add & maintain all customer command UICs supported by the Detachment.  Regardless of whether CPCs are yet identified for a specific unit, the UIC can be enrolled into TOPS via the "Add A Command" function.  *CPCs can be associated with existing commands later on, as necessary [Per B]. 

CPC Appointment letters are command-generated, are required to include the member’s UIC, and describe all UICs the member may require access to. 

*Commands may permit Detachment TOPS NAMs to combine customer command ‘clusters’ when several UICs are represented by one CPC, or one overseeing UIC.  It is the responsibility of the TOPS NAM to ensure all PSD Personnel and all affected CPC users are aware of the identified UIC serving as the “TOPS Umbrella UIC” – in order to properly apply the user’s association, and confirm PSD staff is aware of the proper submission of new transactions [initiated at the PSD: Task-to-customer; or walk-in traffic.] 

B. User Accounts.  NAMs are accountable for all TOPS access granted to Users.  NAMs enter all additional levels of User accts to include Supervisors, Clerks and CPCs, and are responsible to modify/remove users accordingly. 

Understanding and relaying to users the sensitivity of the Personal Identifying Information [PII] contained within, ensuring SAAR paperwork is accurate / properly submitted and assisting users with the various TOPS processes are key elements of creating a User account in TOPS. 




1.   Command PASS Coordinator (CPC) Appointment Letters must be verified by Detachment NAM for all CPC user accounts.  Appointments per UIC(s) are accepted for individuals, and multiple designations.  CPC Appointment letters are required to include member’s UIC, and describe all UICs the member may require access to. 

a.  NAMs are required to maintain all CPC Appointment letters on file, and ensure accompanying SAAR forms are retained, to correlate.  *NAMS should refer to local Detachment policies regarding applicable physical retention protocols and/or secure E-storage guidelines. 

b.  *CPC Appointment letters are NOT required to accompany SAAR forms submitted to TOPS administration.  CPC letters are maintained at the TOPs NAM level. 

c.  *General CPC appointment templates are available within the CPC Handbook, and the PASS Manual; Unit-maintained Appointment templates should include TOPS-specified assignment (at a minimum), and MUST include any and all UICs the CPC is associated with for TOPS purposes.

2. SAAR-N forms.  SAAR-N OPNAV 5239/14 (Rev 9/2011) is the DON approved form utilized for granting IT-systems access. All persons seeking to utilize TOPS must submit this form to the Detachment's TOPS NAM for approval.  	                                                                                               

a.  While OPNAV 5239/14 (JUL 2008) is obsolete effective 10 OCT 2011, the form is still accepted at the TOPS Help Desk until further notice. 

b.  For users with TWMS Self-Service Access, pre-populated SAAR-N forms are available within the left navigation menu of TWMS. 

c.  Forms route through the customer command (gaining CPC Appointment), and are submitted to TOPS NAMS. 

d.  *Per NAVY TELECOMM DIR 10-11, OPNAV FORM 5239-14 (REV 9 2011), the form is active until member transfer, where new submission is required.  Digitally signed forms must be stored electronically to retain non-repudiation of electronic signature.  *If pen and ink signature must be applied, original signed form must be retained. 

3. Verification of TOPS SAAR.  NAMs must verify form is filled out completely and accurately prior to acceptance or account creation.  NAMs are required to confirm UIC is contained in BLOCK 3, or annotated within remarks section referring to CPC APPT (on file).
