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PREFACE

The Career Counselor Handbook equips commands and career counselors
with the tools to develop, implement, and manage effective career
development programs to ensure ease of use at all levels. The
handbook features clear organization, documented references, and
standardized language.

While this handbook reflects current policy as of its
publication date, Navy directives are frequently updated,
particularly in personnel management, career development, and
retention. Always consult the references within each chapter
to ensure you’re using the most up-to-date information before
providing career counseling.
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NAVY CAREER INFORMATION PROGRAM

INTRODUCTION

A Navy Enlisted Retention and CDP are considered successful when
the chain of command (COC) ensures every Sailor has access to
the guidance and opportunities needed to succeed.

CDP

1. The CDP empowers Sailors to achieve their professional
goals and strengthens their desire to remain on active duty or
transition to the Navy Reserve. Active COC involvement, from
the top down, is crucial for the program’s success, providing

Sailors with the guidance they need to manage their careers
and achieve their aspirations.

2. The Bureau of Naval Personnel Career Counselor Handbook
(CCH) provides the following guide to establish and maintain a
CDP for both Active and Reserve Components:

a. CDP Management

b. CDT

c. Training

d. Career Tools

e. Career Planning

f. Program Review

g. Career Incentives

h. Navy Education Programs

EN DY
Depu y Chief of Naval Personnel

Releasability and distribution: This handbook is cleared for
public release and is available electronically only via MyNavy
HR Web site htt s://www.m nav hr.nav .mil/
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CHAPTER ONE
CDP MANAGEMENT

INTRODUCT ION

The Command Career Counselor (CCC) manages the CDP with direct
supervision and support from the Command Senior Enlisted Leader
(CSEL). While CDT is responsible for executing the CDP,
effective coordination with the COC i1s essential to provide the
CCC with the necessary information for setup and management.

To ensure a strong support network, newly reporting CCCs should
establish contact with their Immediate Superior-in-Command
(1SI1C) and Type Commander (TYCOM) Counselors, who are key
resources.

The following items will assist in developing an effective and
successful CDP:

Discuss CDT and its benefits with command leadership

e To ensure our Sailors get the best career advice, all
newly designated career counselors must be qualified.
Counselors at every level (department, division, and unit)
have six months from their appointment to complete the
required Career Development Training Course (CDTC). Please
note that this training must be done with your current
command, as certifications from past units will not be
accepted

e Assign a qualified CDTC/CDTC-RC counselor for every 30
Sailors. NOTE: The CCC is not counted in the 30:1
ratio

e The Senior Counselor will complete an internal self-
assessment utilizing NAVPERS 1040/2 Career Information
Program Review (CIPR) for active-duty commands or NAVRES
1040/1 - Reserve CIPR for commands that support Ready
Reserve personnel within 90 days of reporting on board.
Report all findings to the COC and ISIC Career Counselor

e Within the CCCs first 12 months, all first-tour CCCs must
receive performance feedback from the Commanding Officer
(CO0), Executive Officer (XO0), and CSEL. This evaluation is
to be documented on the NAVPERS 1040/3, Career Counselor
Initial Tour Feedback form. The command leadership submits
the completed form to the ISIC or TYCOM Counselor, who
reviews it before forwarding it to the CCC Course Manager

1-1
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e Review or establish the annual budget for maintenance of
CDP requirements

e Office organization procedures

e Primary responsibilities include training, administration
of the CDP, internal public relations, and other facets of
the CDP per OPNAVINST 1040.11G.

e Conduct annual CDP review, per OPNAVINST 1040.11 (Series)
(The Navy Enlisted Retention and Career Development
Program), utilizing NAVPERS 1040/2 or NAVRES 1040/1.

OFFICE ORGANIZATION PROCEDURES AND BUDGET

The CCC’s office must be accessible to all Sailors and have
their own dedicated computer with internet access. The CCC
shall have suitable office space to conduct private counseling.
Information technology requirements include a computer system
that can run career development software and associated online
programs. It is strongly recommended that the CCC has the
highest-level internet access necessary to accomplish mission
requirements.

During planning board for training meetings, or the command’s
equivalent scheduling vehicle, the command will ensure the
following career programs are part of the schedule:

e CDBs

e Reenlistments and retirements

e Monthly CC team meetings and training

e Quarterly CDT meetings

e Additional career development related i1tems

Use SECNAVINST 5210.1 to ensure proper office organization.

Manuals, Instructions, and messages can be found at the MyNavy
HR web site under “Reference Library”.

1-2
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It is advised that CCCs establish an annual budget for funded
Temporary Duty Travel (TDY) orders and consumables. One of the
first priorities should be a review of the CCC’s budget. Submit
the budget, via the COC, for approval. Budgeted items may
include:

e Discharge pins and retirement pins

e Retirement flags

e Coins, plaques, and command photos, etc.

e Reenlistment pens

e Certificate paper

e Award certificate folders and covers

e Retention Excellence Award Pennant as applicable

Temporary additional duty may include but not limited to:

e Fleet Engagement Team Visits/Area Training
e Navy Personnel Command (NPC) visits
e TYCOM and ISIC training

e Conducting assessments on all subordinate commands, as
required

e Career Development Symposium (CDS)/Training

e Navy Counselor Professional Development and Training
Symposium (NCPDTS)

e REDCOM/WING/ISIC visits

CAREER INFORMATION MANAGEMENT SYSTEM (CIMS)

CIMS i1s the primary means for planning, scheduling, and tracking
CDBs. Additionally, CIMS will be used for tracking all other
CDP activities. For more detailed information regarding CIMS,
see Chapter 6.

1-3
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RETENTION STATISTICS AND REPORTS

The CCC is responsible for monitoring retention and attrition
statistics and preparing monthly reports for submission to the
CO, via the X0 and CSEL. For more detailed information
regarding NRMS see Chapter 10.

1-4
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CHAPTER TWO
BUILDING THE CDT

INTRODUCTION

A well-trained and organized CDT engages the entire COC and
provides a means to guarantee continuity in career development
efforts and individual professional growth. An effective
command CDT is the cornerstone of a successful CDP.

The CCC is the primary manager of the CDT. The CDT membership
iIs comprised of:

e CO

e XO

e CSEL
e CCC

e Department Heads (DH) and Division Officers (DIVO)

e Department and Division Leading Chief Petty Officers
(DLCPO)

e Department, Division, and Unit CC

To establish a well-trained CDP, conduct the CDTC for all
Department and Divisional Career Counselors, or CDTC-RC for
Unit Career Counselors (UCC). This provides the following
command-wide benefits:

e Increased COC credibility

e Increase in the counseling expertise and knowledge
of CDP for supervisory personnel

e Trained counselor 30:1 ratio

e Better informed Sailors

2-1
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e More time for CCCs to manage the CDT, oversee the program,

and counsel individual Sailors that require theilr expertise
and experience (decentralization)

e Increased program efficiency and effectiveness
The most updated version of these courses can be found on the
MyNavy HR and Navy Reserve Homeport web sites. CCCs and
subject matter experts will instruct the CDTC/CDTC-RC.

DEPARTMENT, DIVISION, AND UCC

All department, division, and UCCs are vital parts of the CDT.

Training for department, division, and UCCs will be conducted
monthly, at a minimum, to comply with OPNAVINST 1040.11
(Series).

Prospective department, division, and UCCs shall possess the
following attributes:

e High professionalism

e Ability to interpret and communicate career-related
concepts and instructions

e Paygrade E-5 and above

e Willingness and enthusiasm to serve as a counselor

For the program to be effective, commands will exercise care not
to exceed a trained 30:1 Sailor-to-counselor ratio. Large
department/units may assign multiple counselors to maintain an
effective program. Department/units that have greater than 250
personnel assigned, require a full-time counselor for an
effective program. It is highly recommended that full-time
counselors complete NAVEDTRA 43699-E, Command Career Counselor
Professional Qualification Standards.

MEETING AND TRAINING PREPARATION

Agenda: The agenda is the core of the meeting and should
contain a chronological sequence of the items intended to be
covered during the meeting. Agenda items should be detailed and
distributed to the CDT members prior to the meeting for proper
preparation.

2-2
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Meeting: Counselors are responsible for all logistical
preparations for their events. This includes reserving a
suitably sized room well in advance and preparing sufficient
handouts for attendees. If guest speakers are involved,
counselors must confirm their attendance and ensure they are
prepared. Prior to the event, counselors will verify the room
is ready and that all necessary equipment, especially audio-
visual systems, is fully functional, with tests being
completed at least 30 minutes before the start time.

Minutes of the Meeting: Compile and prepare meeting minutes for
the COC’s review and input. Minutes will be prepared and routed
as enclosure alongside the monthly report to the CO, via CSEL
and XO. Distribute reviewed minutes to all CDT members upon the
CO”s review. CCC will maintain the original approved minutes
for 24 months from the date of the meeting. The minutes should
include:

e The start and end times, date, place held, and members
present and absent

e All agenda items discussed, and decisions made (If actions
are agreed upon, identify the members responsible for the
action and expected completion dates)

e The date, time, and place of the next meeting (by
establishing a consistent meeting time and place, all
attendees should be able to schedule them as a recurring
item on their calendar)

e Point of Contact, name and signhature
Cancellation of the meeting: If a meeting must be cancelled,

provide notice as early as possible to allow all participants to
adjust their schedules

2-3
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Figure 2-1 Monthly/Quarterly Meeting Minutes
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CHAPTER THREE
TRAINING

INTRODUCT ION

Training is a key component of any successful CDP. This is
accomplished with advanced and ongoing career counselor
training. Starting with your ISIC and TYCOM CCs, build your
community network. Ildentify other established CCs in your Area
of Responsibility (AOR) to further enhance your training.

FORMAL TRAINING

Requirements and qualifications are identified in the Military
Personnel Manual (MILPERSMAN), article 1306-905, article 1440-
020, and i1n the Catalog of Navy Training Courses (CANTRAC).

Formal CC training includes:

e CCC Course (A-501-0011). Active-duty quota requests must
be forwarded to the Navy Counselor rating detailer via
ISIC and TYCOMs CCs.

e The Reserve Career Information Course (R-501-0005) is
designed for Career Counselors who support Ready Reserve
personnel. Quota requests are submitted to Navy Reserve
Professional Development Command (NRPDC) via the Unit CO
and the Navy Reserve Activity (NRA) CCC.

e CDTC via the MyNavy HR website, CDTC-RC via the Navy
Reserve Homeport (NRH) website

e First Term Success Workshop (FTSW) via the MyNavy HR
website

e Reserve Affiliation Success Workshop (RASW) via the NRH
website

e Career Development Symposium/Trainings

e Navy Counselor Professional Development Symposium
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INFORMAL TRAINING

Regional fleet engagement team visits
e Navy Family Readiness System (NRS) sponsored events

e Personnel Qualification Standard for Command Career Counselor
(NAVEDTRA 43699-E)

e Personnel Qualification Standard for Navy Counselor ISIC
(NAVEDTRA 43699-5A)

e Navy Counselor Supervisory Training Manual (NAVEDTRA 15050)

e Regional/TYCOM/ZISIC Training

New programs and policies as appropriate

ADDITIONAL TRAINING

Fleet, Force, Regional, and ISIC Counselors will provide training to
subordinate CCCs in the following computer systems and programs:

Command Information Management System (CIMS)

Career Waypoints (C-WAY) website

Transition between Reserve Component (RC), Training and
Administration of the Reserve (TAR) Component, and Active Component
(AC) (RC2AC, RC2TAR, RC2RC)

Understanding and utilizing Career Counselor access via MyNavy
Assignment (MNA)

Blended Retirement System (BRS) Continuation Pay (CP), Selective
Reenlistment Bonus (SRB), Fleet Reserve and retirement, Selective

Training and Reenlistment (STAR), Enlisted Supervisor Retention Pay
(ESRP)

Navy Retention Monitoring System (NRMS)

Defense Manpower Data Center (DMDC) website and transition
counseling

CDT organization and meetings
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Review of each department, division, and unit CDP utilizing CIPR
NAVPERS 1040/2 or NAVRES 1040/3

Monthly report to the CO, routed via XO and the CSEL
Survivor Benefit Plan

New programs and policies as appropriate

3-3
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CHAPTER FOUR
CAREER TOOLS

INTRODUCTION

Navy Career Tools are web-based applications designed to support
and enhance Sailor career management, retention, and
professional development. This chapter identifies the online
applications that support Sailors and their careers and command
career information programs.

Navy Career Tools are accessible In two environments:

e Internet - Fleet users may access the Navy Career Tool
suite located on the internet, whether from shore-based
commands or from ships at sea

e Afloat - Depending on geographic location, internet is not
always available. In this situation, fleet users may
access afloat versions of the available Navy Career Tools

AFLOAT ENVIRONMENT

Afloat CCC should encourage crew members to use Afloat Career
Tool versions, 1T available, rather than allow them to struggle
with bandwidth limitations while underway.

Navy Information Application Product Suite (NIAPS) is available
on most surface ships, aircraft carriers, and submarines.

Applications include:
e Afloat Career Tools common access portal
e Navy eLearning (NeL) Afloat
e Electronic Training Jacket (ETJ) Afloat

e Fleet Training Management and Planning System (FLTMPS)
Afloat

NSIPS web afloat is available on most surface ships. Applications
include:

e Electronic Service Record (ESR) Afloat
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e CIMS Afloat

To ensure Sailors at sea have up-to-date information, our afloat
applications use a low-bandwidth data synchronization process
called replication. This process occurs several times a day,
exchanging small, compressed data files that contain only the
changes since the last update. Replication keeps both ship and
shore systems current while using significantly less bandwidth
than a direct internet connection, resulting In a faster and
more reliable user experience.

CAREER COUNSELOR ACCESS

The CCC serves as the critical link between a Sairlor, their
command, and supporting Navy organizations, to include Navy
Personnel Command (NPC). On behalf of the CO, the CCC is
responsible for managing the command®s CDP. Assigned to a
position of great trust, the CCC reports directly to X0 via
CSEL on all matters related to CDP management.

The CCC is required to obtain access to and use the following
online systems to manage the CDP:

e BOL Command Access, Command OMPF: See Chapter 6 for more
information

e MNA (Command/Career Counselor): See Chapter 8 for more
information

e CIMS: See Chapter 6 for more information

e CIMS Command Access Manager (CAM via NSIPS)
e NRMS: See Chapter 10 for more information

e FLTMPS

e MNP: See Chapter 13 for more information

e C-WAY: See Chapter 7 for more information

4-2
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e DMDC (DD Form 2648): See Chapter 9 for access and Chapter 13 for
more information

Career Counselor Required Access

Access Active TAR

*BOL

*MNA

*CIMS

CAM

NRMS

FLTMPS

MNP

C-WAY

X[ X| X X X | XX X[ X

DMDC

ASOSH

eSuB

XXX X X XXX X X X | X X

CLAM

Table 4-1 AC/ TAR Access Chart

(*) Multiple accesses needed

BUPERS ONLINE (BOL)

To gain Command access for BOL, utilize the sample letter found
on MyNavy HR> Career Counselor> Resources> BUPERS Online (BOL)
Access Letter Sample. Submit via email to usn.mid-
south.chnavpersmiltn_mbx._mill-pers-4helpdesk@us.navy.mil.

Once access is gained, CCC must update information under the
“Update Personal Information” tab.

OFFICIAL MILITARY PERSONNEL FILE (OMPF)

The OMPF is a permanent record that documents the career of
every service member from time of entry until final separation.
These documents affect or iInfluence the member’s career and
benefits, and include information about accession, training,
education, performance, discipline, decorations and awards,
assignments, duties, casualty status, and separation/retirement
from the Navy. The OMPF “My Record” user role provides the
ability to view, download, and print documents for personal and
professional use. The Selection board views many of these
documents when considering candidates for retention,
advancement, and special programs. For a complete list of
items in the OMPF as well as additional information see
BUPERSINST 1070.27E.
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Guidance for delegating OMPF Command View Access: The official step-
by-step i1nstructions can be found in the Navy OMPF-Admin Access/
Command View Users” Guide located on MyNavy HR > Career Management >
Records Management > OMPF Command View > NAVPERS 1070/856 Instruction
for OMPF “Command View Access”.

Access the system: Using the Command Access Card (CAC) with a
CAC-enabled computer, go to BUPERS Online (BOL)> OMPF.

Figure 4-1 BOL Login Page
Required Actions:

Sailors should periodically review their OMPF through the OMPF “My
Record” user role. Take all necessary actions to ensure OMPF is
current, accurate, and complete, especially following reenlistments.

IT errors are found use correction procedures provided at MyNavy HR >
Career Management > Records Management > Military Personnel Records >
Document Correction.

PERFORMANCE SUMMARY RECORD (PSR)

The PSR i1s a three-part report that summarizes the member’s
personnel data and performance history. The three parts are:

e Part I: Personnel Data Summary (previously titled Enlisted
Summary Record)

e Part 1l: Evaluation Summary (Pre-1996 Form)

4-4
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e Part Il1l: Evaluation Summary (1996-Present)

PSR can be accessed by:

e Using CAC with CAC-enabled computer, go to BOL

e Click ODC, OSR, PSR, ESR LINK to view, download and print
copies of the PSR

Required actions:
e View and verify PSR periodically for accuracy.

e To resolve errors or missing evaluations, contact NAVPERSCOM,
Performance Evaluation Branch (PERS-32)

ELECTRONIC SERVICE RECORD (ESR)

ESR 1s an online version of some, but not all, service record
data. The ESR is available in connected and disconnected
environments. Periodically, ESR data is printed on forms that
are submitted for permanent retention In the OMPF.

MILPERSMAN 1160-030 states that Command Pay and Personnel
Administrators (CPPA) will work with the applicable Transaction
Service Center (TSC) to ensure the ESR reenlistment closeout
function is executed when a member reenlists and the following
ESR documents are submitted to the member’s OMPF along with the
reenlistment contract:

e Awards History (NAVPERS 1070/880)

e Training, Education, and Qualifications History (NAVPERS
1070/881)

e Member Data Summary (NAVPERS 1070/886)
e History of Assignments (NAVPERS 1070/605)

e Permanent Administrative Remarks (NAVPERS 1070/613) created
at time of reenlistment

Access the system: Internet - Using CAC with CAC-enabled

computer, go to Navy Standard Integrated Personnel System
(NSIPS) > Member Self Service > Electronic Service Record.
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Figure 4-2 NSIPS Login

Afloat - Go to the NIAPS Career Tools Afloat (CTA) main page for
more information on the NSIPS Afloat applications. CAC is not
required.

Important: Sailors must establish their NSIPS Web account while
in port and connected to reliable connectivity prior to creating
an NSIPS afloat account.

Required Actions:

e Review ESR pages and work with CPPAs to ensure data
accurately reflects the member’s personal and professional
achievements

e Take all necessary actions to ensure ESR is current,
accurate, and complete

Important: Training data documented in Relational
Administrative Data Management (R-ADM) and Advanced Skills
Management (ASM) is provided to the Navy Training Management &
Planning System (NTMPS) data warehouse and is viewable iIn
FLTMPS and ETJ. However, R-ADM and ASM data is not accepted by
NSIPS and is not documented in the ESR. Sailors should
coordinate with their CPPA to have training qualifications
entered directly into NSIPS.

WEBSITES FOR CAREER INFORMAT ION

The internet provides multiple resources for career information.
Counselors are cautioned to use only official web sites to
obtain current information, policy, and documents.

Required Actions: Bookmark online resources and references as
necessary to support Sailor career counseling and command career
information programs. Frequently used websites:
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Annual Statement of Service History
(ASOSH via BOL)
https://www._bol .navy.mil/

BUPERS Online
https://www.bol .navy.mil/

Career Waypoint System (C-WAY via BOL)
https://www.bol .navy.mil/

Defense Manpower Data Center (DMDC) (DD Form 2648)
https://www.dodtap.mil/

Electronic Submission (eSUB via BOL)
https://www.bol .navy.mil/

Fleet Training, Management and Planning System (FLTMPS)
https://ntmpsweb.dc3n.navy.mil/Fltmps/Defaul t.aspx

MILCONNECT
https://milconnect.dmdc.osd.mil

My Education
https://myeducation.netc.navy.mil/

MyNavy Assignment (MNA)
https://mynavyassignment.navy.mil

MyNavy HR
https://www.mynavyhr._navy.mil/

Navy College
https://www.navycol lege.navy.mil

Navy Commissioning Programs
https://www.mynavyhr._navy.mil/Career-Management/Career-
Counsel ing/Commissioning-Programs/

Navy Directives (instructions/notices/manuals/publications)
https://www.secnav.navy.mil/doni/default.aspx

Navy Enlisted Advancement System (NEAS)
https://neas.ncdc.navy.mil/Login

Navy Family Readiness System
https://ffr_cnic.navy.mil/Family-Readiness/
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https://mynavyassignment.navy.mil/
https://www.mynavyhr.navy.mil/
https://www.navycollege.navy.mil/
https://www.mynavyhr.navy.mil/Career-Management/Career-Counseling/Commissioning-Programs/
https://www.mynavyhr.navy.mil/Career-Management/Career-Counseling/Commissioning-Programs/
https://www.mynavyhr.navy.mil/Career-Management/Career-Counseling/Commissioning-Programs/
https://www.secnav.navy.mil/doni/default.aspx
https://neas.ncdc.navy.mil/Login
https://ffr.cnic.navy.mil/Family-Readiness/
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Navy Reserve Homeport
https://www.navyreserve.navy.mil/Pages/defaul t.aspx

Navy Retention Monitoring System (NRMS via NSIPS)
https://www._nsips.cloud.navy.mil

Navy Standard Integrated Personnel System (NSIPS)
https://ww._nsips.cloud.navy.mil

OAR/CONUS Testing Sites
https://www_netc.navy.mil/Commands/Center-for-Information-Warfare-
Training/Language-Regional-Expertise-and-Culture/FAQs/CONUS-Navy-
Testing-Sites/

U.S. Citizenship and Immigration Services
http://www.uscis.gov/portal/site/uscis

U.S. Navy Awards
https://www.bol .navy.mil/

U.S. Navy Credentialing Online (Navy COOL)
https://www.cool .osd.mil/usn/

U.S. Military Apprenticeship Program (USMAP)
https://usmap.osd.mil/
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CHAPTER FIVE
CAREER PLANNING

INTRODUCT ION

To promote personal and professional growth and regular
feedback, every command will track the progress of each Sailor
through continuous intervention and inspiring Sailors to reach
their full potential and achieve maximum performance. Using an
effective Individual Career Development Plan (ICDP) will
provide the necessary guidance and support for Sailors
approaching critical career milestones. Career planning is a
part of CDBs and includes active engagement from command
leadership, mentor, Sailor and career counselor. Specific,
measurable, achievable, relevant, and timely (SMART) goals
should be created. Career Planning timelines include:

o CDB

e PRD/EAOS/SEAOS (PRD/EOS/SEOS for Reserve Component)

e Professional Apprentice Career Track (PACT)

e Prior Service Reenlistment Eligibility-Reserve (PRISE-R)
e BRS/CP

e MNA

e High Year Tenure (HYT)

e Career Decisions

CC RESPONSIBILITIES AND PROCEDURES (COMMAND,DEPARTMENT, DIVISION, AND

UCCs)

e Indoctrinate all newly reporting Sailors on CDB process
(check-1n interview)

e Identify Sailors that require a CDB via CIMS

e Schedule CDBs (with the assistance of CSEL as needed)
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e Disseminate CDB schedule via plan of the day, week, or
month; flight schedule; Site TV, and e-mail COC as
appropriate

e Notify the CDB members and Sailors of date, time, and
location

e Document CDB members, minutes, recommendations, and verify
comments within CIMS

e Follow-up as needed

CDB _DISCUSSION TOPICS

In addition to topics on the ICDP, the topics listed below are
recommended for discussion at the CDB:

e Familiarization with individual Sailor’s background
(personal history)

e Command mission, vision, guiding principles, Sailor
expectations, and command duties and responsibilities

e Introduction of the established CDT
e Personal and professional goals (short and long term)
e Retesting with the Armed Forces Classification Test (AFCT)

e Qualification path to include, i1If warranted, Warfare
qualifications

e PRD timeline and opportunities (MNA)

e Advancement requirements (PMK-EE, rating bibliographies,
enlisted career path, BBA, ELD, etc.)

e Education (Tuition Assistance (TA), United States Naval
Community College (USNCC), Navy College Program for Afloat
College Education (NCPACE), College Level Examination
Program (CLEP), Defense Activity for Non-Traditional
Education Support (DANTES) Subject Standardized Test,
etc.), Montgomery GI Bill-Active Duty (MGIB-AD)/MGIB-
Selected Reserve (MGIB-SR) and Post 9/11 Gl Bill

e Physical readiness
5-2
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e Rating or “A” school selection (PACT/ PRISE-R)
e Incentives (active and reserve bonuses, etc.)
e Commissioning and special programs

e HYT

e Navy Reserve affiliation benefits and drill participation
requirements

Other topics that are encompassed in the Sailor’s Military Life
Cycle (MLC) management. The latest MLC fact sheet i1s provided
via the MyNavy HR website. These topics include, but are not
limited to:

e Financial education and planning to include use of the
Financial Well-Being Assessment

e Certifications (United Services Military Apprenticeship
Program (USMAP), Navy Credentialing Opportunities On-line
(CO0L), etc.)

e Transition Assistance Program (TAP)
e Military Occupational Classification (MOC) Crosswalk
e Service Member Group Life Insurance

e Veterans Administration (VA) benefits

5-3
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ACTIVE DUTY CDBS

Reporting CDBs are to be conducted at the command level.
Sailors shall be given a CDB within 60 days of reporting. The
first CDB is the most critical interaction between the Sailor
and immediate COC. This not only provides Sailors with the
opportunity to express their goals but also allows command
expectations and resources to be discussed. Reporting CDBs
must be conducted in an individual setting.

Note (1): Group CDBs are not authorized.

Note (2): CSELs can delegate command level CDBs in writing to
DLCPOs.

24/48/60/Biennial-Month CDBs are to be conducted at the
department level. These CDBs are for the Sailor and the
department CDT members to review the Sailor’s qualifications,
goals and career progression.

Career Decision CDBs are to be conducted at the department level
18 months from SEAOS. Career Decision CDB topics include:

o HYT

e Reenlistment

e Fleet Reserve

e Retirement

e Transition Timelines

e Force shaping initiatives
e Special Programs

e 4/2/2 Military Service Obligation (MSO) as applicable
e MNA

e SELRES

e TAP/Capstone

Other CDBs:
e Commissioning Programs

e Advancement (failures, selection board ineligible, board non-
selects)

e Change i1In rate

e Overseas tour extension iIncentives program
e Physical fitness assessment failures

e As requested by the Sailor

5-4
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CDB TYPE COMMAND | DEPARTMENT REMARKS
Reporting X Within 60 days of reporting
24-Month X As required
48-Month X As required

60 Month X As required
Biennial X As required

Career HYT, Fleet Reserve,
Decision X retirements, and force

shaping initiatives
(Not applicable for Reserve
Sailors on active-duty
orders)

Table 5-1 Active duty CDB timeline

PROFESSIONAL APPRENTICESHIP CAREER TRACKS (PACT)

PACT Sailors will follow the same order negotiation process iIn
MyNavy Assignment (MNA) as rated Sailors. The process for
rating designation is tied to key CDBs conducted at specific
milestones leading up to their Projected Rotation Date (PRD).

The timeline and required actions are detailed below In Table

5-2.
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FROM
REPORT
DATE

CDB TYPE
AND LEVEL

CDB TOPICS/ACTIONS TO BE TAKEN

60 days

Reporting
(Command Level)

-Present to Sailor their qualified
jobs listing from C-WAY.

-Discuss PACT submission timeline
-Sailor’s responsibilities to apply
for a rate

-CCC”s responsibilities

-Discuss retake of AFCT (if needed,
or desired)

6 months

Department
Level

-Review qualified jobs listing
-Discuss ratings of interested
-Follow up on AFCT retake (if
desired) or ensure new AFCT scores
are updated in C-WAY.

-Assist Sailor to log in to MNA,
update personal information,
preferences and Sailor Resume
-Department/Div CC or LCPO provide
MNA training (how to apply for a
rate and orders)

12 months

Department
Level

-Review PACT timeline with Sailors
-Ensure Sailor”s record is accurate
including AFCT scores, citizenship,
etc.

-Discuss MNA application process or
route applicable rating packing

18 months

Command Level

-This CDB is not required i1f Sailor
has been selected for a rate or
orders by this time.

CDB TOPICS/ACTIONS:

-Review rating opportunities
-Assist Sailor i1n acquiring a rate
or orders, as needed.

24 months

Department
Level

-This CDB i1s not required if Sailor
has been selected for a rate or
orders by this time.

CDB TOPICS/ACTIONS:

-Review rating opportunities
-Assist Sailor in acquiring a rate
or orders, as needed.

Table 5-2 PACT

CDB schedule and timeline
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RESERVE COMPONENT (RC) CDBS

Reporting CDBs must be conducted in an individual setting at
the command level. Group CDBs are not authorized. Drilling
reservists will be seen within the first 4 drill weekends.
The first CDB i1s the most critical iInteraction between the
Sailor and immediate COC. This not only provides the Sailor
with command expectations but also provides the Sailor with
insight on what to expect in that command.

24/48/60/biennial-month CDBs are to be conducted by the
department. These CDBs are for the Sailor and the department
CDT members to review the Sailor’s qualifications, goals, and
career progression.

C-WAY CDBs are to be conducted at the command level for Sailors
interested i1n applying for Reserve Component to Active Component
(RC2AC), Reserve Component to Training and Administration of the
Reserve (RC2TAR), or rating conversion via RC2RC.

HYT CDBs are to be conducted at the command level at least 24
months prior to HYT date.

Age 60 CDBs are to be conducted at the command level at least 12
months prior to the Sailor reaching age 60.

CDB Type | Command 6 Department Remarks
Reporting X Within four drill weekends of
reporting to unit
24-Month X As required
48-Month X As required
60-Month X As required
Biennial X As required
C-WAY X As required for RC2AC, RC2TAR,
or RC2RC
HYT X 24 months prior to HYT
Age 60 X 12 months prior to age 60

Table 5-3 Reserve Component CDB timeline
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PRISE-R

The PRISE-R Program is a reserve affiliation program that allows
Navy veterans (NAVETS) and other service veterans (OSVETS) to
affiliate with the Selected Reserve (SELRES). PRISE-R is for
OSVET enlistment into Navy Reserve ratings and for NAVET
affiliation/enlistment into the SELRES with a change of rating.

Note: Reporting CDB can be completed by NRA CCC to ensure Sailor
understands all PRISE-R program requirements.

CDB Type & Command Department Remarks
Reporting X Within four drill weekends
of reporting to unit
6-Month X Review Sailor’s program
progression
12-Month X Review Sailor”s program
progression
18-Month X Review Sailor”s program
progression and possible
conversion opportunities

Table 5-4 PRISE-R CDB timeline

MY NAVY ASSIGNMENT (MNA)

MNA is designed to be used by Sailors, CCCs, and enlisted
command personnel. The web-based system allows Sailors to view
available jobs and make their own applications or submit through
their CCC. MNA user’s guide, schedules, and enhancements can be
found by utilizing the MNA Web site. CCCs will print and post
updated schedules before each cycle.

CCCs will have applicable access to include Enlisted CCC,
Enlisted Command, Reserve CCC, and Reserve Command roles as
required.

Note: Detailers retain the ability to assign Sailors in
alignment with priority needs for each cycle.

To gain access to MNA, see Chapter 8.
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RESERVE COMPONENT (RC) MNA

MNA i1s executed on a quarterly basis. This is an effort to
ensure each SELRES has adequate opportunity to submit orders
during their MNA window and is not disadvantaged by drill
scheduling issues. The quarterly schedule will ultimately
result in every SELRES PRD falling on the last day of March,
June, September, or December. For additional RC MNA
information, see Chapter 8.

HIGH YEAR TENURE (HYT)

The HYT policy is a vital and effective force management tool
utilized to properly size and shape the Active Component (AC)
and the Reserve Component (RC). HYT management is regulated by
establishing standardized Length of Service (LOS) gates by pay
grade, balanced with a waiver process to enable the Navy to
retain the right number of members. As one of the Navy"s key
enlisted force management tools, the HYT policy facilitates
viable career paths and advancement opportunities across all pay
grades and LOS spectrums. The standardized HYT gates allow
members greater flexibility to stay in the Navy within a
stabilized force. Through this measured process, the Navy
enhances quality throughout the continuum of service. For more
information and gates per paygrade for active and reserve
components see MILPERSMAN 1160-120.

FROM HYT DATE ACTION TO BE TAKEN

24 Months -Schedule career decision CDB.

-Discuss separation process, timeline and
requirements.

-Discuss SELRES opportunities (if eligible).
-Follow Transition timeline requirements 1AW
OPNAVINST 1900.2(series)

-CCCs can begin TAP process with Initial
Counseling, Pre-separation Counseling and
initiate DD 2648 (e-Form).

10 Months Request HYT waiver as needed

Table 5-5 AC HYT action timeline

HYT POC. BUPERS-312/3152 processes HYT requests for active duty,
TAR, and SELRES personnel. PERS-913 processes HYT requests for
Voluntary Training Unit (VTU) and Individual Ready Reserve (IRR)
Personnel.
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SKILLBRIDGE

The DoW SkillBridge program is an opportunity for Sailors to
gain valuable civilian work experience through specific industry
training, apprenticeships, or internships during the last 180
days of service. SkillBridge connects Sailors with industry
partners in real-world job experiences and may be granted up to
180 days of permissive duty to focus solely on training full-
time with approved industry partners after unit commander (first
0-4/Field Grade commander in COC with NJP authority) provides
written authorization and approval. These industry partners
offer real-world training and work experience in in-demand fields
of work while having the opportunity to evaluate the Service
member’s suitability for the work.

For more information refer to SkillBridge on MyNavy HR website.

Note: Members going through a Physical Evaluation Board (PEB) may not
participate in SKkillBridge until their board has been fully adjudicated
and a separation date has been determined.

TRANSITION FROM ACTIVE DUTY

Transition counseling and assistance positively Impacts
retention and mission readiness by providing professional career
development resources to Sailors. Effective transition
assistance ensures that Sailors who transfer to the Navy Reserve
or decide to separate and return to the civilian sector are
productive citizens and ambassadors for the Navy. Reference
OPNAVINST 1900.2(series) is very specific regarding separation
guidance.

Transition counseling and transition benefits are separate and
distinct. Services refer to permanent programs for all
separating members (voluntary or involuntary) that provide
career change information. Personnel transferring to the fleet
reserve or retiring should begin transition counseling and TAP,
24 months prior to desired or planned fleet reserve or
retirement date.

Note for RC: Initial counseling and pre-separation counseling
must be completed at the Navy Reserve Activity (NRA) within 30
days of notification of mobilization, Active-Duty for
Operational Support (ADOS), or Active Duty for Training (ADT)
orders of 180 days or more for RC Sailors.
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NRA/NRC CCCs shall initiate DD 2648 in DoOWTAP and ensure
process is in the Capstone phase prior to mobilization, ADOS,
or ADT start date. The supported active-duty command will
ensure all other TAP requirements are completed prior to
member’s demobilization/end of active-duty orders.

To gain access to Defense Manpower Data Center (DMDC), see
Chapter 9.

FLEET RESERVE/RETIREMENT TIMELINE

Fleet Reserve and retirement requests must be submitted via
NSIPS member self-service via the following timeline:

Active Component Retirement Table:

TIME

BEFORE ACTION TO BE TAKEN

EAQS
-Initiate retirement or fleet reserve request (E-7

and above). Submit retirement or Fleet Reserve
request via Retirements and Separations in members
Employee Self-Service located in NSIPS. For more
information refer to Chapter 4
-Conduct initial counseling and initiate DD 2648
24 Months

(Service Member Pre-separation/Transition
Counseling and Career Readiness Standards e-Form)
for service members separating, retiring, released

from active duty (REFRAD), or being deactivated
-Develop individual transition plan
-Schedule TAP class

-Initiate fleet reserve request (E-6 and above).
-Submit fleet reserve request via Retirements and
Separations. (refer to chapter 4)
-Conduct initial counseling and initiate DD 2648
(Service Member Pre-separation/Transition
18 Months Counseling and Career Readiness Standards e-Form)
for service members separating, retiring, released
from active duty (REFRAD), or being deactivated
-Develop Individual Transition Plan (ITP)
-Schedule TAP class

-Verifty completion of initial and pre-separation
12 Months counseling no later than 365 days prior to
separation
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6 Months

-Confirm completion of TAP class

90 Days

-10 U.S.C., 1142 deadline for DD 2648
completion of Service Members Individual Transition
Plan Checklist by command representative

<90 Days

-In the event of a short-fused discharge or
separation, Sailors must complete all requirements
for transition as listed in 12 months - 90 days~’

timeline. The DD 2648 must be annotated with
comments explaining non-compliance with Title 10

U.S.C. 1142

Table 5-6 Fleet Reserve and Retirement actions to be taken

SELRES Retirement Table:

TIME
BEFORE ACTION TO BE TAKEN
EOS
-Meet with your UCC/NRC CCC and unit
chain of command to discuss your
12 intention of retiring.
Months -Verify ASOSH points are correct or
submit for corrections.
-Submit retirement request via NSIPS:
Main Menu -> Employee Self Service >
6 Months Retirements & Separations > Request

Retirement/Separations. In the drop-
down menu select Non-Regular
Retirement without Pay.

-1T submitting Retirement with Pay due
to having reached age 60, forms DD-108
and DD-2656 must be completed, signed
and uploaded to NSIPS retirement
request.

Table 5-7 SELRES Retirement actions to be taken

The following should be tracked and coordinated between CPPA and

TSC:

o Service members will receive a one-time letter of approval
(LOA) that will be provided as an attachment under the
ATTACHMENT/COMMENTS/RECOMMENDATION tab on both their
retirement and fleet reserve approved request
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s Statement of service (S0S) will be completed by PERS-836 iIn
NSIPS and made available to the member no later than 120
days prior to the approved date

REENLISTMENT, RETIREMENT AND FLEET RESERVE CEREMONIES

These ceremonies are a significant event in the career of a
Service member. As such, members should be afforded a
meaningful ceremony to recognize the member’s honorable service
and high-quality performance, as indicated by the recommendation
for reenlistment, retirement, and fleet reserve. Therefore,
ceremonies are to be conducted in a dignified manner that
appropriately reflects the importance of naval customs and
courtesies. This includes the participants wearing the proper
uniform and conducting themselves In an appropriate manner.

All certificates for Sailors and family members must be generated in
CIMS.

Reenlistment eligibility should be verified per MILPERSMAN 1160-
030. Extensions should be executed per MILPERSMAN 1160-040.
Retain i1n Service (RIS) should be executed per MILPERSMAN 1160-
050.

Retirement/Fleet Reserve ceremonies should be conducted per
MILPERSMAN 1800-010.

Utilize NPPSC 1160/1, Command Career Request (for AC and TAR
Sailors) or NAVRES 1160/1, Drilling Reservist Worksheet (for
RC Sailors) to establish eligibility and authorization to re-
enlist or extend.

Note: RC Sailors on active-duty orders (mobilization, ADOS, ADT,
etc.) will utilize NPPSC 1160/1 if there is need to re-enlist or
extend while on an active-duty status.

Review of the following topics should be part of all discussions
regarding re-enlistments and extensions:

e Bonus eligibility
e Post 9/11 GI Bill eligibility and transferability

o HYT
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CHAPTER SIX
CAREER INFORMATION MANAGEMENT SYSTEM

INTRODUCT ION

This chapter was developed by the Bureau of Naval Personnel,
Enlisted Community Management Department (BUPERS-3), in
partnership with Fleet and Force Navy Counselors. It provides
Career Counselors with the procedures and information
necessary to access CIMS and leverage its interface to ensure
the success of the CDT.

CIMS is the primary means to plan, schedule, and track CDP
activities. For more information download the CIMS user guide
go to the MyNavyHR website. MyNavy HR > Career Management >
Career Counseling > CIMS-NRMS> CIMS User Guide.

Note: Some challenges may exist for afloat platforms that are
operating under the CIMS Afloat module, which has not received
all the upgrades that the Web/Ashore modules have received.
Please consult with your TYCOM/ISIC Counselor for further
guidance and workarounds i1If your access becomes problematic in
meeting reporting and functional requirements.

USER ROLES:

The User Roles within CIMS are CAM, Command View Only, CIMS
CCC, and CIMS Departmental/Divisional Career Counselor.

CIMS ACCESS MANAGER (CAM) ROLE

The CIMS CAM role manages SAAR at the command level. Navy
Counselors with CAM access are responsible for approving,
modifying, deleting, and unlocking SAARs for Departmental
Career Counselors, Divisional Career Counselors, and Sponsor
Coordinators within their authorized security scope.
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This role ensures timely access management, uninterrupted
career services, and strict accountability of user permissions.
To prevent administrative delays and sustain command career
readiness, NCs must obtain and actively maintain CAM access
along with their associated CDT responsibilities.

CAM Access:

Step 1: Navigate to the NSIPS Login screen, and select System
Access Authorization Request SAAR (NSIPS, ESR, CIMS, Web Ad
Hoc)

Figure 6-1 New Users

Step 2. On the next page select the CIMS radio button then
click next.

Figure 6-2 CIMS Radio Button
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Step 3. On the Access Selection page, select CIMS Command Access
Manager (Enlisted) and click next.

Figure 6-3 CAM (Enlisted)
Step 4. Complete the SAAR form in accordance with the instructions

provided ensuring all required fields are accurate prior to
submission.

CIMS COMMAND VIEW ONLY ROLE

The CIMS Command View Only Role grants read-only access based
on authorized permissions. This role enables users to view data
for their command and all subordinate activities defined within
the Operational Security Tree. Access can be assigned at either
a single Unit ldentification Code (UIC) level (e.g., Wing or
Surface Squadron) or an echelon level (e.g., Fleet or Force).

The CIMS Command View Only Role users may access all reports in
their UICs as well as reports of all subordinate UICs.

The CIMS Command View Only Role users have view only access to
CDBs, Career Decisions, USMAP data, reports, and all lists.
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CIMS CCC ACCESS ROLE

The CIMS CCC role authorizes the user to view, update, correct,
and approve CIMS items based on access permissions granted
within the operational security tree. CCCs may access and
populate CIMS pages for all personnel assigned to them.

In addition to the CIMS pages accessible by Departmental and

Divisional Counselors, CCC may access the following CIMS
pages, and perform these tasks:

e Career Counselor Manage Assign

e Individual Department/Division Assignment

e Complete all certificates for personnel assigned to them
e CIMS calculators

e CCCs may modify departmental and divisional CCs i1nput into
CIMS pages and/or verify those pages as correct

e Mass Department/Division Assignment

e Records of Sailors who are assigned to their UICs or
subordinate UICs

e Reports and lists for their UICs or subordinate UICs
e Assign Department and Divisional CCs in CIMS

e Assign Sailors to Department and Divisional CCs

This action allows verified information to be stored permanently
as data in the NSIPS Enterprise Data Warehouse. Members with
this role also give access to modify or update the users” SAAR
Request under ERM Security Administration in the Navigation
panel, for the purpose of requesting greater access to
CIMS/NSIPS or additional UICs.
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Menu

My Favorites
User Release Information
Career Information Management
Surveys and Studies
Emplovee Self Service
Electronic Service Record
Fetirements & Separations
Contract Administration
Standard Reports
Worldist
Feportin

ZL_ERM Security Administration -
My Profile
DOD ID Look Up
MSIPS Report Manager
Motification Inbox
DMR Link

Figure 6-4 ERM Security Administration
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Note: Access to the CIMS Career Counselor (CCC) role is limited
to 8 accounts per command. Requests for access exceeding this
limit must be sent to BUPERS (313F) for review and approval.

DEPARTMENTAL/DIVISIONAL CC

Departmental/Divisional CCs may access and populate CIMS
reports for all personnel assigned to them as well as the
following:

Complete all certificates for personnel assigned to them
CIMS Calculators
Input CDB minutes/remarks

Record of Sailors who are assigned to their
Department/Division CCs

Mass Department/Division Assignment page
Pull required Department/Division reports

Career Decisions

CIMS ACCESS

Step 1.

Go to NSIPS Login screen, click on System Access

Authorization Request SAAR (NSIPS, ESR, CIMS, Web Ad Hoc)

Step 2.

Figure 6-5 New User Request

Click on the CIMS radio button and click next.
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Figure 6-6 Select CIMS

Step 3. Select level access needed and click “OK”

Figure 6-7 Select Primary Role

Step 4. Enter telephone number, official “_mil” email address,
and a justification for access. The justification must clearly
state the reason access 1s being requested and must align with
the specific UIC(s) selected under CIMS UIC Access. Applications
submitted with non “.mil” email address will be rejected.
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Figure 6-8 Enter required information

6-8



NAVPERS 158780
1 Jul 26

UIC Access

CIMS UIC Access >

Supervisor Details - SAAR Form

B

(Last,First Middie)

Official Email Address

Contact Phone: |

Figure 6-9 Enter required information

Note: Ensure all Unit ldentification Codes (UICs) for which you
are responsible are entered under your CIMS UIC Access and
aligns with the justification.

When entering the counselor supervisor’s information, ensure
accuracy so it can be retrieved. The Last Name and First Name
must be an exact match in the system and on the SAAR form;
otherwise, the supervisor will be unable to retrieve and
approve your request.

After verification that all information is correct on the SAAR
click “submit”. Soon after submission, emails will be sent to
the counselor and supervisor.

Step 5. Supervisor verification. Supervisor will receive an

email like the figure below. Supervisor must copy the code from
the email.
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Figure 6-10 Supervisor Verification Code

Step 6. Supervisor must go to the NSIPS home page, click on
“New User SAAR Validation (Supervisor)”

Figure 6-11 New user SAAR Validation (Supervisor) Selection

Step 7. Supervisor must paste the code from the email on the
code line and click “confirm”. The supervisor lines will pop-
up to allow them to enter their information just as you typed
It. Remember this must be identical or else they will not be
able to retrieve the SAAR.
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Figure 6-12 Supervisor Verification Code
Step 8. Supervisor must check the SAAR for completeness

(including proper justification and all UICs the member needs
access to), then click “submit”
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Step 9. This will bring the supervisor to the final routing
stage. This must be submitted to the CIMS SUPER FAM.

Figure 6-13 Supervisor FAM Selection

Once the supervisor approves, the counselor will then receive an
email that the SAAR i1s awaiting approval by the CIMS Super FAM.
Once approved by the CIMS SUPER FAM, a third email will be sent
letting the counselor know theilr access has been approved.

Please allow 48 hours for approval by the CIMS SUPER FAM; for
further questions, please contact the NSIPS help desk at
nesd@nesd-mail .onbmc.mil.

NOTE: For Department/Divisional access, submit to CAM if available.

NAVIGATION AND FEATURES

This section will discuss the navigation of CIMS and the ESR.
Of special interest will be the differences in the menu based
upon the access role the user holds, whether it 1s CCC, or the
command view only roles.

NAVIGATION CIMS (USE/INQUIRE)

USE- This menu item allows the user to access, input and view
CDBs, Career Decisions, Career Information Training, SRB/ESRP
Submission, and Rating Conversion for the CCC and
Department/Division Career Counselor role user. The following
menu items are only available under the CCC role:
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e Department/Division/Shop/Duty mass Setup
e Member Department/Division/Duty Setup
e Individual Department/Division CC Assignments

e CDT Management

Mass CDT Assignment

The CCC role users will have access to all Sailor records
within the UICs they have been assigned as CCC. The
Department/Division role users will have access only to Sailor
records which have only been explicitly assigned to them by
their CCC.

The Department/Division/Shop menu items and their usage are
discussed i1n the CLA Users Guide and will not be discussed iIn
this guide.

CDT MANAGEMENT

Figure 6-14 CDT Management

e 1. Rank/Rate — Rate/Rank the member is currently being
paid (Corporate data)

e 2. Name — Full Last Name, First Name, and Middle Name of
the member (Corporate data)

e 3. Current DSC — Current Duty Status Code of the member
(Corporate data)
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e 4. Assigned Date — Date the member was assigned as
Dept/Div CC

e 5. UIC — Unit ldentification Code the assigned CC 1is
assigned to (if the CC will be acting as CC for a
department or division of another command, that command’s
UIC should be entered here)

e 6. Assignment Indicator — The Assignment Indicator
identifies the member as either a department, division
CC or the Leading Chief Petty Officer

e 7. Dept/Div — ldentifies department or division for which
the LCPO/CC is responsible and is limited to valid
departments/divisions as set up by the Command Leave
Administrator. Valid departments/divisions are located and
selected by using the lookup button

e 8. De-assigned Date — When a CC is removed from their
responsibilities as a CC, the date of occurrence is entered
in this field and saved

NOTE: Saving a date in this field does not remove access to all
records associated with the related department or division displayed
on the row unless it is the last (only) remaining assignment. De-
assignment of a CC on this page does not revoke the member®s access
to CIMS. To revoke access to CIMS CC can remove using the ERM tool.

INQUIRE- This menu i1tem allows the user to view CDBs, Career
Decisions, Sponsor Assignment, Rating Conversion, SRB/ESRP and
USMAP Information and is accessible to all role users. This
CIMS Access List i1s available to CCC roles and CIMS CAM Users
only.
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Note: Inquire role users have access to all records within the
UICs they have been assigned access.

Menu Menu
My Favorites My Favorites
User Release Information User Release Information

Career [gformation Management Career Information Management
Use > Use
areer Levelopment
B/ RP

Career Decisions

Career Information Training Career Development Board
SRE/ESRP Submission Career Decisions

Rating Conversion Cormespondence Tracking
DeptDiv/Shop/Duty Mass Setup Sponsor Assignment
Member Dept/Div/Duty Setup Rating Conversion
Individual Dept/Div CC Assign USMAF Information

Career Dev Team Management CIMS Access List

Mass Career Dev Team Assign

Figure 6-15 CIMS Use/lInquire Menu

NAVIGATION ESR (USE/SETUP)

ELECTRONIC SERVICE RECORD- USE - This menu item grants Career
Counselors access to Administrative Remarks, Course Data, Montgomery
Gl Bill- Election, and DD Form 2366 Process List.

ELECTRONIC SERVICE RECORD- SETUP- This menu item grants Career

Counselors access to Administrative Remarks and allows Career
Counselors to create Page 13 Administrative Remarks.
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Figure 6-16 ESR/SETUP- Create NAVPERS 1070/613 (Administrative
Remarks)

CAREER INFORMATION MANAGEMENT LISTS

LISTS- This menu item grants access to all role users to access
various reports to include Advancement Information, TAP,
Losses, Personnel Information, Sponsor Coordinator,
Intermediate Orders, and Unit Tracking List.
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Menu
My Favorites
User Release Information

Career Information Management
Use

Ingquire
Calculators
Cerfificates
Forms
Feports

Advancement Information
GPS

Lozzes

Personnel Information
Sponsor Coordinator
Intermediate Orders

Unit Tracking

Figure 6-17 CIMS Lists Menu
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CAREER INFORMATION TRAINING

The Career Information Training page provides CCCs the ability
to enter Career Information Training dates for Sponsor training,
CDTC, FTSW, and RASW. Data entered on this page may be used for
reporting processes in CIMS Online.

Figure 6-18 Career Information Training Page

CAREER DEVELOPMENT BOARDS

PULLING DUE CDBs IN CIMS

From the CIMS main menu, select Career Information Management, then
select List and access Unit Tracking to locate and manage CDB
requirements.
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#]

Menu - T
My Favorites

User Release Information

EZ_Career Information Management —
Use

Inguire
Calculators
Certificates
Forms
Reports

:_"_ Elsts :)
vancement Information

GPS

Losses

Personnel Information
Sponsor Coordinator
Intermediate Crders

€ Unit Tracking -]

Figure 6-19 Unit Tracking

Select CDB Notification under List, then apply Due filter and set the
appropriate date range to pull all pending CDBs, including Sailor
Request CDBs, for the selected UIC.
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Figure 6-20 Unit Tracking Search Criteria

The Active CDB Notification Listing (Due) displays all CDBs that are
currently due, including required dates and applicable reasons, allowing
CCCs to track and conduct.

Figure 6-21 Active CDB Notification Listing
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CDB VERIFICATION PROCESS

The verification process is available only to CCC and is used to
validate information entered by the Department/Division Career
Counselors for CDBs. CCC shall verify only those CDB’s that
appear under the “completed” tab within the Unit Tracking
module. This allows the CCC to make corrections, additions,
or other changes to the record before it becomes permanent iIn
the database. CCC should make every effort to ensure that
information in CDBs is accurate and complete.

Note: Once “verified” no further changes can be made.

Unit Tracking Search Criteria

List Type
@ Active O Reserve
List
() Alpha Roster O career Counselor Roster O career Decision @® CDB Notification
(OBRS-CP O pacT OmaciB O c-way

() Post-9/11 GIB TEB

Filter
() sailor Request ) Due ) completed (®) verified

Date Parameter

From Date |QCT-2025 [ (JAN-2001) To Date | JUMN-2026 [5] (DEC-2001)
UIC Access Personalize | | Find | View All | (21] L:_ﬁl First (4) 10f1 (b Last
Select UIC
65929 MAVY SERV SUPP ADY TRNG CMD

Figure 6-22 Unit Tracking Criteria Verified
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Career Development CDE Data ICDF Goals and Comments
DoD ID:
Rank/Rate: Name: ) Current DSC: 100
ADSD: 12/15/2020 PEBD: 12/15/2020 EAOQS: 08/27/2027 Soft EAOQS: 08/27/2027
REPORT DT: PRD: g7/01/2027 DIEMS: 03/21/2020 DIERF:
Retirement Plan: BRS EDLN: EDLN RSN: HYT Date: 12/14/2030

NEC1: NECZ: NEC3: NEC4: NECS:

uic: Warfare Qual:
DEPT: CMD DEPT Career Counselor:

DIV M5 DIV Career Counselor;

Mentor Name: Home of Rec City/State:

CAREER DEVELOPMENT BOARD TRACKING ADDITIONAL BOARDS CONDUCTED

Type Required Date Completed Date Mot Required

Reporting ~ SEP-2025  07/31/2025 None
24 Month  JUL-2027
43 Month  JUL-2029
60 Month  JUL-2030

Career Decision CDE: JAN-2026 Reason PRD

CAREER DEVELOPMENT TRAINING

CDTC FTSW

Completion Date: Completion Date:  11/05/2021

Figure 6-23 Career Development
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Career Development | CDBData | ICDP || Goals and Comments
DOoD ID:

Rank/Rate: Mame: Current D5C: 100
ADSD: - PEBD: 12152020 EADS: 082712027 Soft EADS: 082712027
REPORT DT: PRD: 07012027 DIEMS: 08212020 MERF:

CDEB Data Find | View All First ‘4’ 10of1 (b Last
CDBType: | |Q DEFT: CMD DIV: N5
CDE Type 2: CDB Type 3: CDB Type 4:
cDB Date: —

CDE Rank/Rate: :Q
LEADERSHIP DEVELOPMENT CONTINUUM
Paygrade: ED4 Date of Rank:  03/01/2023 # of Times Up for Mext Paygrade: 5
Projected Advancement Date  ES5: 01/01/2024 E&: 01012027 E7: 0M/01/2030
Most recent NWAE score Most recent RKE score PMK Completion Date 07232023
Enlisted Leader Development Course (LDC) Completion Date(s)
Foundational LDC (E3 & E4): Intermediate LDC (ES): Advanced LDC (E-6):
CPOLDC (E-7): Senior Enlisted Academy (E-8):
Qualifications Working Toward:
Qualification: Start Date: Goal Completion Date:
| | | [ |5
| | | I T
I | I W | |iW

OFF-DUTY YVOLUNTARY EDUCATION

Highest Education Level: L  High School Diploma
Univ / College enrolled: | |

Degree Working Toward: | |

StartDate: [ |& TargetDate: | |&

Post-5/11 Gl Bill TEB: MGIE DD2366:

Figure 6-24 CDB Data
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Mavy COOL & USMAP
USMAP Working Toward:

COOL Working Toward:

PFA DATA

Results:

TRANISITION

TAP Required: Yes No

CAREER WAYPOINT 5

C-WAY Last Review:

PCS ORDERS

PC5 Orders Received:

[ Save ||loh Retwn o Search

NAVPERS 158780
1 Jul 26

PFA Goal Sets |

b

CRS Met: Yes Mo

Status:

Welcome Aboard Package Received:

+ Previoustab || 5 Mexttsh | |#5 Refresh

TAP Listing

Figure 6-25 CDB Data Continued
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Career Development ” CDB Data ” ICDP ” Goals and Comments:

DOD 10

Rank/Rate: Hame: Current DSC: 100
ADSD: PEBD: 121152020 EAOS: 0&/27/2027 Soft EADS: DB/ZTr2027
REFPORT DT: PRD: 07012027 DIEMS: 08/21/2020 DIERF:

COMMISSIONING PROGRAMS

Are you interested in applying for any commissioning programs ¥ O Yes ' No

If yes, which program:

100 characters remaining

PROFESSIONAL MILITARY EDUCATION

Are you interested in or would like more information about military education to include ) Yes 2 No
'&" and "C' schools or other formal military training 7

If yes which program:
100 characters remaining

OFF-DUTY VOLUNTARY EDUCATION

Are you familiar with Tuition Assistance benefits?  Yes ' No

Are you familiar with your Joint Sanvice Transeript? O Yes O No
() ™y

Are you familiar with the benefits of CLEF/DANTES? -~ Yes L No

Figure 6-26 ICDP
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MILITARY LIFE CYCLE
#re you interested in converting to another rating? O ves O Na
If yes, which one(s): y
A0 characters remaining
™y ]
Do you have a3 current spending plan? Cives 2 No
Are you cumently expenencing any pay or entiltemnent issues (household goods, O Yes O Neo
BAH, BAS, GTCC, SDAR etc) 2
If yes, which one(s): P
40 characters remaining
Q o
Do you have any areas of concern regarding your current rack or housing situaton? Yes Ne
If yes, which one(s): -
55 characters remaining
; ; O O On
Dz you know how and when to transfer your Post 8111 Gl Bill education benefits? es a
Are you familiar with the benefits of the Blended Retirement System and the Owa Cies C'No
tirneline for Confinuation Pay 7
Retirement Plan Enrolled in: BERS
Are you familiar with the 4-2-2 Military Service Obligation (MS0) for first term Sailors? 0 Yes ) Mo
Are you interested in any special programs {USS Constitution, RDC, Embassy, O fes C'No
Personmel Exchange Program, etc.)?
Are you familiar with your active duty federal and state WA T ves ' No
Date your Record of Emergency Data and Dependency Application (Page 2) was 0302024
_ last verifiediupdated:
Why did you join the Navy? | ]| ~]| v

Explanation if other chosen:

100 characters remaining

Describe your ideal Haval
Career:

280 characters remaining

[5) Save ||[oh Retwn toSearch || Previoustab || 5" Mexttab ||2% Refresh |

Figure 6-27 1CDP Continued
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Career Development

DOD 1D

Rank/Rate:

ADSD:

REPORT DT:

Career Intentions

Career Decision

CDBE Data ICDP Goals and Comments

Mame:

EAOQS: 08272027

PEBD: 1211572020

PRD: 07/m01/2027 DIEMS: 0&721/2020

Career Decision Reenlistment

Current D3C:

NAVPERS 158780
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100

Soft EAQS: 08272027

DIERF:

Plan Date

SMART Short Term
Goals:

2000 characiers remaining

SMART Long Term
Goals:

2000 characters remaining

CAREER DEVELOPMENT BOARD MINUTES & PLAN

CDE Members Title

Mame

Board Chair and CCC/IDCC are required.

Others

The CDB verification page in Figure 6-29 is used by the CCC
document discussion topics, and verify completed CDBs.

Q

| oo

i{Last, First Middle)

{Last, First Middle)

Figure 6-28 ICDP Continued
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Figure 6-29 CDB Verification Page with CDB Topics

SELECTIVE REENLISTMENT BONUS (SRB)

The SRB page can be used to submit and check the status of SRB
submissions.
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Menu
My Favorites
User Release Information

Career Information Management
Use

Career Development

Career Decisions

Career Information Training
<~ TRB/ESRP Submission -

Rating Conversion

DeptDiv/Shop/Duty Mass Setup

Member Dept/Div/iDuty Setup

Individual Dept/Div CC Assign

Career Dev Team Management

Mass Career Dev Team Assign

Figure 6-30 SRB/ ESRP Submission
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Figure 6-31 SRB Calculator
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Figure 6-32 SRB Calculator Continued

Note: To check for SRBs refer to chapter 12

RETIREMENT AND SEPARATION REQUEST VIA NSIPS

Step 1: Sailor logs into NSIPS under Member Self-Service.
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Figure 6-33 NSIPS Login

Step 2: Select “Employee Self-Service” from the left menu then
select “Retirements/ Separations™.

Figure 6-34 NSIPS Menu

Step 3: Ensure that member is viewing the “Request” tab. Member
should verify all pertinent information on this tab.
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Figure 6-35 Request Tab

Note: Counselor will be able to review requests in R&S Command
Request Home page with the Command Revier or Command
Separation Specialist access.
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Figure 6-36 Command Access Home Page

Note: Counselor shall verify eligibility per applicable
MILPERSMAN.

Step 4: Counselor shall verify all yellow and red alerts have
been addressed.

Figure 6-37 Retirement Eligibility Result

Step 5: Counselor must ensure that Planned Separation Address
has been inputted.
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Figure 6-38 Planned Separation Address

To add a Planned Separation Address, click on the “address, phone,
or other email”. Click the “add” symbol as pictured in Figure 6-39
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Figure 6-39 Address Type
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Figure 6-40 Address Type

Once the magnifying glass shown in Figure 6-40 is clicked, it
will display the screen in Figure 6-41 to add the address type.
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Figure 6-41 Address Type
Once all information has been inputted and verified by member,

CCC will use the “route” icon to forward the request to next
applicable reviewer/approver.
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Figure 6-42 Reviewer/Approver View

CERTIFICATES

This certificates page will allow you to create a variety of
certificates for use In ceremonies.
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Certificates

Member Information

SSN: Q
*Full Name:
*Sex:
Signing Official Information
Official Name:
(First Mame MI Last Mame, Rank, Branch/Class)
Official Title:

Official Command:

Certificate Information

v

*Certificate Type: |

“Certificate Date: ]
*Recipient Name: Fleet Reserve
*Relationship To Honorable Discharge
Member:

Feenlistment

Retirement

Print Certificate

Figure 6-43 Certificates
UNIT TRACKING

The Unit Tracking page can be utilized to track command
information and offers the following queries: Alpha Roster,
Career Counselor Roster, Career Decisions, CDB Notifications,
BRS-CP, Professional Apprentice Career Track (PACT), MGIB,
Career Waypoints (C-WAY), and Post 9/11 GI Bill
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Figure 6-44 Unit Tracking Page (Active)
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Figure 6-45 Unit Tracking Page (Reserve)

Figure 6-46 Alpha Roster

Figure 6-47 Career Counselor Roster

Blended Retirement System- Continuation Pay Report

This report is pulled to monitor BRS enrollment and track eligibility
windows. Its primary purpose i1s to identify members prior to their
12th year of service who are eligible to elect Continuation Pay for

their mid-career bonus. For instructions on generating a BRS-CP
report, refer to figure 6-48.
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Figure 6-48 BRS/CP

MONTGOMERY G.1. BILL (MGIB) PROGRAM

Eligible active-duty members are no longer automatically
enrolled in the MGIB during their first two weeks of initial
entry training. Members are now given 270 days to decide if
they would like to enroll or dis-enroll in the MGIB program.
This process heavily relies on command involvement in ensuring
members are accurately counseled and provided the opportunity
to opt out of MGIB enrollment 1Tt they desire. Members who do NOT
opt out (dis-enroll) will automatically be enrolled and pay
deductions will start the month following their 271st day of
active duty.

Once a week, CCC will run an MGIB report in CIMS to identify
Sairlors who require counseling.
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Tracking Criteria
Unit Tracking Search Criteria

List Type
® Active
List
) Alpha Roster
OBRS-CP
) Post-9/11 GIB TEB

MGIB Filter

NAVPERS 158780
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™y
./ Reserve

{_) Career Counselor Roster () Career Decigion () CDB Motification

D paCT ® McIB O coway

*MGIB Status | Enrolled

~ kOffiEnl: *EnrolliDecline Period: | All Dates

v

UIC Access Personalize | Find | View All | (21| & First (4' 10of1 (b Last
Select UIC
63929 HAVY SERV SUPP ADYV TRNG CMD

Select All Deselect All

| Process Request |

Figure 6-49 MGIB

Figure 6-50 MGIB Active List

6-44



NAVPERS 158780
1 Jul 26

CAREER DECISIONS

The career decisions page can be used to enter data that
pertains to a Sailor’s future. Things such as extensions,
reenlistments, separations, fleet reserve, and retirements can
be seen here. Fields on this page change depending on which
plan type selection is picked. CCC must utilize Career
Decisions feature in CIMS.

To navigate to Career Decisions from the Losses tab see steps
below:

Figure 6-51 Career Decisions

Under Career Information Management navigate to Lists then
Losses.
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Figure 6-52 Loss Search Criteria

Ensure All is selected and required UlCs.
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Figure 6-53 Career Decisions

CDTC/FTSW: Sailors that have completed CDTC or FTSW can be found under
Personnel Information Tab.

6-47



NAVPERS 158780
1 Jul 26

Menu
My Favorites
User Release Information

Career Information Management
Use

Inguire
Calculators
Certificates
Forms
Reports

Lists
Advancement Information

GFP3
Loszes

& Personnel Information
Sponsor Coordinator
Intermediate Crders
Unit Tracking

Figure 6-54 Personnel Information
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Personnel Info

Personnel Information Search Criteria

Lizt Type

] Auctive ) Reserve
List
) Citizenship ® CDTCIFTSW ) Family Care Plan ) Education
) Language Z) PFA ) Security Clearance C usmAR () Warfare Qualification
CDTCIFT SW Filter
® coTC O FTSW
UIC Access Personalize | | Find || View 100 | @3] B First (4 1-100f9345 (» | Last

Select uic

| 00011 OFMAY

O 00012 DONSO AAUNSECHNAY

O 00013 JUDGE ADVOCATE GENERAL

O 00014 CNR ARLINGTOM WA

d 00015 MEVAL INTELLIGENCE ACTIVITY

O 00018 BUREAL OF MEDICINE AMD SURGERY

d 00019 MEVAIRSYSCOM HQ PAX RIVER MD

O 0001E CMNESC NFO JAX OMN

O 00020 DFAS WESHINGTON DC

O 00022 BUREAL OF MAVAL PERSOMNMEL

Figure 6-55 CDTC/FTSW Listing

UNITED STATES MILITARY APPRENTICESHIP PROGRAM (USMAP)

Use the USMAP Information page to check the progress of a
service member®s apprenticeship program. This page contains
corporate data and cannot be used for updates. To update
information, please visit the official USMAP site.
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Figure 6-56 USMAP Information Page
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CHAPTER SEVEN
CAREER WAYPOINTS (C-WAY)

INTRODUCT ION

C-WAY 1s the Navy"s information technology system for matching our
best-performing Sailors to fleet requirements. As a long-term force
management tool, i1t balances manning across all rates, ratings, and
components (Active, Reserve, and TAR). C-WAY is continuously updated
to align current and future enlisted force management strategies with
mission needs.

ACCESS REQUEST AND OPERATION

To perform their duties effectively, CCCs require access to the
C-WAY system via BOL. To get command access, CCCs must submit a
System Authorization Access Request (SAAR) Form (DD Form 2875),
which can be found on the MyNavy HR website by navigating Career
Management > Career Counseling > C-WAY.

Figure 7-1 Access to C-WAY i1n BOL
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CCC are responsible for qualifying Sailors, submitting their C-WAY
inputting application notes, and generating reports
within the system.

applications,

CCC PROCESS FOR SAILOR QUALIFICATION AND COUNSELING

CCCs must qualify enlisted Sailors (E1-E6) in C-WAY using the
Career Waypoints Application form (NAVPERS 1040/4).

CAREER WAYPQINTS APPLICATION
NAVPERS 1040/4 (Rev. 07-2024)

Supporting Directive MILPERSMAN 1160-140

I. Applicant Information

1. Application Date:

2. Member Name:

3. Member Rating:

4. Department:

5. Division:

6. Phone Number:

7. Office Number:

8. E-mail Address:

9. Previous Rating:

Il General Information

10. Are you a United States citizen?

B

11. Were your parents born in the United States?

]

12. Are all immediate family members United States citizens? El

13. Highest Level of Education completed:

B

14. Commanding Officer recommendation for retention. | El‘

Date I |

15. Do you intend to separate? | E"

16a. If you answered YES to question 15, select the reason that best reflects your reason. |Select Category then Specific reason below E’I

16b. If you answered YES to question 15, what would it take for you to stay Navy.

ISelect Category then Specific reason below E"

17. Other | Enter only if "Other" was chosen as a reason in block 16a or 16b, otherwise enter N/A

11l ASVAB and Promotion Information

ASVAB Exam
Nate

ASVAB

Varsion

GS‘AR‘WK‘PC‘MK‘EI ‘ AS ‘MC‘AO‘VE‘CS‘NO‘AFQT

NAPT Date

RlART Ao

Figure 7-2 NAVPERS 1040/4 Application
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Figure 7-3 Qualifying Sailor Module

Following qualifications, CCCs must use the Career Exploration
Module (CEM) to identify any gaps between a Sailor®s
qualifications and the requirements for their desired rating.

Figure 7-4 Career Exploration Module
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IT a Sairlor Intends to separate at their SEAOS, the CCC is
required to update the Sailor®"s record with the reasons for
separation and document potential strategies to retain them in
the Navy.

SUBMIT SAILORS” C-WAY APPLICATIONS

CCCs are responsible for submitting all Sailor applications by
the monthly deadline of 2359 CST on the last day of every
month. Every application must include notes, which can be added
by clicking the Notes tab.

The C-WAY Notes section allows communication between the CCC
and the Enlisted Community Managers. CCC must utilize C-WAY
notes to communicate any relevant Sailor info that is updated,
changed, or not shown in Sailors” C-WAY application.

Note: BUPERS 313 cannot update warfare designators or NECs. If
information is missing, verify receipt and make a note in the
system.

Figure 7-5 Sailor Browser Notes Function

Additionally, CCCs must conduct a monthly review of all
ineligible Sailors to verify the reasons for their status
(e.g., not recommended for retention, PFA failures, security
clearance issues).
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PROFESSIONAL APPRENTICESHIP CAREER TRACK (PACT)

CCCs must submit all PACT Sailor applications on time using the PACT
Marketplace Record Browser. This tool provides a comprehensive view of
the application status for every PACT sailor within the command.

PACT Marketplace Record Browser is in C-WAY by selecting Sailors >
PACT Marketplace > PACT Marketplace Record Browser

Figure 7-6 C-WAY-PACT Marketplace Record Browser
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PACT Marketplace Record Details

Sailor Name: PACTAlgorithm, 1 A Status: Requests Participation
Rating: FN Requests Onboard:
Looks Remaining: 3 Process Cycle: FY21 Cycle 4 - Apr
Qualified: Yes
JOIN Date: MNone
Reguests Participation 1]
Declines Participation (]

Mot Eligible

[l Requests to Remain Onboard

Rating RIDE Rank JOIN Rank RIDE/JOIN Rank
1st Choice:

2nd Choice:

3rd Choice:

4th Choice:

I have validated all of the information in this section and certify that the CO
still recommends and the Sailor concurs with this record.

The PACT Marketplace Record was successfully saved.

Figure 7-7 C-WAY-PACT Marketplace Record Details
The PACT submission timeline is located at MyNavy HR > Career
Management > Career Counseling > C-WAY > C-WAY PACT Marketplace
Submission Schedule
Review Apprentice Activity Report and maintain substantiating

documents on file for all unrated PACT Sailors onboard greater than 24
months.

Figure 7-8 C-WAY-PACT Apprentice Activity Report
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SAILORS UNDER 4-2-2 MILITARY SERVICE OBLIGATION (MSO)

Applicability: This procedure applies to Sailors under a 4-2-2
Military Service Obligation (MSO) with a Date of Initial Entry to
Military Service (DIEMS) of 1 October 2020 or later, who are not
serving under a special enlistment or incentive contract (e.g., PACT,
STAR).

NOTE: Be mindful that Sailors may have affiliated with a 5-1-2
contract. Always verify the DD Form 4; Enlistment/Reenlistment
Document-Armed Forces of the United States.

PROCEDURES:

Identification of 4-2-2 Sailors

e C-WAY will identify eligible 4-2-2 Sailors based on DIEMS and
remaining MSO.

e CCCs shall routinely monitor C-WAY and applicable reports to
identify Sailors approaching SEAOS.

4-2-2 Sailor Activity Report

This provides the status of all Sailors who have not met
minimum MSO.

Figure 7-9 4-2-2 Sailor Activity Report

C-WAY Application Generation

e C-WAY will automatically generate a SELRES application for
eligible 4-2-2/5-1-2, and all Sailors who have not shown
intent to remain active between 10 to 2 months before SEAOS.
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CCC Responsibilities

e CCCs shall review and submit all required 4-2-2 SELRES
applications monthly during the 10-2-month SEAOS window.

e CCCs must ensure the Sailor is properly counseled on:
o SELRES affiliation requirements
o Rating availability in the SELRES

0 The possibility of IRR transfer i1f SELRES affiliation is
not available or approved

e CCCs shall document counseling and application actions iIn
accordance with command procedures.

Failure to Submit

e IT a required SELRES application for a 4-2-2 Sailor is not
submitted, C-WAY will reflect a “Failed to Submit” status.

e CCCs are responsible for preventing “Failed to Submit”
determinations through timely monthly application management.

Non-SELRES Ratings

e Sailors whose rating is not available in the SELRES are not
required to affiliate and may transition directly to the IRR.

e CCCs must submit the appropriate C-WAY application or reason
code as directed by current policy.

NON-4-2-2 MSO CONTRACT SAILORS

For AC and TAR Sailors who wish to transition to the SELRES,
the process begins with the CCC updating the Sailor®s career
intention to "Intends to Separate'™ in both MNA and their C-WAY
profille. The subsequent application method depends on the
Sailor®s time until their SEAOS. If they are between 10 and 2
months out, the CCC submits the SELRES application via C-WAY.
However, for Sailors within 60 days of their SEAOS, a NAVPERS
1306/7 must be submitted via MNCC to the SELRES ECMs at BUPERS
3152 to request a quota.
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Note: The Navy Recruiting Reserve Command is the Sailors”
initial point of contact after C-Way approval, NAVPERS 1306/7
or 4-2-2 approved for SELRES billet. Additional information is
located on MyNavy HR website. Career Management > Transition >
RPAC—ENLISTED.

C-WAY CONVERSION (C-WAY-CONV) FOR RC
Reserve Sailors who desire lateral conversion from one rate to
another iIn the reserves will apply through C-WAY-CONV.
Applicant must:

e serve a minimum of 24 months iIn present rating

e be an enlisted SELRES member with less than 18 years for

retirement (there may be program restrictions)
e be a Petty Officer First Class (E6) or below
e meet BCA standards to attend service schools

CCCs can submit a reserve Sailor requesting to convert via C-
WAY. Once an application i1s submitted, CCCs can check the
status in Conversion (RC) Application Browser.

Conversion references: MILPERSMAN Articles 1440-010, 1440-011,
and 1306-618

C-WAY TRANSITION (C-WAY TRANS) FOR RC)

Reserve Sailors who desire to execute a component change from
Reserve Component (RC) to Active Component (AC) or Training and
Administration of Reserves (TAR) will submit a C-WAY-Transition
(C-WAY-TRANS) application via the Transition (RC to AC)
application browser. Applicant must:

e Be a member of the SELRES at the time of application
(Retired Sailors and Sailors of the Individual Ready
Reserve (IRR) are not eligible)

e Be a satisfactory drill participant

e Be designated

e Have completed all requirements to make rate permanent for
all temporary rating Reserve affiliation programs

e Have completed any mandatory drilling obligations (i.e.,
NAT Sairlors — restrictions are currently lifted)

e Be able to meet prescribed enlisted age limitations for
continuation set forth in MILPERSMAN 1160-010

e Meet physical readiness assessment standards AW OPNAVINST
6110.1 (Series)

e Meet requirements for reenlistment per NAVMED P-117,
Manual of the Medical Department
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e Be eligible to re-enlist for 48 months without exceeding
the High Year Tenure (HYT) program limitations outlined in
MILPERSMAN 1160-120 (Waivers are authorized)

Reserve applicants must have their Year Group (YG) established
prior to submitting C-WAY-TRANS application. This information
iIs retrieved from the Sailor’s Annual Retirement Point
Record/Annual Statement of Service History (ARPR/ASOSH). YG
calculation combines the total active-duty days of service a
Sailor has completed and then subtracted from the desired start
date as noted by the YG calculation below:

YG CALCULATION

Active-Duty Days:

AT/ADT
Days:
Total: (Convert to YY MM DD Format)
YY MM DD Desired Start Date
- YY MM DD Total Active Service
= YY MM DD Adjusted Active-Duty Service Date (ADSD)

YG: (Fiscal Year October 1 — September 30)

Upon reenlistment, RC2AC and RC2TAR members must immediately contact
their detailer to negotiate orders. Members must be prepared to
transfer iIn accordance with the convenience and needs of the Navy.

GENERATE REPORTS

CCCs can pull multiple reports in C-WAY to assist in the
management and reporting of the CDP.
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Figure 7-10 C-WAY Reports

Apprentice Sailor Report: This provides PACT Sailors
qualification status In C-WAY. Additionally, the blue
hyperlink listed in the “Onboard” column will provide a
detailed report for all PACT Sailors within the command.

Reenlistment (AC/TAR): The command summary-reenlistment
(AC/TAR) report provides all letters for the command except for
active in rate quotas. C-WAY will generate official letters
for all SELRES applications.

4-2-2 Sailor Activity Report. This report provides status of
all Sailors who have not met minimum Military Service
Obligations (MSO).

SELRES Qual Statistics. This report provides status of all
Sailors who have not met minimum Military Service Obligation.

Note: If a discrepancy is found, contact the C-WAY help desk
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C-WAY SUPPORT PROGRAMS:

JOB OPPORTUNITIES IN THE NAVY (JOIN)SURVEY

C-WAY matches Sailors to job opportunities based on their
eligibility, aptitude, and the needs of the Navy. The new JOIN
module enhances this by iIncorporating the Sailor®s personal
career interests. This powerful combination enables CCCs to
guide Sailors toward a path that offers the best advancement
opportunities, the highest probability of success in training,
and alignment with the Sailor"s own goals (RIDE/JOIN Rank).

By having a complete picture of both Navy opportunities and
Sailor interests, CCCs can deliver more effective and
personalized career counseling.

After completing the JOIN survey, Sailors should meet with
their CCC to review the results and discuss their career
options.

JOIN vs RIDE Comparison

JOIN RIDE

Personal Technical
interests/preference qualifications/Aptitude
Interest ASVAB scores, training,
survey/assessment experience

Career interest Rating conversion
exploration

Suggests compatible Ranks suitability for a
jobs rating

Table 7-1 JOIN/RIDE comparison

C-WAY SAILOR SELF-SERVICE

The Sailor Self-Service Access enables individual Sailors with
an internet connection and a common access card (CAC) to
directly access C-WAY functions, as well as view their entire
C-WAY record. The Sailor Self-Service Access can also be
accessed via BUPERS Online (BOL)
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TARGETED REENTRY PROGRAM (TRP)

TRP empowers COs to identify AC and TAR Sailors intending to
separate and have elected to leave active duty with no desire
to affiliate with the Ready Reserve. The CO may recommend
awarding a golden ticket or silver ticket to these enlisted
Sailors. Golden ticket recipients are awarded a guaranteed
return to duty in the AC or TAR within 1 year of separation.
Silver ticket recipients may have the opportunity to return to
duty in the AC or TAR within 2 years of separation, subject to
the needs of the Navy using C-WAY Self-Service in BOL. The
survey results are automatically fed into C-WAY.

C-WAY USER GUIDE

In conjunction with this chapter, a C-WAY User Guide has been
developed to provide detailed procedural information on the
execution of C-WAY. The C-WAY User Guide will be updated on a
regular basis and i1s located on MyNavy HR > CAREER COUNSELING >
C- WAY > C-WAY USER GUIDE.
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CHAPTER EIGHT
ENLISTED ASSIGNMENTS
INTRODUCTION

MyNavy Assignment (MNA) is a web-based system designed for use
by Sailors, CCCs, and command leadership. The platform allows
Sailors to view open billets and submit applications directly
or through their CCC. MNA i1s accessible via the secure portal:
https://mynavyassignment.dc3n.navy.mil/.

ACCESS REQUIREMENTS

To gain access, Career Counselors must submit a DD Form 2875 and
a NAVPERS 1330/3. The NAVPERS 1330/3 must be signed by your CO,
X0, or OIC, and the signature block must match the one on DD
2875. 1T signing "By direction,”™ provide the authorization
letter. Upon completion, digitally sign both forms and email
them 1In an encrypted message to MyNavy Assign.FCT@navy.mil.

Additional information is located on MyNavy HR website. Career
Management > Career Counseling >My Navy Assignment.

MNA ROLES

Enlisted CCC: This role is designed to be utilized by a
command”s career counselor in assisting Sailors with viewing
potential future jobs in MNA and can make selections upon a
Sailor’s behalf.

Requests for Enlisted CCCs should typically be limited to a
single command where the person iIs stationed, however multiple
commands may be assigned based on the specific situation.

Enlisted Command: This role i1s designed to be utilized by
personnel at a command to review Sailor applications to jobs
onboard, offered on MNA during the Sailor Application Phase.

This role provides command comments and ranking of applicants.
Requests for the Enlisted Command Role should typically be
limited to a single command where the person is stationed,
however multiple commands may be assigned based on the specific
situation.


https://www.google.com/url?q=https%3A%2F%2Fmynavyassignment.dc3n.navy.mil%2F
https://www.google.com/url?q=mailto%3AMyNavy_Assign.FCT%40navy.mil
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Reserve CCC: This role is like the Enlisted CCC role, but it is
specifically utilized iIn assisting Reserve Sailors with viewing
potential future jobs in MNA and can submit applications on the
Sailor’s behalf.

A Reserve Tutorial (How-to Guide) for Reserve-CCC i1s available
under the “Help” drop-down menu when logged in MNA using the
Reserve CCC role.

Reserve Command: This role is designed to be utilized by
personnel at a command to review/search for reserve personnel,
submit PRD modification requests, search for reserve jobs,
apply/review/edit outgoing reserve applications, and
view/rank/comment on incoming reserve applications.

A Reserve Tutorial (How-to Guide) for Reserve Command is
available under the “Help” drop-down menu when logged in MNA
using the Reserve Command role.

TIMEL INES

The CCC will print and post the MNA schedule found on the MyNavy
Assignment homepage.

>

Figure 8-1 MNA Schedule for Active Duty/TAR and SELRES
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The following chart applies to Active-Duty job applications:
PRIOR ACTION TO BE TAKEN
TO PRD
-Any applicable PRD adjustments
18-13 -Career Decision CDB
Months -Sailor updates Duty Preferences and “My Resume”

-Sailor applies for any special programs 15-13
months prior to PRD
-Sailor can apply for direct conversion, normally
15-13 months prior to PRD
-Submit MNA OBLISERV intention

-Submit MNA applications for desired jobs
-Sailor enters negotiation window

-Sailor applies for billets in MNA. Utilize the
MNA Negotiation Window Table on the MNA page on
the MyNavy HR website

- Sailors can apply for conversion-out

opportunities
- Professional Apprentice Career Track (PACT)
Sailors begin rating designation process

12 Months

6 Months - ITf Sairlor has not yet been selected for orders,
detailers issue orders to Sailor based on the
highest priority vacant billets

Table 8-1 MNA Active-Duty Timeline Chart

Note: Sailors may access MNA anytime to view jobs, perform
searches, and bookmark desirable jobs.

Reserve Component (RC) MNA: Is executed on a quarterly basis.
This is an effort to ensure each Selected Reserve (SELRES)
Sailor has adequate opportunity to submit orders during their
MNA window and are not disadvantaged by drill scheduling
issues. The quarterly schedule will ultimately result in every
SELRES PRD falling on the last day of March, June, September,
or December.
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The following chart applies to SELRES job applications:

PRIOR
TO PRD

MNA

ACTION TO BE TAKEN

- Billets are made available on MNA when the
current occupant i1s 180 days from PRD

180
days
prior
to PRD

First
Cycle

- Review Reserve MNA calendar
- Review of MNA available billets
- Main Phase: AIll personnel eligible to
apply for valid billets
- Local Phase: Cross Assigned (CA) or In
Assignment Processing (1AP) personnel

eligible to apply for up to 10 valid
billets

Next
Quarter

Second
Cycle

- Review Reserve MNA calendar
- Review of MNA available billets
- Main Phase: All personnel eligible to
apply for valid billets
- Local Phase: CA or 1AP personnel eligible
to apply for valid billets

Results

- Selections are announced on or about the
first day of the subsequent calendar
quarter
- A member can be forced out of a billet
through i1t being advertised on MNA and
subsequent assignment of said billet to
another Sailor

Table 8-2 MNA SELRES Timeline Chart
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NAVIGATION AND FEATURES

HOME PAGE

The CCC Home Page centralizes essential resources, tools, and
functional links for daily counseling operations. This dashboard
dynamically populates based on the CCC"s authorized command
access, displaying key operational metrics In a single interface.
Options under the home menu include View My Homepage, View My
User Profile, View My Area of Responsibility, and Change Roles.

The Sairlor Personnel Detail i1s a snapshot of certain data fields
in a Sailor™s service record that affect distribution. You can
view Personnel Detail for onboard Sailors and Sailors who have
applied for jobs. Personnel Detail supplies four sections of
information (Professional, Personal, Support, and Special Pays
Information) and provides links to other Sailor data.

Figure 8-2 MNA Personnel Detail Page

The Sailor Alert History tab shows Cumulative Alerts, Gates,
flags, and Notifications.
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Figure 8-3 MNA Sailor Alert Tab

The Sailor History tab shows Navy Enlisted Classification
(NEC), schools, Physical Readiness data, Evals/FITREPs, and
Warfare qualifications.

Figure 8-4 MNA Sailor History Tab

The Sairlor Preference tab shows Sailor’s desires for next job
assignment, career goals, school goals, and special program
interest.
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Figure 8-5 MNA Sailor Preference Tab

The View Resume tab shows Assignment History, NEC, Warfare Qualification,
Professional Information, Education and Language Information, School History,
Performance Data and Sailor comments.
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Figure 8-6 MNA View Resume Tab

The Application History tab shows all Active/TAR and SELRES
applications successfully submitted by or for the Sailor iIn the
last five years.
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Figure 8-7 MNA Application History Tab

JOBS

The Jobs menu includes Job Search, Active/TAR Search by UIC,
View Community Notes.

Figure 8-8 MNA Jobs Menu
The Job Search tab is where the Sailor enters required input

(Community/Pay Grade) and optional input. Click search and view
the results.
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|No Saved Searches ~ \ Restore Search m Delete Search

Figure 8-9 MNA Job Search Results

Enter Sailor SSN and click Load Sailor Data

Figure 8-10 MNA Load Sailor Data in Job
Verify the correct Sailor name displays and select a preference

for the application. Enter comments to the Detailer and the
Sailor Bid if i1t 1s an Assignment Incentive Pay (AIP) job.
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DIRECT CONVERSION REQUESTS

MNA allows Sailors interested iIn rating conversion to view open
positions and determine their potential fit for those positions
before the conversion process begins. Rate change requests will
be made, approved, and processed within MNA. If quotas out of
the Sailor’s current rating are not available, Sailors will not
normally be able to submit conversion applications.

Submit Direct Conversion Requests for Sailors:

IT a Sailor assigned to one of the counselor’s UICs is eligible
for direct conversion, the counselor’s view of the Sailor’s
personnel detail page will include a button for submitting a
request on the Sailor’s behalf.

To qualify for a direct conversion, Sailors must meet all established
system and service criteria. Specifically, the Sailor®s Projected
Rotation Date (PRD) must be at least one month beyond the start of
their orders negotiation window (exceeding the direct conversion
threshold). Additionally, the members must have active Career
Waypoints (C-WAY) conversion data, and their personnel detail pages
must verify both an assigned rating and valid RIDE/JOIN scores

Figure 8-11 MNA Submit Direct Conversion Request
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Figure 8-12 MNA Submit Direct Conversion Request Confirmation

The response received will depend on workflow requirements as

determined by the Sailor’s qualified ratings, out-quotas of the
Sailor®s current rating, and in-quotas of the requested rating.
IT the Sailor™s request was auto disapproved, you may reload the

page and attempt to submit a direct conversion request to a
different rating.

Figure 8-13 Direct Conversion Request Disapproved

IT the request was auto approved or successful and entered the

workflow process, the submit conversion request button will no
longer display for this Sailor.

Figure 8-14 Direct Conversion Request Approved
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PACT SAILOR DESIGNATION

PACT Sailors can apply for their rating and next duty station
simultaneously.

e PACT Sailors must request participation for MNA via the
C-WAY PACT Marketplace prior to submitting for
rating/orders. They will follow the same basic order-
negotiation process in MNA as other fleet Sailors. If a
PACT Sailor selects to remain onboard and are denied,
they will automatically be submitted for participation
in MNA

e PACT Sailors will begin the rating designhation process 12
months prior to their PRD and will apply via MNA for a
maximum of 3 cycles Further cycles after three will be
processed via NAVPERS 1306/7.

Note: For package required ratings, submit prior to 12-month window.

Figure 8-15 PACT Program Designation Path

MNA APPLICATIONS

This menu includes Review Active/TAR Job Applications, View
Incoming Active/TAR Job Applications, and View Active/TAR
Results for Previous Cycle.

Review Active/TAR Job Applications: Once job applications are
submitted, they may be reviewed until the detailer selection
phase begins. They may be edited or deleted until the end of
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the current application phase. Counselors may edit the
application comments, preferences, or the Sailor bid (for AIP

jobs). They can also opt to make the preference light green
for the application.

Figure 8-16 Active/TAR Job Applications

View Incoming Active/TAR Applications: All incoming
applications at your assigned command(s) will display when you
access the incoming applications page. The display of
applications includes links to assist in your review of
applicants. You may access each applicant’s personnel detail
and other professional information; compare all applications for
a single job or compare any number of applicants side by side.

Figure 8-17 Incoming Active/TAR Applications
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View Active/TAR Results for Previous Cycle: Application results
become available at the end of the selection phase. Results
remain viewable until the next selection phase begins. You may
see results for a specific Sailor, your entire command, or all
applications you submitted for various Sailors.

Figure 8-18 MNA Application Results
REPORTS

This menu includes three reports: Application Summary,
Application Cancel, and Career Intention. Select the report,
enter the search criteria and then click search. When
available, click links to view report details.

Application Summary Report displays the number of open
requisitions per cycle for your command, applications made to
those requisitions, and selections made for those applications.

Required Input ‘Optional Input
Requisition Date Search Type ‘Communities uic Pay Grade
(@ Jobs AB C
01-APR-26 e AeE -[ov]
ABF
|| Applications Without Command Comments [ ] Applications Without Detailer Comments
[seoren ] cioor

i estore search

ChvNo _Cnv

Cnv OBLIS No
Decision Denied isi

Cancelled  Decision

Jobs Advertised Applications Advised , IV Void Danied

core Applied Canceled Directed Ineligible SeNlecmmd Pending Posted Selected Taken
Open Jobs

22 1 14 7

i i i i i I i i I - i - i i i
\ \ \ \ \ I \ \ I — \ — \ \ \
—— \ \ \ \ | \ \ | | \ \ \ \ \ \ \ \
1
PACT Jobs
[ [ [ [ [ | [ [ | - [ — [ [ [

Advance to
Position Jobs

Figure 8-19 MNA Application Summary Report
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Application Cancel Report displays the number of applications
initiated but not completed and any associated Gates or Flags.
Analyzing this data can aid in discussions with ISIC/TYCOM on
filling open jobs.

Figure 8-20 MNA Application Summary Report

Career Intention Report displays summary of career intentions/
career interests for Sailors at your command, as specified In
Sailor duty preferences. This information is informative during
CDBs and for command retention programs.

Figure 8-21 MNA Career Intention Report

RANKING AND COMMAND COMMENTS

The CCC must also have access to the Enlisted Command role.
This allows the command to rank applicants and make command
comments. This feature i1s useful iIn assisting the detailers
with making distribution decisions. This feature is only
available under the Command Enlisted role.

Review applications to command jobs and provide comments to the
detailer for each applicant during the “apply and command”
phases. Rank applicants on a 1-to-5 scale for suitability to
the job (1=least fit, 5=best fit).
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Notes: Command comments made are public and cannot be removed
once submitted. Prior to inputting comments ensure you speak
with command leadership and receive concurrence.

Step 1: View Incoming Active/FTS Job Application page and select
Add Comment for the desired applicant

Figure 8-22 MNA Incoming Applications Page

Step 2: Enter applicant ranking and comments.

Figure 8-23 MNA Command Ranking Page

For more information, review the MNA CCC/Command Tutorial is
located on the MNA homepage.
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CHAPTER NINE
TRANSITION ASSISTANCE PROGRAM

INTRODUCT ION

TAP provides separating/retiring service members and their
families with the skills, tools and self-confidence necessary
to successfully re-enter into the civilian work force, pursue
higher education, or technical training. The goal of the TAP
IS an outcome-based statutory program (10 USC, Ch. 58) that
bolsters opportunities, services, and training for
transitioning Service Members iIn their preparation to meet
post-military goals. The mandatory components of TAP are
applicable for all Service members who have at least 180
continuous days or more on active duty, including the National
Guard and Reserve.

Steps for completing TAP

Step 1. CCC must conduct Initial Counseling (1C)/self-
assessment 365 days or more prior to release from active duty.

Figure 9-1 TAP Initial Self-Assessment Worksheet
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Figure 9-2 TAP Counselor Tool

Step 2. Pre-Separation counseling at least 365 days or more
prior to release from active duty. The CCC must conduct pre-
separation counseling with any Sailor attending TAP online or
standalone.

A Pre-Separation presentation and additional transition tools
are located at MyNavy HR > Career Management > TRANSITION >
TAP.

Step 3. Mandatory TAP Core Curriculum:

e DoW Transition Day (My Transition, Military Occupation Code
crosswalk, and financial planning).

e Veterans Administration Benefits and Service brief
e Department of Labor (DoL) One-day Employment Workshop

Step 4. IT applicable. Selection of Two-Day Track:

Sailors assigned Tier I and Il may be waived from
participating. Tier 11l assigned personnel must select at least
one track.

e Employment Track: Employment Workshop

e Education Track: Managing Your (my) Education

e Vocational Track: Career and Credential Exploration
e Entrepreneurship Track: Boots to Business

Step 5. Capstone event must be completed no later than 90 days

prior to separation to verify Sailor have met Career Readiness
Standards and received the transition services requested.
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CAREER READINESS STANDARDS

Career Readiness Standards are met when the following items are
completed:

e Self-Assessment/Individual Transition Plan

e Post-Transition Financial Plan

e e-Benefits registration

e Continuum of Military Service brief (AC only)
e Gap Analysis or verifTication of employment

e Completed Resume or provide Verification of employment
(based on track selected)

e Comparison of Technical Institutions (based on track
selected)

e Comparison of College/Universities (based on track
selected)

Figure 9-3 TAP Tiers
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Warm Handover

A Warm handover is part of the Capstone process. The warm
handover provides a confirmed introduction and assurance that
the appropriate interagency partner acknowledge(s) that an
eligible Service member requires post-military assistance and
the i1nteragency partner follows through on aiding meet the
needs of Service members, mitigate risk, and assist them in
attaining their post-transition goals and a successful
transition.

Figure 9-4 Warm Handover
DMDC Website

Defense Manpower Data Center (DMDC)serves under the office of
the Secretary of War (OUSW)to collate personnel, manpower,
training, financial, and other data for the Department of War
(DoW). This data catalogues the history of personnel in the
military and their families for purposes of healthcare,
retirement funding, and other administrative needs.
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One portion in DMDC utilized by career counselors is the
Transition Assistance Program (TAP), a website that houses
multiple applications for transitioning service members. TAP
website currently consists of two user types: "Service Member"
and ""Managers and Counselors™.

REQUESTING ACCESS

All users will be required to complete a DD Form 2875 System
Authorization Access Request (SAAR) before being approved for
access. Users should contact the transition helpdesk to request
access to the DMDC website. The transition helpdesk will
forward all access requests to the appropriate service’s site
security manager.

USING THE TRANSITION ASSISTANCE PROGRAM (TAP) WEB APPLICATION
TAP supports secure login authentication for Department of War
(DoW) Common Access Card (CAC) holders who have been approved
by their Service’s site security manager for authorized access.

After ensuring you have the minimum web browser requirements
and your account was approved, you can access the TAP website
following the following steps:

e The TAP log-in page displays
e Click the “Log-in” button
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Figure 9-5 DoOWTAP Homepage

Click Managers and Counselors

Figure 9-6 DOWTAP Login Options
¢ The standard mandatory DoW notice and consent page displays

e Read the consent to monitor information and click the “0K”
button
e The Registered User Logon page displays

e Click the “Continue” button to logon using your CAC
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Figure 9-7 DoWTAP Login Method

The DoOWTAP Managers and Counselors main page will be displayed

The home tab is the default landing page when you login to the
application. Below the introductory paragraph is a current
announcement and boxes that support the primary goals of
DoWTAP: eForm Dashboard, Person Search, Sessions, VMET,
Transition Reports, and Resources. You can click on any box to
take you to that section of TAP or alternatively, you can
select the applicable tab In the blue-ribbon bar on top to
navigate to the desired section.
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Figure 9-8 DOWTAP Managers and Counselors Main Page

E-FORM DASHBOARD

With the TAP Manager and Counselor user permissions, counselors
can report, search for, edit, or delete e-Forms. The e-Form
Dashboard allows the counselor to view both In-Progress and
Completed e-Forms. It assists the counselor in managing their
Sailors throughout the DoOWTAP process by allowing them to
accomplish:

e Submit, delete, and view initial counseling, pre-
separation/capstone dates, and module/track completion data

e Report, edit, and complete transition checklist (DD 2648
Pre-separation/Transition Counseling and Career Readiness
Standards (CRS) e-Form for service members separating,
retiring, released from active duty (REFRAD), or being
deactivated
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Figure 9-9 DoOWTAP e-Form Dashboard
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Figure 9-10 DoWTAP e-Form Dashboard Search

PERSON SEARCH

Counselors can also search for their Sailors by their last name
and either their DoWID, or SSN. This assists the counselor 1in
finding Sailors that they have not worked with before.

Figure 9-11 DOWTAP Person Search

VERIFICATION OF MILITARY EXPERIENCE AND TRAINING (VMET) DOCUMENTS

Counselors can access VMET documents (DD-2586 and cover letter)
from the VMET tab. VMET records update periodically.

NOTE: Sailors that have been on active duty for less than 120
days will NOT have a VMET in the system.
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Figure 9-12 DOWTAP VMET Access

COMMANDER”S VERIFICATION

Commanders or their designees per OPNAVINST 1900.2(series) will
receive e-mail notification and token-based access to review and
verify compliance on a single dashboard and then notify
managers/counselors of approval.

Figure 9-13 Commander’s Verification of e-Form
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DISCONNECTED OPERATIONS

Disconnected Operations is only intended for situations where
connectivity is not available (such as incarceration,
hospitalization, or afloat units). When executing disconnected
operations there will be an additional worksheet that will need
to be completed.

The e-Form disconnected operations worksheet can be found on the
home tab and gives further iInstructions on disconnected
operation procedures.

Note: Wet signatures are required on e-Form and retains must be
maintained for 24 months.

Figure 9-14 e-Form Disconnected Operations Worksheet

For the most up-to-date information on the Transition Assistance
Program, latest instructions, and processing of required forms
visit:

https://www.mynavyhr.navy.mil/Career-
Management/Transition/Transition-TAP/
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CHAPTER TEN
NAVY RETENTION MONITORING SYSTEM (NRMS)

INTRODUCTION

The NRMS 1s a web-based application that is a component of
NSIPS analytics, with computer-based/online training, an
electronic SAAR process, and helpdesk support. NRMS is the
single authoritative source for retention metrics.

e Used to analyze, maintain, and disseminate command
reenlistment and attrition data and trends to fleet and
other Echelon Il commanders

e Used by fleet and other echelon 1l commanders to evaluate
benchmarks for command recognition awards such as Retention
Excellence Award (REA), Best in Class (BIC), Reserve
Personnel Program Excellence Award (RPPEA), and other
recognition programs

e It has sophisticated business intelligence capabilities,
including ad hoc reporting to support analysis

e It has standardized metrics (fleet and staff using same
business rules)

e Used to validate transactions (e.g., reenlistments,
extensions, separations, etc.) against the command
retention-attrition report

e Used to inform ISIC CCs of any discrepancies
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Figure 10-1 NRMS Documents

NRMS ACCESS

Your NRMS account will be created separately from your CIMS
account but will go through the same steps as creating your
CIMS account. To request access to NRMS, navigate to the NSIPS
website and look for the NRMS link to submit DD Form 2875 SAAR
online.

NRMS REPORTS:

CCCs utilize NRMS to review the following reports:
e Retention/Attrition
e Master Transaction
e Unit ldentification Code (UIC) Tree

e TAP Transition Compliance Report
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RETENTION-ATTRITION (RET-ATT) PROGRAM REPORTS

The CCC is the principal command advisor in all matters
concerning the career development of Sailors and i1s responsible
for monitoring retention and attrition statistics and preparing
monthly and quarterly reports for submission to the CO. To
track program effectiveness, the CCC must maintain data as
outlined in OPNAVINST 1040.11G. In the Career Counselor folder
in NRMS, there are two types of reports that provide, but one
includes query capabilities:

e RET-ATT Report — Zone (provides query capability)

e RET-ATT Report — Zone - Less Prompts (nho query capability)

RET-ATT Report — Zone has a query feature that allows commands
to filter data. The query feature is labeled as “Enter Report
Group By” within the report prompt panel. Some of the
categories include, but are not limited to:

e Accounting category code

e Dependency Status category

e Education Level

e Primary Navy enlisted classification code
e Pay grade

e Platform (broad/specific)

e Rating

e Region or AOR
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Figure 10-2 RET-ATT Report — Zone (With Prompts)

RET-ATT Report — Zone — Less prompts provides data without the
“Report Group By” feature.

Figure 10-3 RET-ATT Report- Zone- Less Prompts
TRANSACTION REPORTS

There are two types of transaction reports within NRMS, the
Master Transaction Report and the Transaction Report. These
reports complement the RET-ATT reports. RET-ATT report provides
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the numbers, and the transaction reports provides the details
(names, etc.) behind the numbers.

The transaction reports provide the list of transactions that

are

captured within NSIPS including:
Reenlistments

Separations

Operative extensions
Retirements

Fleet Reserve

Non-qualifying extensions*

Executed extensions*

Note: *Not displayed on the RET-ATT Reports.

The key differences between the transaction reports are:

Master Transaction Report displays data associated with the
UIC and 1ts children. The term “children” refers to
subordinate UICs that are assigned under the parent UIC

Transaction Report displays the data associated with the
UIC only

To verify your UIC structures refer to the UIC Tree Report

UNIT IDENTIFICATION CODE (UIC) TREE REPORT

The
for

UIC Tree Report produces the COC structure used
reporting within NRMS. The UIC type within

reports has the option for "Selected UICs'™, "UICs and
their Children™, and ""Children Only".
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Updating subordinate UICS is vital In ensuring
accurate and easily accessible data when entering
"UICs and their Children', and "Children Only"™ into
key prompts. ISIC CCs are responsible for updating
new or inaccurate UICs to the appropriate TYCOM.

The UIC Ffilters within reports will use the
structure from the UIC tree when displaying data.
The following definitions are used to determine
which UICs are included in each report:

e Selected UlICs: Displays data from only the
UICs that are directly entered into the
filter of a report.

e UICs and their Children: Displays data from
the UIC entered in a report filter and all

UICs that are below the command within its UIC
tree

Note: Running reports to include children will be
inaccurate if the UIC tree i1Is not up to date.

Figure 10-4 UIC Tree Report
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TRANSITION COMPLIANCE REPORT

TAP Transition Compliance Report provides the capability to
report and analyze active and reserve, officer and enlisted,
transition data via ad hoc and standardized reports down to the
UIC level.

Figure 10-5 NRMS TAP Detail Reports

Figure 10-6 NRMS TAP Transition Compliance Report

10-7



NAVPERS 158780
1 Jul 26

REENLISTMENT STATISTICS

Reenlistment statistics are divided by five zones of enlistment:

Active Component
Zone A — 0 to 6 years
Zone B — >6 to 10 years
Zone C — >10 to 14 years
Zone D — >14 to 20 years
Zone E — >20 years
Table 10-1 Enlistment Zones

The following formula is used to compute active-duty retention

statistics:
Reenlistment Rate (Reenlistments + LTES)

(Aggregate) = (Reenlistments + LTEs + EAOS Losses)

Reenlistment Rate with RA (Reenlistments + LTES + RASs)
(Reserve Affiliation) = (Reenlistments + LTEs + EAOS Losses)

Cross Section Attrition
Rate Cross Section Non EAOS Losses
*12 / # months
Attrition= Non EAOS Inventory

Table 10-2 Retention statistic formulas
Reenlistment Rate (Aggregate) Example:

Reenlistments (9) + LTE (1) = 10

Reenlistments (9) + LTE (1) + EAOS Losses (5) = 15
10/15 = 0.667

0.667 * 100 = 66.7% (multiply by 100 to get percentage)

Reenlistment Rate with RA (Reserve Affiliation):

Reenlistments (8) + LTE (1) + RA (1) = 10
Reenlistments (8) + LTE (1) + EAOS Losses (5) = 15

10/15 = 0.667
0.667 * 100 = 66.7% (multiply by 100 to get percentage)

Cross Section Attrition Rate:

Non EAOS Losses (4) / Non EAOS Inventory (100) = 0.04
0.04 * 12 = 0.48

0.48 /7 12 (# months queried) = 0.04

0.04 * 100 = 4% (multiply by 100 to get percentage)
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Note: Results may not be reflected immediately at the beginning
of the month. All variables are subject to change based on
validated transactions. Please utilize the Master Transaction
Report to cross-reference and verify data.

Active Component definitions of terms:

e Retention (RET): The measurement of Sailors who are
eligible to re-enlist and choose to remain on active
orders.

e Attrition (ATT): The separation of personnel from active-
duty service prior to the completion of their agreed-upon
term of service.

e Non EAOS inventory: The average number of Sailors assigned
to the command who are more than 90 days from their EAOS.

e Long Term Extension (LTE): Extension of 24 months or
greater. Does not include 6-Year Obligation (6-YO) Program
24-month extensions

e Before Expiration of Active Obligated Service (EA0S)
losses: Losses more than 90 days before EAOS

e Before EAOS inventory: The number of people that are more
than 90 days from their hard EAOS

e Cross-Section Attrition Rate: Measures annualized loss
behavior prior to EAOS obligation for the zone population
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CHAPTER ELEVEN
CAREER INFORMATION PROGRAM REVIEW (CIPR)

INTRODUCTION

The CIPR 1s the Fleet, Force, and ISIC CCs primary resource to
assess the effectiveness of a command’s CDP. Additionally, this
resource i1s for commands to objectively self-assess their
organizational strengths and other areas that require further
attention and route to triad for review and comments.

Commands must be evaluated every fiscal year.

e Active-Duty commands utilize NAVPERS 1040/2 Career
Information Program Review

e Commands that service SELRES utilize NAVRES 1040/1.
Reserve Career Information Program Review — Command.

e Utilize applicable (active-duty or reserve) CIPR
Comprehensive Guide when assessing a command’®s CDP.

Results will be recorded and a Plan of Action and Milestones

(POA&M) generated to ensure all elements of the program follow
policy and instruction.

TYPES OF CIPRS

e TYCOM and ISIC CC reviews are conducted every fiscal
year by the next higher echelon

e Active Component reviews are conducted every Fiscal Year
by ISIC/TYCOM CC

e Department/Division reviews are conducted annually by the
CCC, and it is strongly recommended prior to any turnover
by departmental CCs

e Reserve Component reviews are conducted every fiscal year
by ISIC/TYCOM CC

e Unit CDP reviews are conducted annually by the NRA/NRC CCC
utilizing NAVRES 1040/3, Reserve Career Information
Program Review — Department/Reserve Unit CC
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(CIPR)-Active/Reserve Components

ACTIVE COMPONENT| NAVPERS FORM RESERVE NAVRES FORM

CIPR (Active COMPONENT CIPR (Reserve

Component) Component)
TYCOM/ZISIC NAVPERS 1040/2 TYCOM/ZI1SIC NAVRES 1040/2
CCC CIPR NAVPERS 1040/2 NRA/NRC CCC NAVRES 1040/1
DEPT/DIV CC NAVPERS 1040/2 UNIT CDP NAVRES 1040/3

Table 11-1 Types of CIPRs

PERIODICITY OF CIPRS

A self-assessment CIPR must be completed within 90 days of a
newly reporting CCC. Findings must be forwarded to the 1SIC CC
upon completion. A POA&M should be created and forwarded to the
COC.

Commands with multiple Navy Counselors (NC) (CVN, LHD, etc.) may
conduct a CIPR with the newly reporting NCs, within the 90 days
of members reporting, as a training tool to familiarize them
with the command’s programs and can be forwarded to the 1SIC CC
for review.

An assist CIPR can be conducted anytime throughout the fiscal
year. It is a requested review to be conducted by the ISIC or
TYCOM CC. This will be an informational CIPR and the results
are maintained within the command lifelines.

CONDUCTING AND BRIEFING A PROGRAM REVIEW

The NAVPERS 1040/2, and NAVRES 1040/1 are standard Naval forms
that explain what i1s required line by line. It is a tool to
ensure CCC manages their program in accordance with governing
instructions.

e Commands will be notified, via official correspondence, no
less than 45 days prior to the program review.
Consideration must be given to the command’s
operational/mission requirements
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e Prior to an external review, commands must conduct a self-
assessment utilizing applicable CIPR, and provide the
completed, digitally signed CIPR to the assessor at least
14 calendar days prior to the assessment date.

e CIPRs will not be conducted during the first quarter of the
fiscal year

e Any CIPRs not conducted by the ISIC CC during the fiscal
year must be approved in writing by the TYCOM CC.

e Navy Reserve Center (NRC) Career Counselors will conduct
Unit CDPs annually on all reserve units administratively
assigned

e Analyze and develop recommendations to present to the CO
for implementation

e Schedule CIPR in-brief and out-brief with the command
triad.

PLAN OF ACTIONS AND MILESTONES (POA&M)

Following the CIPR, the assessor will issue the official results
via formal correspondence. Upon receipt, the CCC must develop a
POA&M utilizing the approved standardized memo template. The
POA&M must be routed through the command triad for CO approval.
Once command approval is obtained, the CCC must forward the
completed package to the ISIC CC within 30 calendar days of the
CIPR.

The memorandum portion of the CIPR results should state three
main points:

1. Background — “A Career Information Program Review was
conducted by [assessor] on [date]” and state the results.

2. Details — Start with the positives: Best Practices,
Commendatory ltems, and Strong Points. Then address any
negatives with a plan to correct the deficiencies (reference the
required POA&M spreadsheet to be completed by the CCC.

3. Follow Up Info — Note the reassessment date, if applicable
and list info for the point of contact (the CCC).
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POA&M EXPECTATIONS

Enclose the approved POA&M spreadsheet that addresses i1tems that
have been i1dentified as partially effective or ineffective and
the command’s course of action to correct the discrepancies. For
each line i1tem, the POA&M must state:

e Specific actions to be taken

e The program manager who is responsible for completing the
action

e Start, milestones, and completion dates; and

e Expected results.

Commands will track all action items and ensure they are
completed prior to the next CIPR.

Additional CIPR guidance and memorandum templates are available
on the MyNavy HR website at:
https://www.mynavyhr_navy.mil/Career-Management/Career-
Counseling/Resources/.
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CHAPTER TWELVE CAREER INCENTIVES

INTRODUCTION

Career incentives are an important force shaping lever used to
retain Sailors. There are various types of incentives offered
and received by Sailors; some are monetary while others are
considered indirect, such as retirement benefits and medical
care. This chapter will cover monetary retention incentives
that CCCs have required actions and tracking to meet Sailors”’

timelines.

ACTIVE DUTY/TAR SRB

Steps to submit for SRB:

1. Log in CIMS- Navigate to Career Information Management-Use-
SRB/ESRP Submission

2. Type Sailor’s Last name

3. Fill in appropriate information

Figure 12-1 SRB Submission

4. Click “Calculate SRB”

5. Review “Estimated SRB Amount”
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Figure 12-2 SRB Submission Continued
6. Click Submit Pre-Certification”

7. Fill in appropriate information (i.e. appr action:
approve)

Figure 12-3 SRB Submission Continued

8. Click “apply”

Figure 12-4 SRB Submission Continued

How to Verify SRB Submission/Approval

1. Log in CIMS- Navigate to Career Information Management-
Inquire- SRB/ESRP

2. Type Sailor’s Last name
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3. Verify “pre-certification”

Figure 12-5 Pre-Certification Request

4_ Navigate to SRB/ ESRP Status

Figure 12-6 SRB/ESRP Status
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RESERVE BONUSES

Reserve enlisted bonuses are i1nitiated on the Navy Reserve
Homeport, utilizing the Reserve Application Module for Bonuses
(RAMBO) portal located at
https://private.navyreserve.navy.mil/cnrfc/N-
Codes/N1/CNRFC_N11/N112/Pages/Enlisted-Bonuses-Beta.aspx

There are four categories for enlisted bonus:

e New Accession Training (NAT) Enlisted Bonus (EB) — members
enlisted into the Reserve Component (RC) with no prior
military service

e Reserve Component Affiliation Bonus (RCAB) — members
affiliating with RC from AC with no break In service

e Prior Service Reenlistment Bonus (PSRB) — members with
prior military service who reenlist in the RC after a
break in service

e Selective Retention Bonus (SRB) — members who reenlist in
a specified rating/skillset within the RC

All current and past bonus policies, submission guidance, SOPs
are accessible on the RAMBO submission portal. CCCs can utilize
the “Eligibility Inquiry” function in RAMBO to verify if a
member is eligible for a bonus.
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Figure 12-7 RAMBO Portal

Reserve officer bonuses utilize the same RAMBO portal.
Additional information regarding reserve officer bonus is
located at https://private.navyreserve.navy.mil/cnrfc/N-
Codes/N1/CNRFC_N112A/Pages/N112A.aspx

SEA DUTY INCENTIVE PAY (SDIP) PROGRAM

SDIP 1is designed as an incentive for Sailors to voluntarily fill
gapped billets at sea by remaining on sea duty past their
Prescribed Sea Tour (PST) or Projected Rotation Date (PRD)
whichever is later or curtailing their shore duty to return to
sea early. SDIP is determined by the needs of specific ratings,
pay grades, geographical locations and skills to address at-sea
manning challenges.

For additional information on SDIP and eligibility requirements,
see most current SDIP Eligibility Chart Policy Decision
Memorandum (PDM) 002-21

SDIP eligibility chart located on MyNavy HR > References >PAY
and BENEFITS > SEA DUTY INCENTIVE PAY
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Eligibility:

SDIP 1s limited to Active Component and TAR personnel serving in
specified enlisted communities that are undermanned at sea.

Be serving in or selected for advancement (including members
who are frocked) to one of the eligible ratings and pay
grades designated by OPNAV N13.

Be eligible for operational duty in line with MILPERSMAN
1300-304 and 1300-800

Not reach a high year tenure (HYT) limit prior to or

during the SDIP contracted assignment.

Reserve Component members (excluding TAR) are ineligible for

SDIP.

A Sailor must meet all promotion requirements to prevent
exceeding HYT service limits. Members granted waivers for HYT
are eligible for assignment to a SDIP eligible billet. Members
who are already in an SDIP eligible job and receiving SDIP
payment and subsequently reach HYT will remain eligible to
receive SDIP entitlement until they detach from the Command.

Types of SDIP

SDIP-Back-To-Back (SDIP-B). Qualified Sailors voluntarily
continue sea duty service beyond their PST by a minimum of
12 months and a maximum of 48 months.

SDIP-Curtailment (SDIP-C). Qualified Sailors voluntarily
curtail shore duty assignments by a minimum of six months
prior to their original PRD to return to sea duty.
SDIP-Extension (SDIP-E). Qualified Sailors voluntarily
extend onboard their current command when assigned to a
ship, submarine, aviation squadron, or battalion
designated as Type 2/4 sea duty for rotational purposes,
by a minimum of 12 months and a maximum of 48 months
beyond their PST.
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Application Process

SDIP requests will originate at the Sailor’s current command,
prior to being selected or posted to a billet for follow-on
orders or a separate extension becoming effective via NAVPERS
1306/7. When applying for SDIP, a Sailor must:

e Specify desired option (i.e., SDIP-B, SDIP-C or SDIP-E),
the number of months desired, the requested detachment
month, as applicable.

e Submit the NAVPERS 1306/7 to the rating detailer within the
following timelines:

o SDIP-B and SDIP-E - 14 to 16 months prior to PST
completion date/PRD, whichever occurs later

o0 SDIP-C - 6 to 9 months prior to the desired detachment
date. Sailors may curtail shore duty assignments by a
minimum of 6 months prior to their original PRD

Once approval is received, execute process outlined 1in approval
email.

ASSIGNMENT INCENTIVE PAY (AIP)

AIP i1ncreases volunteer rates for hard-to-fill jobs and
locations to ensure at least one qualified volunteer is
assigned. Ultimately, this voluntary assignment process iImproves
overall member satisfaction and retention.

Eligibility: AIP Eligibility Chart located on MyNavy HR >
References > PAY & BENEFITS > ASSIGNMENT INCENTIVE PAY

How to Apply:
Bid in MNA when applying for orders in increments of $50 with
$0 being an acceptable bid.

Maximum bid rates are listed on the AIP Eligibility Chart.

Amount paild (if selected) will be written In orders
For further information reference PDM 003-06 and or email
mill _aip@navy.mil
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OBLISERV-TO-TRAIN (OTT)

A Sailor who receives orders to attend training to gain a qualifying
SRB NEC but lacks the required obligated service to complete training
may apply for OTT.

OTT Process

e Upon receipt of orders, counselor will verify Sailor’s
EAOS. IFf EAOS expires prior to school graduation, Sailor
will request OTT using NAVPERS 1306/7 to BUPERS-328.
Request must specify rating/NEC, months they are requesting
to extend, and the BUPERS orders number as listed below.

e Once the OTT approval 1s received execute process that is
outlined in approval email

e Losing command must submit SRB pre-certification within
OPNAVINST 1160.8 (Series) timeline

e PACT Sailors with orders to SRB eligible A-/C-Schools are
eligible to request OTT. PACT Sailors can advance upon
graduation from A-School with approved OTT.

NOTE: Only request the number of months required to complete
the NEC awarding school, to minimize monetary loss.

Page 13 in Lieu of Hard OBLISERV

IT a Sailor’s S/EAOS is after the course graduation date, the
Sailor i1s not eligible for OTT, however they are eligible to
submit a NAVPERS 1306/7 to request Page 13 in lieu of hard
OBLISERV to prevent monetary loss and temporarily meet OBLISERV
requirements.

NAVPERS 1070/613 allows the Sairlor to meet OBLISERV
requirements temporarily, pending course graduation. Sailor is
required to meet OBLISERV upon course graduation or earning
NEC.

A request must be sent to BUPERS for approval PRIOR to completing a
NAVPERS 1070/613 in Lieu of Hard OBLISERV and submit to TSC for
verification
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From: Branch Head, Community Management Support Branch (BUPERS-328), Bureau of Naval Personnel
Subj: PAGE 13 IN LIEU OF HARD OBLISERV ICO MA?2

Ref: (a) FY-23 SRB Award Plan (N13SRB 002/FY23) dtd 18APR2023
(b) MILPERSMAN 1306-106
(c) OPNAVINST 1160.5B
(d) MILPERSMAN 1160-040
(e) MILPERSMAN 1160-030
(f) MILPERSMAN 1306-604

1. To minimize possible loss of Selective Reenlistment Bonus (SRB), SNM is approved to satisfy OBLISERV requirement for BUPERS Orders as follow

a. Course of Instruction: CDP: 0TK6
b. Rating/NEC: CTT/C17A

c. Zone: B

d. Award Level: 2.5
e. Execute a NAVPERS 1070/613 (Page 13) agreement in lieu of hard OBLISERV for nine (09) months to meet remaiming OBLISERV requirement for BUP,

2. Per reference (c), extensions for personnel who reenlist prior to an extension becoming operative and reenlist for at least 2 years,
day for day, beyond the extension agreement may have a maximum of 24 months of an inoperative extension used for SRB computation. However,

the member must still obligate for the required obligated service in their orders 1f that amount 1s greater.
3. Extension contract, Page 13, and this authorization must be filed in SNM's record prior to transfer.

4. Sample Page 13 Agreement entry:

(Date): In consideration of assignment to (ACTIVITY NAME), being unable at this time to incur additional obligated active service without potential moneta
I agree to an active duty obligation for months to gain the total OBLISERV required by BUPERS Order #  until_ (month/vear). [ agree to reen
when eligible for a period of __ years, and understand that if I do not reenlist, [ will not be eligible for any SRB/EB award, and these orders may be canc

This NAVPERS 1070/613 agreement 15 not valid for transfer to any overseas area, including Hawai and Alaska.

5. If disenrolled from course of instruction, reference (d) and (f) OBLISERYV chart(s) will apply with regard to extension(s) cancellation and payback requireme
Figure 12-8

Figure 12-9 PG 13 in Lieu of Hard OBLISERV
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BLENDED RETIREMENT SYSTEM (BRS) CONTINUATION PAY (CP)

Service members of the Navy who are covered by BRS are eligible
to receive CP. CP i1s a one-time mid-career, incentive pay in
exchange for an agreement to perform 4 years of additional
obligated service. CP is in addition to any other career fTield-
specific or retention incentives. CP rates will vary from year
to year and are announced annually via CP Rate Memorandum signed
by Chief of Naval Personnel. CP is NOT automatically paid and
MUST be elected by service members prior to reaching 12 years of
service, as calculated from their Pay Entry Base Date (PEBD).

CCC 1s responsible to brief Service members in their command on
their eligibility for CP and the obligation it entails.

Financial Counseling/Eligibility:

e Be enrolled in BRS
e Less than 12 years of service from PEBD

e Agree to an additional 4 years of service at any time after
election. Sailors must reach 16 years and one day of
service to avoid repayment

e Has not previously received CP
e Not requested to separate or under separation orders

Note: Member is ultimately responsible for election
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From PEBD

ACTION TO BE TAKEN

11 years 364 days

- ITf members want to elect CP, they must
do so in NSIPS, before their 12 years of
service
- Must agree to serve an additional 4
years of obligated service from the 12th
year of service
- At 6 months, 90 days, and 30 days prior
to member’s 12 years of service NSIPS will
send an email reminder to the member
-In the event service members are unable
to elect CP via NSIPS, CCC will submit
permanent NAVPERS 1070/613 to servicing
TSC who will submit Defense Workload
Operations Web System (DWOWS) trouble
ticket. This action must be completed
PRIOR to member reaching 12 years iIn
service, as calculated from PEBD.

Table 12-1 BRS timeline

How to opt-in to BRS Continuation pay:

Step 1: Go to NSIPS home page and log into Member Self Service.
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Step 2: Click on Employee Self Service > Retirements and
Separations > Blended Retirement System.

Figure 12-10 Retirements and Separations Tab

Step 3: Select the Continuation Pay Tab
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Blended Retirement Opt-In CSE Data
Name:
Rank/Rate: Branch/Class: 11 SPICode: DSC: 100 Strength Code: 1
uIC:
DIEMS: PEBD: ADSD: EDLN:
Primary Email:
Secondary Email:
Blended Retirement System
BRS Status: Opt-In Enrolled v BRS DJMS Code: C w Opt-In Eligible Notification Letter
1st Day Eligible to Elect: 12/15/2017 Last Day Eligible to Elect: 12f31/2018
ERS Opt-In Eligibility: Eligible w ERS Opt-In Eligible Date: 12/07/2017 MyPay Transmission Date: |12M15/2017
BRS Opt-In Election: Elected ~  BRS Opt-In Effective Date: 04/24/2018 MyPay Feedback Date: 05072018
BRS Enrollment: Enrolled ~  DJMS Process Date: 0472572018 DJMS Feedback Date: 0412602018

Figure 12-11 Continuity Pay Tab

Step 4: Sailor may elect to opt in (or out) of continuation pay
with the 6-month eligibility window, from the first day of
eligibility through the final day of the election period. Once
completed, Sailor is to select a payment option.
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Name:
Rank/Rate: BranchiClass: 11 SPICode: DSC: 100 Strength Code: 1
viC:
DIEMS: PEBD: ADSD: EDLN:

Primary Email:

Secondary Email:

Blended Retirement System Continuation Pay Election

st Day Eligible to Elect: 05/27/2029 Last Day Eligible to Elect: 11/26/2029 > Continuation Pay Notification Letter

Yes, | elect Continuation Pay and agree to serve for an additional four years of obligated service from my date of eligibility

No, | do not elect Continuation Pay

CP Election Date:
Indicate a preference of payment by selecting an option below.

CP Payment Option: w

CP Eligibility Email Sent:

Date: Email Address:

Figure 12-12 BRS CP Election screen

Note: If unable to elect on NSIPS, CCC will prepare and submit a
permanent NAVPERS 1070/613 to the servicing TSC.

See annual CY CP rate memo for multipliers and reference MPM
1810-081 for further information
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BILLET BASED ADVANCEMENT:

Billet-Based Advancement (BBA) is the umbrella framework for
multiple advancement pathways that allow Sailors to advance
through merit-based assignment to billets. These pathways
include:

Command Advance to Position (CA2P): Allows Commanding Officers
and Officers in Charge at sea or shore commands to build strong
teams by advancing top-performing Sailors into vacant billets
at the next higher paygrade within the command or their Area of
Responsibility (AOR) for ISIC, TYCOM, or BSO. The billets must
be located within the same geographic area.

Advance to Position (A2P): Offers billet-based advancement
opportunities for eligible E-4 and E-5 Sailors. Rather than
advancing through examination scores and quotas, Sailors
compete directly for specific jobs that require their
experience and qualifications.

Senior Enlisted Marketplace (SEM): A billet-based advancement
policy for Active-Duty E-7 and E-8 Sailors to compete for sea
and shore jobs advertised In MNA that require their experience
and qualifications at the next higher paygrade.

Two advancement paths for screened Sailors within SEM:

e Advance to Position (A2P): After fiscal year board
screening, A2P qualified Sailors search for open billets
at the next higher paygrade and submit applications
through MNA.

e Advancement Request Alignment (ARA): Sailors work with
their command to identify funded, vacant, or incumbent
higher-grade billets at theilr current station. Submit an
ARA request through MNA and await approval and orders.

These programs enable Sailors to compete for billets that align
with their personal goals and professional qualifications. BBA
represents the future of enlisted advancement in the Navy.

Refer to BUPERSINST 1430.16H for latest guidance.
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CHAPTER THIRTEEN
NAVY EDUCATION PROGRAMS

MONTGOMERY G.1. BILL (MGIB)

The Montgomery GI Bill (MGIB) Program is a veteran’s program
under the purview of Department of Veterans Affairs (DVA).
Provides financial assistance for eligible Sailors to
educational programs i1.e. college degree, vocational training,
work-study, national testing programs, etc. Sailors must enter
active duty, other than active duty for training (ADT), for the
first time on or after 1 July 1985 to be eligible for
enrollment. Sailors will receive 36 months of education
financial assistance and will expire 10 years from the last
discharge date of active duty.

CRITERIA FOR UTILIZATION

e Complete two continuous years of a three-year contract
or 3 continuous years of a four-year contract

e Have an honorable period of service or receive a
discharge characterization of Honorable

e Contribute a $1200 payment

e Must obtain at least a General Education Diploma (GED)

Note: If Sailor is discharged after 30 continuous days due to
service-connected disability, they’re eligible for 100%
benefits.

ENROLLMENT

All eligible Sailors will be counseled and document election on
DD Form 2366 to enroll or dis-enroll between 180 and 270 days of
entering initial training. A copy will be provided to the
Sailor and CPPA for processing. Sailors who fail to make an
election in writing will have their “before tax” pay reduced by
$1,200 dollars ($100 a month for 12 consecutive months) and

automatically enrolled on their 271St day after entering initial
training.

To support this process, NSIPS has developed a Self-Service option
that allows active-duty Sailors to make their MGIB enrollment or
disenrolIment election between days 180-270 of initial active
service, in alignment with DoW Directive 1322.16 and BUPERSINST
1780.1A.
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NSIPS will auto-populate the required fields on the DD Form 2366
based on the Sailor’s selection and will electronically transmit the
signed form to their Official Military Personnel File (OMPF).

All members must make their MGIB election—-whether enrolling or
disenrolling—by completing the DD Form 2366, MGIB Basic Enrollment.
To streamline this process, members will use the online Self-Service
DD Form 2366 available through NSIPS per NAVADMIN 054/25.

Additional Enrollment information can be found on MyNavy HR > Career
Management > EDUCTAION > GI BILL > MGIB ENROLLMENT.

Note: Sailors who are erroneously enrolled into MGIB (i.e.,
signed DD Form 2366 showing disenrollment but are enrolled
anyway) but have had all or a portion of the $1,200 deducted
from their pay may request reimbursement from the Defense
Finance and Accounting Service. The completed DD Form 2366
should be provided as proof of error.

POST 9/11 Gl BILL

Sailors are eligible for the Post 9/11 GI Bill, also known as Chapter
33, for time served on active duty after 10 September 2001. The Post
9/11 GI Bill provides Sailors with the opportunity to pursue education
or, alternatively, as a recruitment and retention tool, to transfer
unused education benefits to an eligible family member.

Sailors are eligible to transfer post-9/11 Gl Bill educational
benefits to eligible dependents upon completion of six years of
active-duty service and obligate service for four additional
years. Enlisted personnel must have a SEAOS of at least 4
years, calculated from the date of Transfer of Education
Benefits (TEB) election and sign the required Statement of
Understanding (SOU). Sailors who reenlist for 4 years with the
intention to transfer benefits to eligible dependents must make
their election to transfer benefits 30 days from reenlistment
date.

A complete step-by-step guide on how to complete the required
Post 9711 GI Bill TEB and SOU is located at MyNavy HR > Career
Management > EDUCATION > Gl BILL under the TEB statement of
Understanding paragraph.
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SOU: Sailor must complete the SOU prior to submitting TEB. Log
into MyNavy Education and select Post 9/11 GI Bill SOU. Once
logged in, the Post 9/11 Statement of Understanding Guide and
Post 9/11 SOU — What"s Next training is located under the
Essential Resources column.

Transfer education benefits steps are in OPNAVINST 1780.4,
Enclosure (2).

MONTGOMERY G.l1. BILL — SELECTED RESERVE (MGIB-SR)

MGIB-SR (Chapter 1606) provides Selected Reservists for up to
36 months of education benefits. To be eligible, members must
have a 6-year service obligation, have completed their Initial
Active Duty for Training (1ADT), and stay in good standing
while serving in the selected reserve.

All reserve officer and enlisted Sailors are required to sign a
NAVRES 1780/1, MGIB-SR Statement of Understanding (SOU). The
MGIB-SR SOU describes the requirements necessary to become
eligible for educational benefits, the procedures for
maintaining eligibility and the circumstances that may lead to
losing eligibility. MGIB-SR eligible Sailors shall have a DD
Form 2384-1, Notice of Basic Eligibility (NOBE) on file.
Additional MGIB-SR information and references are available
from the Navy Reserve Homeport N1C2

Education Benefits website located at:
https://private._navyreserve._navy.mil/cnrfc/Ncodes/N1/CNRFC N1C2
/Si1tePages/Education%20Benefits.aspx

TUITION ASSISTANCE (ACTIVE COMPONENT AND RESERVE COMPONENTY)

Tuition Assistance (TA) is one of the Navy"s primary financial
assistance programs for voluntary education. It provides funding to
eligible active-duty Sailors for tuition costs of courses taken iIn an
off-duty status at a college, university, or vocational/technical
institution, whose regional or national accreditation iIs recognized by
the U.S. Department of Education.

Navy tuition assistance pays for both classroom and independent
study/distance learning courses. Certificate, associate, bachelor®s,
and master®"s level courses must be offered In semester hours, quarter
hours, or clock hours.
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Only degrees or certificate programs on the Classification of
Instructional Programs (CIP) listing for the Academic Institution on
DoW TA DECIDE may be funded (OPNAVINST 1560.9B). Courses must appear
on a college transcript such as Clock Hours, Semester Hours, or
Quarter Hours.

Navy TA or NCPACE i1s available to eligible active-duty Sailors and to
eligible Naval Reservists serving in an active-duty status. To
qualify for TA or NCPACE, Sailors must meet the listed requirements
found in OPNAVINST 1560.9B.

MyNavy Education is the central portal for Navy tuition
assistance processing. A Sailor submits a TA or NCPACE
application through MyNavy Education for each course. Sailors
can access MyNavy Education via MyNavy Portal.

Note. For SELRES TA refer to NAVADMIN 075/24 and NAVADMIN 259/24.

NAVY ELEARNING (NeL)/NAVY ELEARNING (AFLOAT)

Navy elLearning serves as a primary delivery platform for a
variety of required and recommended training, including but not
limited to Professional Military Knowledge — Eligibility Exam
(PMK-EE), Annual General Military Training (GMT/CMT),
Professional Military Education (PME), and rating-specific
training modules. NCs and CCCs shall ensure Sailors are aware
that these training requirements may be completed through Navy
eLearning, as applicable, and shall verify course completion is
accurately documented in the Sailor’s Electronic Training Jacket
(ETI).

Note: NeL and NeL Afloat look and perform differently.
However, courses completed in either system should be
replicated between ship and shore, and course completion
records should be synchronized.

Access the system: Using CAC with CAC-enabled computer, go to
MyNavy Portal > Navy E-Learning.
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Figure 13-1 NeL on MNP

Access the Afloat system. Go to the Career Tools Afloat login
page > Log-in and then click Navy elLearning Afloat.

Important: If you begin a course in the web environment, you
must complete the course in the web environment. If you begin a
course iIn the NIAPS environment, you must complete the course in
the NIAPS environment.

UNITED STATES NAVY COMMUNITY COLLEGE (USNCC)

The United States Navy Community College (USNCC) i1s a Navy-
funded education program that provides active-duty enlisted
Sailors access to accredited associate degree pathways at no
cost to the Sailor. USNCC leverages academic credit for
military training, operational experience, and prior college
coursework, reducing the time required to complete an associate
degree while maintaining academic rigor.

USNCC degree pathways include a five-course Naval Studies
Certificate, which fulfills 15 of the 60 credit hours required
for an associate degree. This 1s a core program of every degree
offered by the USNCC. This program helps you accomplish this by
developing your skills iIn ethical leadership development, an
understanding of naval history, geopolitics, civilian/military
context, and force structure and organization.

The USNCC program operates separately from Tuition Assistance
(TA) and Voluntary Education (VOLED) programs. Credits earned
through USNCC do not count against a Sailor’s TA/VOLED lifetime
credit limits, allowing those benefits to remain available for
future undergraduate or graduate education.
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USNCC programs are designed to support operational demands
through flexible academic delivery models that accommodate
deployments, shift work, and mission requirements. Eligibility
criteria, degree offerings, and participation requirements are
established by USNCC policy and partner institution standards.

Note: Priority will be given to junior service members who have
not already earned a college degree or other higher education
credentials. Service members with prior degrees are encouraged
to apply to certificate or diploma programs

ELECTRONIC TRAINING JACKET (ETJ)

The ETJ provides a view of career information documented iIn

other Navy databases, such as training and education (including
Navy e-Learning, NECs, and college courses), qualifications and
certifications, career history, advancement status, and awards.

Figure 13-2 ETJ on MNP

Access the system: Using CAC with CAC-enabled computer, Go to
MyNavy Portal > Electronic Training Jacket (ETJ).
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Access the Afloat system: Go to the Career Tools Afloat login
page. Log in and then click ETJ Afloat. CAC is not required.

Required actions:

Review ETJ pages to verify information accurately reflects
personal and professional achievements. Take all necessary
actions to ensure ETJ is current, accurate, and complete.
Periodically, afloat Sailors should compare their afloat ETJ
with the iInternet version to ensure the two accounts are
synchronized and all data is present in their internet-based
ETJ.

Tip: Enlisted warfare qualifications must be documented in the
NTMPS data warehouse (viewable via the member’s ETJ) before
reflecting in MNA. Therefore, members who find qualifications
missing from the MNA Sailor Info page must work with their CPPA
to ensure proper documentation in NSIPS ESR and FLTMPS ETJ. It
iIs not possible to update MNA directly.

NAVY CREDENTIALING OPPORTUNITIES ON-LINE (COOL)

Navy Credentialing Opportunities On-Line (COOL) i1s a central
Navy resource that helps Sailors connect their Navy training
and experience to civilian certifications and licenses related
to their rating, job, designator, or career fTield.

Through Navy COOL, Sailors can:

e Learn which civilian certifications and licenses align
with their Navy experience

e ldentify gaps between Navy training and civilian
credentialing requirements

e Find resources and funding options to support
credentialing exams, including Navy-funded credentialing
programs and VA education benefits, when eligible

e Access rating bibliographies that may support advancement
preparation, including the NWAE

e Aid 1n 1dentifying direct job matches for transitioning
service members
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Education and Career Resources Accessible Through Navy COOL

Navy COOL also provides access to additional Navy and DoW
education and career tools, iIncluding:

MILGEARS

A career planning tool that helps service members translate
their military experience, training, and education into
civilian- recognized skills and career pathways. It also
supports civilians interested in joining the military. MilGears
encourages users to explore future career options, set goals,
and i1dentify education and credentialing pathways during
military service and beyond. For more information of MilGears,
visit https://milgears.osd.mil

DoW MWR DIGITAL LIBRARY

A free 24/7 digital resource hub for authorized military
members, families, civilians, and retirees. It offers e-books,
audiobooks, academic support, research databases, and more.

DEFENSE ACTIVITY FOR NON-TRADITIONAL EDUCATION SUPPORT (DANTES)

Provides no-cost education and career planning programs for
Service members, iIncluding:

e College and career planning tools

e Academic refresher programs

e College credit by examination (CLEP and DSST)

e Standardized testing (ACT, SAT, GRE, GMAT)

e Teacher preparation and certification exams (PRAXIS)

e ASVAB Career Exploration Program

DEFENSE VOLUNTARY EDUCATION (VOLED)

Supports Sailors in completing education credentials and degree
programs through:

e Military Tuition Assistance (TA)

e Federal Student Aid
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e VA education benefits

Additional information on DANTES programs is available at:
https://www.dantes.petersons.com/

System Access

Navy COOL i1s accessed through MyNavy Portal (MNP). A CAC 1s not
required to view general information.

Documentation

Certifications and credentialing achievements should be
verified and documented, as applicable, iIn the Sairlor’s:

e Electronic Training Jacket (ETJ)

e Electronic Service Record (ESR)

e Joint Services Transcript (JST)

e Official Military Personnel File (OMPF)

e Access the system. Go to MyNavy Portal Quick Links >Navy
COOL CAC is not required.

e Figure 13-3 Navy COOL in MNP
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UNITED SERVICES MILITARY APPRENTICESHIP PROGRAM (USMAP)

USMAP 1s a formal military training program that provides
Sailors the opportunity to improve job skills and to complete
civilian apprenticeship requirements while on active duty.

USMAP is free, requires no off-duty hours, and can be completed
using a time-based process or for E5 and above, a competence-
based process. Upon completion of the program, Sailors become
registered journeyman with the U.S. Department of Labor. For
more information, visit https://usmap.osd.mil

Note: During deployments, participants can log more than 8
hours per day. To take advantage of this the supervisor (E7 and
above) in your direct COC must send an email to usmap@navy.mil

Four Simple Steps:
e Review eligible trades
e Review requirements to ensure eligibility
e Enroll in USMAP
e Work and record hours

Access the system. Go to MyNavy Portal > USMAP > no CAC
required.

Figure 13-4 USMAP

Required Action:

e Verify certificates and achievements are documented in ETJ,
ESR, JST, and OMPF
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JOINT SERVICE TRANSCRIPT (JST)

The Joint Services Transcript (JST) documents a Sailor’s
military training, occupational experience, college courses,
degrees, and certifications completed during active duty.

The JST includes:

e College courses and degrees completed using Tuition
Assistance (TA) or the Navy College Program for Afloat
College Education (NCPACE)

e Other college courses completed at institutions accredited by a

regional, national, or professional accrediting agency
recognized by the U.S. Department of Education

e Recommended college credit for military training and

occupational experience, as evaluated by the American Council on

Education (ACE)
Colleges and universities may use the JST to evaluate and award
academic credit toward degree programs based on a Sailor’s
documented education and experience.

System Access

Access the JST using a CAC-enabled computer via MyNavy Portal >
Joint Services Transcript (JST).

Figure 13-5 JST
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Requesting Command Access:

Email jst@doded.mil for the My Education Account Request form
to receive command access.

e Block 6 check ESO.
e Block 7 check Joint Service Transcript (JST).

Note: Blocks 8, 9, or 12 are not required to be filled for JST
command access.

Required Actions:

e Review JST to verify data accurately reflects training and
education data

e Take all necessary actions to ensure JST iIs current,
accurate, and complete

When submitting corrections or updates to your JST:
JST entries via email: Jjst@doded.mil

In your email, be sure to include:
RANK/RATE

Last 4 only of SSN

Email address

JST entries by fax:

Fax: (850) 473-6013 or DSN 753-6013.
On your fax cover sheet, be sure to include:

RANK/RATE
Last 4 only of SSN
Email address

JST entries by mail or hardcopy:

Commanding Officer

Naval Education and Training Command
JST Operations Center N6

130 West Ave, Suite G, Bldg. 603
Pensacola, FL 32508
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EDUCATIONAL L INKS

The following official Navy and DoW websites provide access to
education programs, credentialing resources, transcripts,
testing information, and career development tools:

e MyNavy Portal (MNP) - Central access point for Navy
personnel systems, education tools, career resources, and
self-service applications. https://www.mynavy.mil

e Navy College Program - Primary resource for Navy education
programs, voluntary education policies, and academic guidance.
https://www.navycollege.navy.mil

e My Education (NETC) - Provides access to education-related
services, program information, and academic resources.
https://myeducation.netc.navy.mil

e Navy Credentialing Opportunities On-Line (COOL) - Information on
civilian certifications and licensure aligned with Navy ratings,
jobs, and experience.
https://www.cool .osd.mil/usn/

e Joint Services Transcript (JST) - Official transcript
documenting military training, education, certifications, and
recommended college credit.
https://jst.doded._mil

e United States Navy Community College (USNCC) - Associate degree
programs for active-duty enlisted Sailors at no cost.
https://www.usncc.edu

e OAR / CONUS Navy Testing Sites - Authorized Continental United
States (CONUS) Navy testing locations, including Officer
Aptitude Rating (OAR) exams.
https://www.netc.navy.mil/Commands/Center-for-Information-
Warfare-Training/Language-Regional -Expertise-and-
Culture/FAQs/CONUS-Navy-Testing-Sites/

e VA Education Benefits (GI Bill) - Information on VA education
benefits available to eligible Service members
and veterans. https://www.va.gov/education/
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