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Sponsor Coordinator Page 

Å To access, once logged 

on, click in order 

ï Career Information 

Management 

ï Lists 

ï Sponsor Coordinator 

ÅEnsure you check 

what options you 

wish to view 

ï Training and History 

from your command 

can be tracked as well 

as Pros. Transfers 

(discussed later) 

 

Å This view in part of the 

CCC access 
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Useful Navigation Tools 

Å View Prospective Gainôs (PG) 

ïQuestionnaire 

ï Contact Information 

 

Å Tabs 

ï Sponsor Criteria, Sponsor 

assignment, Command contact 

ï Orders, Sponsor or, 

ñShow all Columnsò 

 

Å Filters 

ï Export to Excel 

 

Å Multiple pages 

ï Scroll w/ arrows or  

ï First and Last 
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Assignment of Sponsors 

Å Assigning a sponsor 

1. Click ñAdd/Changeò on the ñSponsor 

Dataò or ñShow all Columnsò tab 

2. Search for sponsor using one, or more,   

of the three choices listed (dropdowns will 

show when you type in information) , then 

click ñSearchò 

3. Select the Sponsor you wish to have 

assigned 

4. Click ñApplyò and/or ñOKò at the bottom of 

the page. 
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Command Contact Tab 

Å List 

ï All the personnel displayed 

have Access to the CSC 

section in NSIPS/CIMS 

 

 

 

Å Off/Enl and phone 

ïChoose to have access one, 

both, or none 

ï Choose Comm/DSN 

 

 

 



NAVY  

BUPERS 3  

Entering Sponsor Data 

Å Modify Sponsor Data 

ïClick the Link ñModify Dataò to 

enter Information 

 

Å Enter Sponsorôs 

ï Phone 

ï Alt Phone 

ï Email 

 

 

 

 

ÅEnsure to enter dates for letters as 

they are sent to the gaining 

member. 
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Sponsor Agreements 

Å Have the Sponsor log 

onto their ñSelf Service 

Recordò in NSIPS 

ï Click in order 

Å Employee Self 

Service 

Å Electronic 

Service Record 

Å Tasks 

Å Sponsor 

Agreement 
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Sponsor Agreements 

Å Search 

ÅEnter PGôs Last name 

ÅOr just click Search to show 

all assignments that have 

been assigned 

ÅIf no results come back, 

contact your CSC or CCC 

 

ÅSelect the PG you want to view 

by clicking on any section in that 

PGôs line. 
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Sponsor Agreements (cont) 

Å To accept the Sponsorship 

1. Update your contact 

information (if Needed) 

- This action will open a new 

window (see next slide for 

details) 

2. Click ñAcceptò 

3. Now you have the options 

to view the orders and 

questionnaire of the new 

member 

4. ñPrintò for your commands 

and your record 

 

ÅEnsure you read the agreement 
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Personal Information 

Å Sponsors/Members Contact Info 

ï This information is utilized to contact Sponsors and/or PG 

 

ï Entering contact information 

ÅFor best results all personnel should populate all entries shown below 

ÅMore entries are possible using the dropdown windows and + / - buttons 

 

 

 

 

 

 

 

 

 


