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Overview - The Career Information Management Systems (CIMS) component of the Navy 
Standard Integrated Personnel System (NSIPS) will deploy a disconnected operations process 
for conducting Career Development Board (CDB). This will be available with NSIPS Release 
1.4.12.0 effective January 29, 2018. 
 
With the new Disconnected Operations process, Command Career Counselors (CCC) will be 
able to Setup his or her NMCI approved computer by downloading the HTML application from 
NSIPS. Once the HTML application is loaded, the CCC will be able to download CDB information 
from the Central NSIPS /CIMS online Web Service. This file will contain all of the data elements 
from the Individual Career Development Plan (ICDP) and will allow the CCC to generate a CDB 
Due Listing of CDB’s.  
 
Once the Due listing is generated, the CCC will be able to view and update information on the 
CVS Excel downloaded file and upload the updated information into NSIPS/CIMS upon            
reconnection to NSIPS/CIMS online Web.  The CCC will then be able to validate the accuracy of 
the uploaded information. 

What’s New for You?  
CIMS -  

Career Development Board                  
Disconnected Operations 
 

WNFY CIMS - CDB Disconnected Operations - Issue 1 

Highlights of CDB Disconnected Operations 
 Access is limited to Command Career Counselor (CCC). 
 
 Only Scheduled CDB’s will be able to be downloaded for completion (i.e. 6, 12, 18, 24, 48 and 60 months) and C-

way CDB’s. 
 
 The CCC will select UIC(s) approved for access and enter date range (only future dates) not to exceed 12 months. 

No Reporting CDB’s will be available for download and must be completed on the NSIPS/CIMS online side prior 
to deployment. 

 
 The CCC will select or deselect members to download. 
 
 Once CDB list has been downloaded, the CDB rows will be created with a status of “Pending.” 
 
 A CSV Excel formatted file is used to store and transfer data. 
 
 The CCC will view and update data on an HTML overlay giving the look and feel of NSIPS/CIMS online until the 

upload is complete. 
 
 Upon restoration of connectivity, the CCC will access NSIPS/CIMS online and upload CDB data. 
 
 When the upload is complete, the CDB status will be set to “Completed.” 
 
 The CCC will log into the NSIPS/CIMS online and verify all CDB’s are complete and accurate from the  
       disconnected period. 
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Process #1: The HTML Application Download Process - Setup for Disconnected          

Operations 

Step 1. Log into your NSIPS/CIMS Command Career Counselor Account. 
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Step 2. Navigate to Career Information Management - Use. Select the  
Disconnected CDB Download Component. 

Step 3.  Select the Download Application Button. 
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Step 4.  Select the Save Drop down > Select Saved As > Save the zipped file to your 
desktop. 

 

 

 

Step 5.  Open the Disc Ops zip file on your Desktop. 
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Step 6. Select the Unzip/Share tab > Select the bottom half of “1 - click unzip” 
button > Select Unzip to my PC or Cloud. 

 

  

Step 7. Select the New Folder Icon. 
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Step 8. Name the folder and select the Unzip button. 

This will create the usable disc ops folder you will utilize while disconnected. 
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Process #2: Generate a CDB Due Listing of CDB’s 

Step 1.  When you are ready to download your Disconnected CDB Due listing, log 
into your NSIPS/CIMS Command Career Counselor Account. 

Step 2. Navigate to Career Information Management > Use. Select the  
Disconnected CDB Download Component. 
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 Step 3. Enter the date parameters and the UIC for which you have access. 

Step 4. When a CDB due list is generated, any pre-existing records in Pending or 
Completed status will display with a hyperlink. Selecting the hyperlink will take 
you to that CDB page in order to Verify the record and clear it off  the list. 
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Step 5. Users have the ability to deselect records they do not wish to download. 
After verifying records to download, select the Download CDBs button. 

Step 6. A message will appear stating that “Downloading new CDBs will create 
pending records” and ask if you wish to continue.  Select “Yes” to continue or     
” No” to return to previous screen to make changes. 
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Step 7.  A message will appear asking what you would like to do with the data 
file. Select “Save As.” 

Step 8. Save the file in the disc ops folder you created in Process #1. 
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Note: If an error occurred during the download process and the file did not 
download properly, click the link to attempt the save process again without   
having to rerun the entire list. The link provides only the latest list generated. 

 

 

Note: All records are now downloaded and are ready to be worked off line. You 
can log out of NSIPS/CIMS Central. 
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Process #3: View and Update data in CVS Excel downloaded file. 

 

Step 1. When ready to complete CDB’s while disconnected, locate and open the 
disc ops folder located on our desktop. 

 

Step 2. Open the disc ops file. 
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Step 3. Select allow blocked content button. 

 

Step 4. Select the Browse button. 
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Step 5. Select the data file located in the disc ops folder. 

 

Step 6. The downloaded CDB file displays. Select the Edit button to open an     
individual CDB record. 
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Step 7. On the individual record, select the field of information to be viewed or 
updated. In this case, we selected the date the CDB was completed. 

 

Step 8. Complete all applicable allowable fields and click “Save Changes.” 
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Step 9. Note that the status has changed to completed and the completed date 
is updated on the individual CDB record. Select Save Drop Down and select 
“Save As.” 

 

Step 10. Save the updated file to the disc ops folder on the desktop. 
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Step 1. Log into your NSIPS/CIMS Command Career Counselor Account. 

 

Process #4: Upload CDB Information Upon Reconnection to NSIPS/CIMS online 

Web. 

Step 2. Navigate to Career Information Management > Use. Select Disconnected 
CDB upload. 
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Step 3. Select Upload CDBs. 

 

Step 4. From the Disc CDB Upload page, Select Browse. 
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Step 5. Select the most recent data file in the disc ops folder. 

 

Step 6. Select the Upload button. 
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Step 7. This will bring you to the CDB Data page for the individual being  
uploaded. Note that for this individual, there are no errors and the record is 
ready to be uploaded. If errors exist, they will be highlighted in RED. Unless the 
errors are corrected, this record will not update NSIPS/CIMS Central. 

 

Step 8. Once any errors are corrected, select the Update CDB check box to      
perform upload validation on the record. 
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Step 9.  Select the Update CDBs button to upload the records into NSIPS/CIMS 
Central. 

 

Step 10. Verify pending records to upload are correct. Select “Yes” if Correct.   
Select “No” to go back and make changes. 
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Process #5: Verify CDB Uploaded Information. 

 

 

Step 1. All Uploaded records are now in a Completed Status. To pull the verified  
listing of that UIC, navigate to Career Information Management  > Verify > Career 
Development. Enter the UIC. 

 

Step 2.  Select the first record on the Verify listing. 
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Step 3. After ensuring all fields uploaded correctly, on the CDB Data Tab change 
status to Verified. 

 

Step 4. Select the Save button.  Select Next in List to repeat the process for all 
remaining completed CDB’s. 
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 Distribution Statement C:  Distribution authorized to U. S. Government Agencies and their contractors.  Other   

requests for this document shall be referred to PMW 240 Enterprise Change Management.  

 

This communications product is prepared by the PMW 240 Enterprise Change Management (ECM) team. 

As always feel free to contact us directly with any questions or comments. 

   

 

 

Ms. Kristie Thomas, PMW 240 Enterprise Change Management Manager 

     Email:  kristie.thomas@navy.mil 

     Phone:  504-697-4535 
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Points of Contact 
 
 NSIPS Help Desk 

 Toll Free: 877-589-5991 
 Commercial: 504-697-5442 
 DSN: 312-647-5442 
 Email: nsipshelpdesk.fcm@navy.mil 

 
 BUPERS-32 

 Email: CIMS_Admin.fct@navy.mil 
 901-874-3194 DSN 882 

 
PC Configuration, network issues or connectivity 
 Ships Navy 311 

 Commercial: 855-NAVY-311 (855-628-9311) 
 DSN: 510-NAVY-311 (510-628-9311) 
 Email: Navy311@Navy.mil 

 
 All Others, Contact NMCI 
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