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1. Introduction

This document is intended to serve as a tutorial in support of the requirement for all officers to
submit color photographs for inclusion in the Official Military Personnel File (OMPF) maintained
on the Electronic Military Personnel Records System (EMPRS). Digital photo submissions are the
preferred long-term solution.

Refer to MILPERSMAN 1070-180 for amplifying guidelines.
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2. Procedures

1. From the Start menu, open browser by utilizing Google Chrome.

Internet

I
Get Help Explorey

Google Chrome

Groove Music E

Calculator

HPE Records Manager

Install Enterprise Wireless Profile

Internet Explorer

LUCENT

Mail

b rl'ype here to search
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2. Inthe Google Chrome browser search space, type in the following address:

https://www.mnp.navy.mil/

New Tab e —

1 Apps

Gmail Images

Google

Search Google or type a URL _!,

0 e +

BOL Web Store Add shortcut

pr—
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3. The following results page should be displayed:

G my navy portal - Google Search X +

& > C @& httpsy//www.google.com/search?q=my%20navy%20portal8icad=h

Google https:/imy.navy.mil/

All Books News Images Shopping More Settings

About 43,400,000 results (0.34 seconds)

My Navy Portal: Home Page
https://my.navy.milf
My Navy Portal{MNP) is the one stop shop to manage your Navy career.

Login Error About MNP
Your CAC did not authenticate for My Mavy Portal{(MNP) is the one stop
login to MNP. Please ensure ... shop to manage your Navy ...

More results from navy.mil »

4. Select ‘My Navy Portal: Home Page’ link.

5. The browser should navigate to My Navy Portal (MNP).

6. Use the mouse to click on the ‘CLOGIN’ button.

LOGIN *

As of 22Mar19, AMRDEC-SAFE is no longer an
Use DOD EMAIL/Signature Cert authorized method of delivery for Letters to the
Board (LTB). Authorized methods for selection
board communications are: USPS, encrypted
email, FAX, and hand-delivery. LTB should be
sent as early as possible for on-ime delivery.
Overnight delivery should not be used due to on
base routing.

MNCC Contact Center needs your feedback! If
you have recently interacted with the MNCC
Contact Center, we want to hear from you.
Please submit your feedback here:

https//ice disa mil/index cfm?
fascard&sp=11727185=9388dep=DoD8&card=1

DISMISS

Q

Tools
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7. An option menu to select Low Bandwidth Mode or High Bandwidth Mode OR Login Help & FAQs
should be displayed.

8. Select desired bandwidth from the options menu. (The High Bandwidth Mode option was used for
demonstration of this document.)

As of 22Mar19, AMRDEC-SAFE is no longer an
authorized method of delivery for Letters to the

Board (LTB). Authorized methods for selection
High Bandwidth Mode board communications are: USPS, encrypted
email, FAX, and hand-delivery. LTB should be

sent as early as possible for on-time delivery.

Low Bandwidth Mode

Overnight delivery should not be used due to on-
base routing.

Login Help & FAQs

MNCC Contact Center needs your feedback! If
you have recently interacted with the MNCC
Contact Center, we want to hear from you
Please submit your feedback here

hitps://ice.disa.mil/index.cfm?
fa=card&sp=11727185=938&dep=DoD&card=1

DISMISS

9. The webpage should prompt the user to select a certificate. Using the mouse, select the ‘email’
certificate, then select the ‘OK’ button to proceed.

My Navy Portal Select & certificate

Select a certificate to authenticate yourself to www.mnp.navy.mil:443

Subject Issuer Serial

SAILOR, IMA, NMN DOD EMAIL CA-52 6545321

Certificate information
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10. The webpage displays an ActivClient Login window that requires the user to enter the associated PIN.

11. Using the mouse, click the ‘OK’ button to proceed.

My Navy Portal

QUICK LINKS

Use DOD EMAIL/Sianature Cert

ActivClient Login

ActiviD
ActivClient*

Please enter your PIN.

Home Quick Links About MNP  Login ~

14:08:55 Zulu 29 Apr 2019 (119)

As of 22Mar19, AMRDEC-SAFE is no longer an
authorized method of delivery for Letters to the
Board (LTB). Authorized methods for selection
board communications are: USPS, encrypted
email, FAX, and hand-delivery. LTB should be
sent as early as possible for on-time delivery.
Overnight delivery should not be used due to on-
base routing.

DISMISS

MNCC Contact Center needs your feedback! If
you have recently interacted with the MNCC
Contact Center, we want to hear from you.
Please submit your feedback here:

https://ice.disa.mil/index.cfm?
fa=card&sp=117271&s=938&dep=DoD&card=1

DISMISS

12. The webpage displays a ‘DOD NOTICE AND CONSENT BANNER’ asking the user to read the USG

IS conditions, then to select by using the mouse to click on ‘I AGREE’ -OR- ‘I DISAGREE’.

13. Read and understand the conditions and if desired, select by using the mouse to click on the ‘I AGREE’

button to proceed.

& - C @ httpsy//www.mnp.navy.mil

DOD NOTICE AND CONSENT BANNER

You are accessing a U.S. Government (USG) Information System (IS) that is provided for USG-authorized use only.

By using this IS (which includes any device attached to this IS), you consent to the following conditions:

* The USG routinely i pts and monitors comr i on this IS for i ing, but not limited to, penetration testing, COMSEC
monitoring, network operations and defense, personnel misconduct (PM), law enforcement, (LE), and i igence (Cl) i

At any time, the USG may inspect and seize data stored on this IS.

Communications using, or data stored on, this IS are not private, are subject to routine monitoring, interception, and search, and may be disclosed
or used for any USG authorized purpose.

This IS includes security measures (e.g., ication and access trols) to protect USG interests-not for your personal benefit or privacy.
Notwithstanding the above, using this IS does not constitute consent to PM, LE or Cl il igative searching or monitoring of the content of
privileged communications, or work product, related to personal representation or services by attorneys, psychotherapists, or clergy, and their
assistants. Such communications and work product are private and confidential. See User Agreement for details.

BY CLICKING 'l AGREE' THE USER ACKNOWLEDGES AND AGREES TO FOLLOW THESE POLICIES.

1 AGREE | DISAGREE
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14. The webpage should display the ‘My Navy Portal’ Welcome page.

15. Select the ‘My Record’ tab to view the options menu, then select ‘My Record’ from the options menu to
proceed.

Welcome to My Navy Portal

The Navy's official human resources portal designed by Sailors for Sailors

MNP QUICK TOUR HOME PAGE OVERVIEW MNP USER TRAINING

16. The webpage should then display a list of tiles to choose from. By using the mouse, select by clicking
on the ‘OFFICER PHOTO?’ tile to proceed.

3. Use the Records Review user aid (available on the left navigation menu) to perform a step-by-step review of your Official Military Personnel File (OMPF)
and Electronic Service Record (ESR)

Contact information for the MNCC Call Center is provided on the right, under Help Desk

Search

Other Record Sites of Interest

Personal Overview

Professional Overview

Agvancement & Promotion OMPF ESR ETJ IMR

Assignment, Leave, Travel Official Military Personnel File Electronic Service Record Electronic Training Jacket Individual Medical Readiness
Pay & Benefits

Performance

Training, Education, Qualific. CONTINUE CONTINUE CONTINUE CONTINUE

Records Review

Glossary
Acronym Finder JST PRIMS 0ODC, OSR, PSR, ESR OFFICER PHOTO
FAQs Joint Service Transcript Physical Readiness Information Officer Data Card (ODC), Officer -
Management System Summary Record (OSR), UplOGd Official
Performance Summary Record photogrqph here
(PSR), Enlisted Summary Record
(ESR)

CONTINUE CONTINUE CONTINUE CONTINUE
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17. The webpage navigates to the document services, NAVPERS 1070/884, Officer Photograph Form. The
‘Start Process’ tab displays the Officer Photo Privacy Act Statement, Requirements and
acknowledgement page.

18. Please read the information displayed and if in agreement, select the checkbox that states, “I
acknowledge that I have read the above statements”.

19. Using the mouse, click on the ‘Submit’ button to proceed.

ction 508 Help v | Retumto BOL | Logout | | 4

Q| NAVPERS 1070/884 Detalls Form

NAVPERS 1070/888 ™
Name Change Form PRIVACY ACT STATEMENT

& To-do © Tracking & Preferences

Attachments(0)

AUTHORITY: AUTHORITY TO REQUEST INFORMATION IS DERIVED FROM 5 UNITED STATES CODE 301, DEPARTMENT
REGULATIONS AND FROM E.0.9397

NAVPERS 1070/884

Officer Photograph Form

PURPOSE. PHOTOGRAPHS SUBMITTED BECOME PROPERTY OF THE DEPARTMENT OF THE NAVY FOR OFFICIAL PURPOSES

ROUTINE USES:' THE PHOTOGRAPH AND SUBMISSION SHEET IS FILED IN THE OFFICER'S OFFICIAL RECORD WHICH IS USED
IN THE PERSONNEL MANAGEMENT OF NAVAL OFFICERS (1.E., IDENTIFICATION AND FOR OFFICIAL PRESS RELEASES) WHEN
REQUIRED

DISCLOSURE: COMPLETION OF THIS FORM AND SUBMISSION OF THE PHOTOGRAPH IS MANDATORY
REQUIREMENTS

In accordance with MILPERSMAN 1070-180, the preferred uniform shall be Service Khaki, uncovered. When Service Khaki is unavailable,
any regulation uniform is acceplable

The photograph shall be in color; display a full-length, three-quarter view of the member, left shoulder forward; have a plain, flat background
to provide sufficient contrast to highlight details of the uniform; and be 4 inches in width and 6 inches in height

A menu or hand-lettered title board shall be placed at or near the member's left foot so it is clearly readable in the finished photograph. The
title board shall contain the following identifying data in 2-inch high latters
! irst name, and middle initial(s);
of the social security number, and designator
c. Date photograph was taken (day, month, year)

Example:
APILOT, IRA M.
LCDR/1234/1310
17 APR 07

o that I have statorent
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20. Enter by typing the associated email address into the field titled ‘Confirm Email Address associated with
NPC Document Services’.
The Name, Grade, DODID and Designator are pre-populated from other sources associated with the
Service Members’ OMPF.

21. Enter the date that the photograph was taken into the ‘Date Photo Taken’ field.

22. Select the ‘Browse and Upload’ button to navigate the computing device files and select the desired
photo to upload.

is‘z‘;—ncg:m o B & To-do © Tracking £+ Preferences Accessibilitv/Section 508 Help v | Retumto BOL | Logout I

Q, | NAVPERS 1070/884 Details Form Attachments(0)

NAVPERS 1070888 b

v Fill-in and Upload
NAVPERS 1070/884

Officer Photograph Form
Confirm Email Address associated with NPC Document Services

This Field is a required field

Name (Last, First MI) Grade DODID Designator
SAILOR, IMA, “NMN” 05 9876545321 2300
Date Photo Taken File name File Size (< 7 Mb)

Browse and Upload

Next Steps:
1. After pressing Submit, go to your To-do fab and open your NAVPERS 1070/884 Officer Review task.
2. The task may take up to a minute to arrive. You will get an email notification reminding you to review your submission

3. Your Officer Photograph will not be fully submitted until you Accept the Review
Note: Your Review will be automatically submitted on your behalf if you do not take action within two weekdays

@ L CoMMAND < & To-do © Tracking ¥ Preferences
&2/ vocument services

23. Once the desired photo is chosen, select by using the mouse to click the ‘Submit’ button to proceed.

Page 8
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24. The user will then receive a “no-reply” email with instructions to return to the ‘To-Do’ in Document

Services.

NAVPERS 1070/884 Officer Review - Message (Plain Text)

Message McAfee E-mail Scan Q Tell me what you want to do...

~ 2N — 3 . = » . —~ A
(e x E_q (ﬁ_@q L_94 2 Meeting JIRA 3 To Manager ¥ <7 Rules £ ¥ =I | g a5 £ Find q
- et i B B : E Team Email v Done o _)rmOneNote Nl En —— Terden ] Related ~ =
L - elete eply Reply Forward [3 - ~ _ ove arl ategonze Follow ranslate com
g Junk Al FEMWE E2 Reply & Delete ¥ Create New v - [EPActions®  Unread - Up~ . [+ Select-
Delete Respond Quick Steps [F} Move Tags [F] Editing Zoom

Thu 4/18/2013 11:01 AM
donotreply@test.npc.navy.mil
NAVPERS 1070/884 Officer Review

Your Officer Photograph Form has been converted and prepared. Please go to BOL, Navy Personnel Command Document Services, and then the To-Do tab.
Review your Officer Photo Submission. Press Accept if the form is correct and the conversion succeeded. Press Disapprove to permanently delete your submission.
You have two weekdays to review your form before it is automatically submitted.

If you are getting this email in error, please contact NPC Help desk.

25. Return to Document Services and select the ‘To Do’ tab.

tart Process & & Tracking £ Preferences Help v | Returnto BOL | Logout

Queues v | < Search Tasks

Enable Bulk Mode [

NAVPERS 1070/884 Off...
7
2019-04-18T11:01:20 - Review y

20504

Drafts(0)

B X

Yo
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26. The Officer Photo Submission form should be displayed with the photograph chosen from the previous
process step.

B e e

iF Start Process = © Tracking

Q  NAVPERS 1070/884 Officer Review

ROUTINE USES THE FHO PHAND SUBM
Vs T PERSONNEL MANAGEME AVAL OFFICERS

£ Preferences

HEET 1S FILED IN THE OFFICER'S OFFICIAL RECORD WHICH IS USED IN THE
ED

, IDENTIFICATION AND FOR OFFICIAL PRESS PELE}'(SES) WHEN REQUIR!

DISCLOSURE . COMPLETION OF THIS FORM AND SUBMSSION OF THE PHOTOGRAPH IS MANDATORY

1. NAME (LASY, FIRST M)

SAILOR, IMA,

2
“NMN”

GRADE

05

3,000 10

987654

J

4. DESIGNATOR

2300

5 DATE

20190418

217. If the photograph displayed is acceptable, select by using the mouse to click on the Accept’ button.
If not, use the mouse to click on ‘Disapprove’ to remain on the form.

28. If “‘Accept’ is selected, the webpage displays a submission confirmation message: “You are about to

submit your official photo, are you sure?”

Confirmation Message

You are about to submit your official photo, are you
sure?

29. Using the mouse, click the ‘OK’ button to proceed.

30. The Officer Photo submission to OMPF is complete.

Yo
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