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What’s Changing?

Automated Enlisted Advancement Worksheet

The Navy is transitioning from a manual paper Advancement Worksheet (NETPDC 1430/3) process to an
automated process within the Navy Standard Integrated Personnel System (NSIPS). The system will leverage
authoritative data and display a dashboard of advancement eligibility factors. On-line workflow will link all Navy
Enlisted Advancement System (NEAS) stakeholders who support individual Sailor advancements to establish a
more streamlined and accurate eligibility verification process. The basic process for creating, managing, and
finalizing an Enlisted Service Member’s Advancement Worksheet in NSIPS prior to an exam is shown below.

NSIPS

1. Worksheet 2. Worksheet 3. Worksheet 4. Worksheet
created Reviewed & Finalized and locked - data
Updated sent to NEAS
Command Reviewer
(Command Admin, . . ESO
Admin Off, PERSO, CCC, Command ESO Enlisted Service Member (Regional/PSD/NOSC)
CMC, CPPA)

Further information regarding each of the EAW roles and workflow process is detailed in the EAW Roles in NSIPS info sheet
located in the EAW folder on the NPC PERS 8 Enlisted Advancement Page, https.//www.public.navy.mil/bupers-npc/career/
enlistedcareeradmin/Advancement/Pages/EAW.aspx.

NOTE: The above automated EAW process requires online access to the NSIPS website. For disconnected
operations see Frequently Asked Questions (FAQs) on page 15.

New NSIPS EAW Educational Service Officer (ESO) Capability

NSIPS is being expanded to provide the capability for ESOs (Regional/PSD/NOSC) to manage and certify Sailors’
online Enlisted Advancement Worksheets (EAW). Prior to an exam cycle, the ESO will have the capability in NSIPS
to retrieve, review and print the Exam Cycle Guidance Sheet. NSIPS will automatically generate an EAW for all
Time-In-Rate (TIR) eligible Sailors. ESOs will subsequently have access to Advancement Worksheets for all TIR
eligible Sailors in their Commands. In addition, they can create worksheets, edit data, route to Command ESOs
for action, finalize and certify complete. The following pages highlight new NSIPS EAW capability.


https://www.public.navy.mil/bupers-npc/career/enlistedcareeradmin/Advancement/Pages/EAW.aspx
https://www.public.navy.mil/bupers-npc/career/enlistedcareeradmin/Advancement/Pages/EAW.aspx
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NSIPS EAW Pilot

Automated EAW functionality deployed in NSIPS release 1.14.15.0 on 18 November 2018. Individual
worksheets are currently available for pilot use by both Navy Active Component (AC) and Reserve
Component (RC) TIR eligible Sailors, Command ESOs, Command Reviewers, and Regional/PSD/NOSC
ESOs for the Spring 2019 advancement cycles (AC E4-E6 - Cycle 243 and RC SELRES E4-E7 - Cycle 104).

NOTE: For the Spring 2019 advancement cycles TIR eligible Sailors will continue to use the current
manual paper EAW as the official document for advancement eligibility. The pilot will allow EAW
users (Sailors, ESOs, and Command ESOs & Reviewers) access to the automated EAW capability in
NSIPS in order to become familiar with the new automated process, ensure data integrity is present,
and provide feedback on the system.

e The automated EAW in NSIPS will not be the official Worksheet for the Spring 2019 advancement cycle.
The current manual paper worksheet will still be the source of information used in determining exam
eligibility and documenting a candidate's Performance Mark Average (PMA) and award points for
calculating Final Multiple Score (FMS).

e  During the pilot, the electronic form in NSIPS can be printed and used for the manual worksheet validation
process. No data will be transferred from EAW to NEAS and no discrepancies will be adjudicated in EAW
during the pilot phase.

e The automated EAW in NSIPS will become the official worksheet beginning with the Fall 2019
advancement cycles.

Pilot Process—For the Spring 2019 advancement exams, ESOs (Regional/PSD/NOSC) will be able to
pilot the following actions in NSIPS:

1. Retrieve, review, and print the Exam Cycle Guidance Sheet

Access/create EAWs for TIR eligible Sailors in their Commands

View and correct data if required

Route EAW to the Command ESO for additional review, edits, and Sailor certification

Receive Sailor certified EAW from Command ESO

Conduct final review and certification

Create Enlisted Advancement Cycle Reports

NoubkwnN

Retrieve and
review Exam
Cycle Guidance
Sheet

Route EAW to

Access/or
create Sailors’
EAW in NSIPS
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View, edit,
comment,
and upload
attachments if
required

Command
ESO for
further action
and Sailor
certification

Receive Sailor
certified EAW
from
Command
ESO

Final Review
and ESO
certification

Create Enlisted
Advancement
Cycle Reports
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NSIPS EAW ESO Capability

Access and Review Exam Cycle Guidance Sheet

To access NSIPS EAW Command ESO capabilities:

o Login to NSIPS https://nsipsprod-sdni.nmci.navy.mil/nsipsclo/jsp/index.jsp

e Select EAW ESO role from the drop-down menu

NOTE: ESOs must establish a NSIPS EAW ESO account
through the submission of a System Access Authorization
Request (SAAR). Additional instructions are listed on

page 16.

o Select EAW under the NSIPS Main Menu

o Select EAW Home Page

NSIPS

eATEw

EAW Home Dashboard

Enlisted Advancement Worksheets

Post Exam Administrative Comments

o View EAW Home Dashboard

o Select View Guidance Sheets

Produced hy the Sea Warrior Program (PMW 240) Enterprise Change Management (ECM) Team

Create/View Post Exam Admin Comments

Advancement Worksheet Search

Advancement in Rate Report

Create Single Advancement Worksheet

Print Blank NETPDC 1430/3 Advancement Worksheet

o View Guidance Sheets
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Enter Guidance Sheet Search Criteria and select
desired Guidance Sheet for review

View Guidance Sheet

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

Review Exam Cycle Guidance Sheet for current
cycle information.

Search Criteria

EXAM CYCLE| begins with v || (&}
NAVADMIN Number| begins with »
Exam Month Year| begins with *
Guidance Sheet Status| = M v

Limit the number of results to (up to 300y 300
=
Search Clear | Basic Search 2 Save Search Criferia

Search Results

View Al First ‘4 t20r2 B Last
EXAM CYCLE NAVADMIN Number Exam Month Year Guidance Sheet Status
105 21418 AUG 2019 Complete
243 10219 MAR 2019 Complete

o
L}
o
U Exam Cycle Guidance Sheet ) ) ) .
Status: Guidance Sheet Complete
O EXAM CYCLE 105 NAVADMIN Number s 1 Exam Month/Year AU Exam Type SELRES
Eligible Paygrades Find | (2l 1.30f3
m ) Time in Paygrade  HYT Yre  HYT Date Eval Begin Dt Eval End Dt Max Awd Pls
) 1110172019 2019 10.00
w 08/01/2019 2 06/01:2018 07/31/2019
03/01/2019 010 20 02/01/2016 07/21/2019
I I I No
= 00
5 Regular0 Neo
& Concurrent COR N;
7 Reg OPS COR N
m Allowable Awards Find in 18 of 49
Award Jescription Point Value  Max No. oup Category
A
] A 2
N
Z ATV
Air
Al 3
Education Level Find Al | {2 160f6
Education Level "
1 Mol o
2 As Degree 3
chelor Degree 4
4 Master Degree 5
5 B
Force Management Initiatives Find 1001
Force Management Initiatives
1 3 PFA Fallures
Other Methods Of Advancement Find 101
er Methods of Advancement
1 MAF

NS

NAVY STANDARD INTEGRATED
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o Print Guidance Sheet pdf (option)

Rates Requiring Security Clearance Rates Requiring Citizenship
Find | View Al | 18 0f51 ! Find | View Al | 18 0f 50
Rate Security Eligibilty Cd Rate Waiver Allowed
1 AC Secret 1 AC No
2 AE Secret 2 AE Yes
3 AG Secret 3 AG Yes
4 AME Top Secret 4 AD Yes
5 AD Secret 5 AT Yes
6 AT Secret 6 AWF Yes
7 AWF Secret 7 ANO Yes
8 AWO Secret 8 AWR Yes
CWAY-PACT Designation CWAY Reenlistment
Approved Psth Cd Description IEr:E!ator CWAY Reenlistment Code Description Eligibility Indicator
iceshi 1 ESP Denied Final Ineligible Separa No
Apprenticeship
1 APPRSHIP_CHG oo e No 2 FSP Denied Final Forced Separation No
2 ASCH "A" School Yes 3 VSP Denied Final Voluntary Separat Mo
. Navy Wide "
WA ¥
3| NwAE Advancement Exam ves
Direct Rating o
AHED Designation R==
Notification Comments:
e

NETPDTC Program Manager Signature

>
5=
o
(
Q
(S
O
O
)
L
<
L
|
79
o
)
2

Submitted By: Submitted Date: 09/18/2018
Modified By: Modified Date:
Print
\ Exam Cycle Guidance Sheet
Fal
£ SEiE e [ Exam Cycle: 102 | NAVADMIN Number: 227/17 | Exam Monthy/Year: FEB 2018
Paygrace | Duty Exam Terminal Minimum | Time in HYT | H¥TDate | Eval Begin | Eval End | Max
Status Schedule | Eligibility iR Date Paygrade | ¥rs Date Date Awd
Date Date Pts
[ 21201 : o5 w |z smy | a0
HE 2112018 0100 u /1017 L/31/2018 Pl
3 /201 w00 2 2w [ asane |
[T 10018 | 11png [ 2 lannuw [ayms | wsvaog
Evaluation Types PMA Evaluation
Indicator
Concurrent No
Concurrent/0PS COR Mo
0P COR No
Reg/Concurr/OPS COR No
Regular Ves
Regular/Concurrent Yes
Regular/OPS COR No
Evaluation Value
Early Promote 400
Must Promote 380
Promotable 360
Progressing 340
Significant Problems 2.00
Not Observed 0.00
Allowable Awards Point Value | Max No. Of Awards
Air Force Achievement Medal 2
Air Force Commendation Medal 3
‘Ar Medal 3 1
Air Medal-Ind Act W/Combat V 3 1
Air Medal-Strike/Flight 3 1
‘Airmans Medal 3
Army Achievemnent Medal 2
Army Comm Medal w/Combat V. 3
urrmy Commendation Medal 3
Hronze Star 3
Bronze Star w/Combat V E]
CINCLANTFLT Letter of Com Flag 1 2
CINCPACFLT Letter of Com Flag 1 2
CINCUSNAVEUR Let of Com Flag 1 2

NS

NAVY STANDARD INTEGRATED
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Access draft Sailors’ Advancement Worksheets
a Select Pending My Review on EAW Home Dashboard
o Enter Search Criteria

o Select desired Enlisted Service Member to review their Advancement Worksheet

EAW Home Dashboard

Enlisted Advancement Worksheets
I Create Single Advancement Worksheet

I Pending My Review: 1333

There are no Worksheets pending Command review.

Post Exam Administrative Comments
You have no Post Exam Administrative Comments pending your review.

You have no Post Exam Administrative Comments requiring your follow up.

Create/View Post Exam Admin Comments Print Blank NETPDC 1430/3 Advancement Worksheet

. . View Guidance Sheets
Advancement Worksheet Search

Advancement in Rate Report
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Worksheets Pending My Review
Use Saved Filter(s)
Exam Cycle ) Exam Date 5 Comments Exist
Permanent Duty UIC Q Serial Number ESO
Command
Presant Paygrade % Award Points
Candidate
Juty Status ' PMA
Special Circumstance v Eligibility Status M
DOD It Worksheet Status
Nam
5 Cle Delet
Deselect Al Route Warksheet(s
Per = 150 011
et Pre Engibinty . Speciat Exam Serial Award o - ‘
Nanme = | [ ExamUIC Work iy Status 0% D V30 PMA  Exam Date co
Enlisted Service Member 1 E05 CTT2 Elg 0763 DraR J 4 30772 Ne
Enlisted Service Member 2 E04 eigible 551 rat N D 037147201 N
£ CTNSN Ineligile 30930 D L 172 1
E05 AWF2  Eigib 53921 Ot FTs 7 0072 Mo
E05  AWV2  Elig 55154  Drah 2 380 030712019 N
E03  CTTSN Ineligible 46763  Dra 0 0000321201 No
4 AD3 eligible 55154 D USN 31422 No
3 ) 172 N
o4 ) a2 N
05 E Ora No
4 pe®  SELRES 1 No

NSIPS

NAVY STANDARD INTEGRATED
PERSONNEL SYSTEM
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Review Sailors’ Advancement Worksheets
After selecting a Sailor’s EAW from Pending Review list or creating an EAW for a Sailor:

o Review EAW data elements

EAW Advancement Worksheet

Worksheet Status: Draft
Naime o DOD ID Num Exam Cycle 243 Exam Serial No. | ¥ Member's Eligibility Status: Potentially Eligible
Present Rate CTT2 Exam Rate CTT1 Q  Present Paygrade E05 Exam Paygrade E06 Duty Status [ USN ¥ | Branch/Class Group 1 Exam Date D3/07/201% |[i]
Highest Degree Level Mo Degres Served COCZ/ACOA > 90 Days | NIA v Special Circumstance v
Awards 4 Award Summary
H Exam Rasults UIC 49763 C, NIOC COLORADO Exam UIC 40763 @, NIOC COLORADO
© mmm
[r— PMA 373 Eval Summary
pry— Permanent Duty Station UIC 48763 WIOC COLORADO Personnel UIC 43322 PSD MEMPHIS
n Refer to the Cycle NAVADMIN for date ranges
m Time-in-Rate Check: Active Duty wiReserve High Year Tenure Check:
Q Time-in-Rate Check: !
TED: 07/01/2019 070172019
<L TED: 07/0120
SIPG: 0305 YYMM ED 2019
m -} TIR: jp1/01/2016 [ (]
‘ ) ) (+) DSPG: YTMM
(=) SIPG: 0306  YYMM {=) TIR: YYMM YYMM
m Eligibility Check:
I I I CO/0IC Recommended ® Yes No
Current Eval Problem Yes ® No
; TIR Met @ Yes No
< HYT Excesdad Yes '® No
|-|-| HYT Waived Yes No Ni&
I EF TIR Waiver (EGEET Yes No
m Warfare Qualifica Yes No '® Nia
& Secrel Security Clearance Mel Yog No nip  Current Clearance I_.I.:I:c;rt SCI Clearance Auth Dt 07/2372014
—_——
m nterim Clearance Met Tes No NA
Z Citizanship Met  “®' Yes No NiA
Citizenship Wi Yes Ho "™ NA
Lateral Conversion Yes * NA for Exam Rate a
BRISE-R Yes ® NiA for Exam Rate Q
ACT Designation Yes No N/A  Approved Rating Approved Path
CWAY-Reenlisiment Yeos No ' NIA Status Q
Other Method of Advancement a
Force Management Initiatives Q
ESO Comments
Candidate Comments
Command Comments
Save and Exil Save Cancel Rouls Print pload Altachments

NS

NAVY STANDARD INTEGRATED
PERSONNEL SYSTEM
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Create Sailors’ Advancement Worksheets (Option)
If a Sailor does not have an EAW in the ESO’s Pending Review list, the ESO may create an EAW for
the Sailor by performing the following:

o Select Create Single Advancement Worksheet on EAW Home Dashboard

| Create Single Advancement Worksheet |

EAW Home Dashboard

Enlisted Advancement Worksheets

Pending My Review: 1383

There are no Worksheets pending Command review.

Post Exam Administrative Comments
You have no Post Exam Administrative Comments pending your review.

You have no Post Exam Administrative Comments requiring your follow up.

Create/View Post Exam Admin Comments Print Blank NETPDC 1430/3 Advancement Worksheet

N i View Guidance Sheets
Advancement Worksheet Search

Advancement in Rate Report

o Enter Exam Cycle Search Criteria

o Select desired Exam Cycle to retrieve Guidance Sheet

Create New Worksheet

Enter any information you have and click Search. Leave fields blank for a list of all values

Find an Existing Value
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Search Criteria

EXAM CYCLE| begins with a
NAVADMIN Mumber| begins with « o
Exam Month Year| begins with * Q.

Limit the number of results to (up to 300). 300

[l
Search Clear Basic Search & Save Search Criteria
Search Results
View All First ‘&' 12062 b Last o
EXAM CYCLE NAVADMIN Number Exam Month Year Guidance Sheet Status -<:::
105 214138 AUG 2019 Compleie
243 10219 MAR 2019 Complete

NSIPS

NAVY STANDARD INTEGRATED
PERSONNEL SYSTEM
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Create Sailors’ Advancement Worksheets— continued

o Select Create Single Advancement Worksheet Tab on Guidance Sheet

Exam Cycle Guidance sheet | cro nt Workshee
Exam Cycle Guidance Shee! )
Statws: Guidance Sheet Complete
EXAMCYCLE 105 NAVADMIN Number 214/18 Exam Month/Year AUG 2019 Exam Type SELRES Title 1052019
Eligible Paygrades Find | (Al 130f3
Paygrade Duty Status Exam Schedule Date  Terminal Eligibility Date  Minimum TIR Date  Time in Paygrade HYT Yrs  HYT Da Eval Begin Dt Eval End Dt Max Awd Pts
1E04 SELRES 08/01 19 01/01/2020 07/01/2019 01/01/2019 07/31. 9 10.00
2 E05 SELRES 0 01/01/2019 07, ] 10.00
3 ED6 SELRES 08/0 01/01/2017 07, 12.00
Evaluation Find | View A E.] 1-7Tof T
£ on Type: g Value
> es 4.00
wfd o %
o 360
o 40
] L 00
© mmm N
No
n o
m Allowable Awards Find | View All | (2 130148
‘vard|Desorition PointVaue | MaxNo. of Avards | Group Category
Q 1 ACM Amy Commendation Meda 3
2 ACMICY Army Comm Medal w/Combat V
‘ ’ Air Force Commendafion Medal 3
Air Medal 3
Al Medskind Act WiCombal ¥ 3
O T Air Medal-Strike/Flight
8 AM Airmans Medal 3
Ll o Enter identifying criteria and select Search
; Exam Cycle Guidance Sheet Create Advancement Worksheet o
Ll Exam Cycle 105 Permanent Duty UIC Q
I DOD ID Last Name Search Return to Home Page
[ ]
V] o Select any Service Member then click the Create Advancement Worksheet button

Exam Cycle Guidance Sheet Create Advancement Worksheet

Exam Cycle (105 Permanent Duty UIC Q Search
DOD ID Last Name Search Return to Home Page
Find | View All | First ‘4 1-090f9 '} Last
Eeurt;nfﬂgm Name Present Grade Duty Status  Present Rate TIR Met Create Advancement Worksheet
139329 IEnIisted Service Member I E04 SELRES BU3 Yes I Create Advancement Worksheet I
2 39329 E05 SELRES HM2 No Create Advancement Worksheet
3 53921 E05 SELRES Y2 No Create Advancement Worksheet
4 53921 E05 SELRES EM2 No Create Advancement Worksheet
5 68895 E05 SELRES HM2 Yes Create Advancement Worksheet
6 62130 E05 SELRES AME2 No Create Advancement Worksheet
7 62980 E05 SELRES P52 Yes Create Advancement Worksheet
8 53921 E05 SELRES AME2 No Create Advancement Worksheet
9 53921 E05 SELRES AM2 No Create Advancement Worksheet

NS

NAVY STANDARD INTEGRATED
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Create Sailors’ Advancement Worksheets— continued

o Select View Worksheet

Create Advancement Worksheeat

Exam Cycle 105 Permanent Duty UIC Q Search
DOD ID Last Name Search Retum to Home Page
Find | View All | L2 First ‘&' 1-76 0f76 '*' Last
> Permanent n P Mtk € . . - " : Ao §

Ui Name Present Grade Duty Status Present Rate TIR Met Create Advancement Worksheet View Workshest
© mmm 1 6392 E04 AM3 Yes ::>- View Worksheet
ry— 2 5392 E04 AT3 Yes Create Advancement Worksheet
n 3 E03 Yes Create Advancement Worksheet

m 4 E05 Yas Create Advancement
Q 534101 E03 Yas Create Advancement
53021 E05 Yes Create Advancement Worksheet
m 7 HMmz2 Yes Create Advancement Worksheet
U 8 ATAN Yes Create Advancement Worksheet
9 E04 BU3 Yas Create Advancemant Warksheet
< Worksheet Status: Draft
w Name DOD ID Hum Exam Cycle 243 Exam Serial No.| |- Member's Eligibility Status: Potent
PresentRate CTT2 ECxam Rate CTT1 (Q  Present Paygrade E05 Exam Paygrade E06 Duty Status| USN v| BranchiClass Group 11 Exam Date|0207/2019 |
Highest Degree Level Mo Degree Served CDCZ/ACOA » 90 Days| N/A v Special Circumstance v
m Awards 4 Award Summary
& Exam Results UIC 49763 Exam UIC 49763 an

PMA 373 Eval Summary
[ ] Permanent Duty Station UIC 49763 Personnel UIC 43322 P50 MEMPHIS
m Refer to the Cycle NAVADMIN for date ranges

Time-in-Rate Check: Active Duty w/Reserve High Year Tenure Check:
Time-in-Rate Check: )

TED: 07/0%

TED: 07/01/2019
SIPG: 0306 YYPMM ED 4
A TIR: 01012016 [H {-) ADSD: 12 [#
[+ DSPG: YYMM
(=) SIPG: 0306  YYMM (=) TIR: YYMM (=) LOS: 0507 YYMM
Eligibility Check:
CO/0IC Recommended  ® Yes No
Current Eval Problem Yes '® No
TIRMet ® Yes No
HYT Exceeded Yes '® No
HYT Waivec Yes No NiA
EP TIR Waiver (EBEET, Yes No
\Wartfare Qualifi Met Yes No  ® N

n Current Clearance Top Secret - SCI Clearance Auth Dt (7232014
Eligible

Secrel Security Clearance Met Yes No N

nterim Claaranca Mat

NS
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Edit Sailors’ Advancement Worksheets

NOTE: Only the Command ESO or Regional ESO can edit data elements. However, some displayed data
is from authoritative Navy personnel systems and therefore has to be corrected in those systems via the
Sailor’'s Command Pay and Personnel Administrators and/or submitted by the Sailor as an electronic
Personnel Action Request (PAR)/1306 via My Record Web 1.0 on MyNavy Portal.

o Edit desired fields as required
o Add ESO Comments (if desired)
o Upload attachments (if required)

o Save

EAW Advancement Worksheet

Worksheet Status: Draft
Name DOD ID Num Exam Cycle 243 Exam Serial No.| |- Member's Eligibility Status: Potentially Eligible
Present Rate CTT2 Exam Rate CTT1 O  Present Paygrade E05 Exam Paygrade E06 Duty Status| USN v | BranchiClass Group 11 Exam Date 03/07/2019 |[§)
Highest Degree Level No Degres Served COCZ/ACOA > 90 Days | N/A v Special Circumstance v
Awards 4 Award Summary
Exam Results UIC 48763 @, NIOC COLORADO Exam UIC 48763 QG NIOC COLORADO
PMA 373 Eval Sumimary
Permanent Duty Station UIC 48763 NIOC COLORADO Personnel UIC 43322 PS0D MEMPHIS

Refer to the Cycle NAVADMIN for date ranges

Time-in-Rate Check: ?i;ﬁln“iruggpﬂf“[f\g?iwg High Year Tenure Check:
TED: 07/01/2019 . AT I D
20 TED: 0O 20
SIPG: 0306 YYMM ED= om012018
HTIR: pro1201s |7 (- ADSD: 121032013 [
{+) DSPG; YYMM )
(=) $IPG: 0306 TYMM (=) TIR: YYMM (=) LOS: 0507 YYMM
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ntarim Clearance Met es No N,
Citizenship Met  '® Yes No NiA
Citizenship Waived Yes No ™ N/A

Lateral Conversion Yes = NiA for Exam Rate aQ

PRISE-R Yes * NiA for Exam Rate a,

CWAY-PACT Designation Yes No NiA  Approved Rating Approved Path
CWAY-Reenlistment Yos Mo '® MNIA Status aQ,
Other Method of Advancement
Force Management Initiatives Q

ESO Comments o

Candidate Comments

Command Comments

| Save and Exil Save | Cancel Routa Print I View/Upload Altachments I

NSIPS

NAVY STANDARD INTEGRATED
PERSONNEL SYSTEM

Produced hy the Sea Warrior Program (PMW 240) Enterprise Change Management (ECM) Team ))
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Route Sailors’ Advancement Worksheets
Once a Worksheet is completed by the ESO it must be routed to the Sailor’'s Command ESO for

further review and Sailor certification.

o Select Route button at bottom of the Worksheet

Other Method of Advancement a
Force Management Initiatives aQ,
> ESO Comments
wfd
o=
— Candidate Comments
o=
o]
m Command Comments
Q.
©
U Save and Exit Save Cancel Print View/Upload Attachmenis
w . i Ldvancement Workshee
Select Command ESO (or another Regional/
; PSD/NOSC ESO) tO rOUte fOF addlﬁonéﬂ FEVIEW Select the role 1o route e sommand ESO ¥
~ and Sailor certification Cancel
Ll
(Vo)
— NOTE: The option to select and route all the worksheets in the Pending My Review queue at
‘£ the same time is available. Click the Select All tab, then click the Route Worksheet(s) tab.

Produced hy the Sea Warrior Program (PMW 240) Enterprise Change Management (ECM) Team ))
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Verify and certify Sailors’ Advancement Worksheets

o Receive Sailor certified EAW from Command ESO

Certify the Worksheet - "I herby verify the information contained hereon and certify it
to be correct.”

| hereby verify the information contained hereon and certify it to be correct. '<::: a

Final ESO Verification of Eligibility: = _ == — = _ _

”~-
E50's Authorization - 7 | Member's Authorization S

/
\ _ ]
Certified to be corect: \ Certified to be correct; X /

Date 10/02/2018 S < Date -

~
SN e e =T

Save and Exit Save Cancel Route Print ViewUpload Attachments

NOTE: Clicking the "I herby verify the information contained hereon and certify it to be
correct" checkbox displays the following message: “By clicking this box, you are certifying
the member's worksheet data is correct. Continue?”

This action will close the worksheet for editing. If you wish to continue with this action,
click Yes. Click No to continue editing the worksheet.

o Acknowledge Worksheet data is correct—YES

What's New For You ))

hWessage

By clicking this bow, you are cerlifying the member's worksheaet dafa is comect Conlinue? (31300,38)

This action will close the worksheet for editing. If you wish to continue with this action, dlick Yes. Click Mo lo continue editing the worksheet

o Click the Final ESO Verification of Eligibility checkbox.

o Save and Exit

| hereby verify the information contained hereon and certify it to be correct.
Final ESO Verification of Eligibility: -<3:’ o
E50's Authorization Member's Authorization
Certified to ba correct: Certified to be correct:
Date 10/02/2018 Date
I Save and Exit Save I Cancel Route Print View/Upload Altachments

Produced hy the Sea Warrior Program (PMW 240) Enterprise Change Management (ECM) Team ))
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Create Enlisted Advancement Cycle Reports

o Select Advancement in Rate Report link on EAW Home Dashboard

EAW Home Dashboard

Enlisted Advancement Worksheets
Create Single Advancement Worksheet

Pending My Review: 1383

There are no Worksheets pending Command review.

The Excel Report can then then be Saved,
Downloaded, and or Printed.

nalize | Find | View ANl | &2 E First 1-50 of 69 Last

Member 3

> Advancement in Rate or Change of Rating Report
Post Exam Administrative Comments
o m=— You have no Post Exam Administrative Comments pending your review. Use Saved Fiterts)
L]
'_ You have no Fost Exam Administrative Comments requiring your follow u Exam Cycle Q
Permanent Duty UIC Q
m Present Paygrade Q
Q Worksheet Status T
Create/View Post Exam Admin Comments Print Ela Eligibility Status Y
m View Gu Special Circumstance kel
u Advancement Worksheet Search " EP TIR Waiver '
PRISE-R v
O I Advancement in Rate Report I o Lateral Conversion v
Present Rate
m Exam Rate
m Complete Status al
Duty Status M
; o Enter Sea rch Critena. CO/OIC Recommendation v
HYT Exceeded v
< HYT Waived v
I I I VleW the Report Security Clearance Met M
NOTE: The selected search criteria displays C“““‘“;s‘;ss‘?”“‘t““
. . . . . ignature
I in a table with an icon in the upper right-
(V) hand corner to download the report in Excel. = o Save Search Crtera - Delete Saved Search
[ ]

I: 2y O
B Iu »-A- =B= == § -9 » %32 Condiional Fo Sort& Find &
Formatting = Te Filter = Select -
v i g st
fe yei
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EAW Frequently Asked Questions (FAQSs)

Q1. How do Command ESOs retrieve, review, and route Sailor Worksheets when in disconnected
operations (without connectivity to NSIPS web)?

A1l. While in disconnected operations (without connectively to NSIPS web) Command ESOs should
perform the following procedures:

1) Receive Sailor EAWSs from PSD Afloat ESO via the Transaction Online Processing System (TOPS)
2) Print out hard copy of EAWs and distribute to Sailors and Command Reviewers for review

3) Update data (if required) and have Sailors wet sign the hardcopy

4) Forward signed hardcopy EAW via TOPS to the PSD Afloat ESO who will upload the signed EAW
into NSIPS.

Q2. What should a Sailor do when there is incorrect data on the worksheet?

A2. Because Sailors cannot change worksheet data, they should annotate the discrepancy in the
Candidate Comments block on the worksheet and route it to their Command ESO for further
action. If supporting documentation is required, Sailors can upload documents via the Upload
Attachment feature on the worksheet and route to their Command ESO.

Note: In some cases, the Command ESO will be able to directly correct the data. However,
changing some data fields may require changing data in an authoritative Navy personnel system
that is providing data to the EAW. In these cases, Sailors should coordinate with their Command
Pay and Personnel Administrators to correct the data and/or submit an electronic Personnel
Action Request (PAR)/1306 via My Record Web 1.0 on MyNavy Portal.

Q3. What happens if EAW data doesn’t get corrected prior to exam?

NSIPS—EAW ESO Capability

A3. The day after the Exam the EAW is Closed (locked). Incorrect data will be sent to the Navy
Enlisted Advancement System (NEAS), and then the Post Exam Comments (PEC) functionality will
have to be used to make candidate record changes for that advancement cycle. Sailors and the
chain of command should work PEC through their ESO.

Note: Changes made in NEAS via PEC functionality in NSIPS will not correct the authoritative data

source.

Q4. Can EAW be locked without Sailor Certification?

A4d. Yes, EAWs will be Closed (locked) after the exam regardless if any user ever looked at it. All
worksheets, regardless of status, will be locked and sent to NEAS after administration dates (day
after for AD, and at the end of the administration month (Feb/Aug) for SELRES).
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Establishing NSIPS ESO User Accounts

A System Access Authorization Request (SAAR) must be completed to establish an EAW Command
ESO account in NSIPS.

o To begin the process, click on the New Users (NSIPS, CIMS, Web Ad Hoc) link under the System
Access Authorization Request (SAAR) section on the NSIPS Homepage as shown below.

Modernizing ——1

modernizing NSIPS.
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NSIPS Sell-5Service (New uUsers)

Menu =l S = R s \
_________ - NSIPS Self-Service (Unlock)
| @h e : New User SAAR Validation (Supervisor)
1 ‘ g

| ; .

SAAR-N Form, OPNAV Form 5239.

SAAR Initiate 5500 :
°Select SAAR Account | RSRARTAt Wg S

NSIPS—EAW ESO Capability
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Training & Help

o Detailed step-by-step instructions for completing EAW ESO actions in NSIPS may be accessed
via the EAW Job Performance Aid (JPA) link under the Training Section located on the NSIPS
homepage.

Modernizing

modernizing NSIPS.
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For additional information or assistance in the following areas, contact:

»EAW System — NSIPS Help Desk: Toll Free: 877-589-5991 Comm:
504-697-5442 DSN: 312-647-5442 E-mail: NSIPSHelpDesk@navy.mil

>EAW Policy - OPNAV N132: (703) 604-4716

»EAW Process — MNCC: 1-833-330-MNCC (1-833-330-6622),
ASKMNCC@navy.mil

»Navy Advancement Center - NETPDC: (850) 473-6148,

>
5=
.5
(©
Q
©
@
O
n
L
<T
L
|
7]
o
n
2

s ; sflyn321_discrepanc@navy.mil
Prepared by: PMW 240 Enterprise Change Management (ECM) Team. %‘
Distribution Statement A: Approved for public release; distribution is unlimited. <N =

Requests for the document shall be referred to PMW 240 ECM Manager at (504) 697-4535. F;ea

Produced hy the Sea Warrior Program (PMW 240) Enterprise Change Management (ECM) Team ))



