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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.
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2. Procedures

1. From the Start menu, open desired browser by utilizing Google Chrome or Internet Explorer (IE).

-

Intem;at
I
Get Help Eplotss

Google Chrome

Groove Music E

Calculator

HPE Records Manager

Install Enterprise Wireless Profile

Internet Explorer

LUCENT

Mail

L fiype here to search

P
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2. Tologin to BOL, type the following address into the chosen browser:

Yo

https://www.bol.navy.mil/BAM/

>

New Tab 2 £
<
HH Apps

Google

Search Google or type a URL

o e +

BOL Web Store Add shortcut

{=

Gmail Images

Page 5


https://www.bol.navy.mil/BAM/

3. The Select a certificate activity window should be displayed.

P

Select a certificate

Select a certificate to authenticate yourself to nefp.bol.navy.mil:443

Subject |ssuer Serial

DOD 1D CA-52

LoD 1D CA-49

LoD EMAIL CA-20

Certificate information Cancel

Select the associated DoD certificate (not email certificate) and select ‘OK’ to proceed.

< X @ bol.navy.mil/BAM/

EUPERS www.bol.navy.mil says _
US DEPARTMENT OF DEFENSE WARNING STATEMENT - You are A

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 intercepts and monitors

communications on this IS for purposes including, but not limited to,

k operations and vy personnel,

penetration testing, COMSEC monitoring, nety
3l only.

defense, personnel misconduct (PM), law ‘orcement (LE), and

counterintelligence (CI) investigations. -At any

ne, USG may

inenack and eaiza data ctarad an thic 1€ CAmminicatinne e

For help calt

ooy “
Or email the

Help Desk Email

N

lick Here to install the root certificate
that you will not be required to accept
very time you access the site.

s u;-lg For help call 1-800-951-NAVY

i WEB noMOBILE Help Desk Hours of Operation

REPORTING APP Monday - Friday, 0600 - 1700 Central
| F S For Assistance o comments please send an email o NPC_IT_Service_Desk@navy.mil

[Privacy Policy] [FAQ]
[Accessibility/Section 508]
The U.S. Department of Defense is committed to making its electronic and information technologies accessible
to individuals with disabilities in accordance with Section 508 of the Rehabilitation Act (29 U.S.C. 794d), as amended in 1999.
Send feedback or concems related to the accessibility of this website to: DoDSection508@osd. mil
For more information about Section 508, please visit the DoD Section 508 website. Last Updated: 03/15/2013,

The US Department of Defense warning statement should appear. Read the statement, select ‘OK’ to

acknowledge that the user understands and accepts the terms of the statement.
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6. The BUPERS Online CAC Login page should be displayed. The User will click the CAC Login button
to proceed.

BUPERS Online

This web site is for use by Active Duty and Reserve Navy personnel,
as well as other specifically authorized personnel only.

CAC Login

For help call 1-300-251-NAVY
Help Desk Hours of Operation
Monday - Friday, 0600 - 1700 Central

Far Assistance or comments please send an email to NPC_IT_Ser\-'ice_Desk@naw. mil

[Privacy Policy] [FAQ]
[Accessibility/Section 508]
The U.3. Department of Defense is committed to making its electronic and information technologies accessible
to individuals with disabilities in accordance with Section 508 of the Rehabilitation Act {29 U.5.C. 794d), as amended in 1999,
Send feedback or concems related fo the accessibility of this website to: DoDSection508@osd. mil.

7. The BOL Application Menu should then be displayed.

BOL Application Menu

ARPR/ASOSH Online
CCAFITREP/Eval Reports
COXO/CMC Advancement/Selection Board Verification
CWAY - Sailor Self.Service
E-Submission
ESSBO (Submit letter 1o SelBoard)
1D Looku,
Individusl Medical Readiness (IMR) Status
N

Military Locator System

Name Change

Naval Register

NavPors Logacy and PERSTEMPO

Navy Personnel Command Document Services

Navy-Marine Corps Mobilization Processing System (NMCMPS) - View LAJADSW

2 S
Lifeisworth living!
Click here for ooguosk PSR.ESR

your Il Officer Photo
Official Military Personnel File (OMPF) - My Record
PARFQ

PRIMS
PTDR

CECCCee cecceesccceeeee

N
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8. The User will select ‘Officer Photo’ from the Application Menu to proceed.

[ARPR/ASOSH Online ]0 Click on any information icon fo the right of a menu
[CCAIFITREP/Eval Reports 0 item to see additional information about that
[COIXO/CMC Advancement/Selection Board Verification W ereaten
[CWAY - Sailor Self-Service 10
[E-Submissicn 10
[ESSBD (Submit letter to SelBoard) (i ]
[ID Lookup 10
[Individual Medical Readiness (IMR) Status b 1]
JOIN i ]
[Military Locator System 10
[Name Change (1]
[INaval Register 10
[NavPers Legacy and PERSTEMPO b 1]
[Navy Personnel Command Document Services b 1]
Navy-Marine Corps Mobilization Processing System (NMCMPS) - View |AJADSW
lorders ]0
QEE=a5R.0 SR, ESR i}

0
. wMMMiary Personnel File (OMPF) - My Record i ]
[PARFQ i}
[PRIMS i J
[PTDR 10

9. The Select a certificate activity window should be displayed.

Select a certificate

Select a certificate to authenticate yourself to nefp.bol.navy.mil:443

Subject Issuer Serial

DOD 1D CA-52

LoD 1D CA-49

DOD EMAIL CA-30

Certificate information Cancel

10. Select the associated DoD certificate (not email certificate) and select ‘OK’ to proceed.

P
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navy,

11. The Officer Photo Privacy Act Statement, Requirements and acknowledgement page should be

displayed.

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

AV SONNEL COMMA
DOCUMENT SERVICES

Search Startpoints NAVPERS 1070/884

NAVPERS 1070/388

& To-do @ Tracking € Preferences lity/Section Help ¥ | Retum to BOL | Logout

&

Detalls Form Attachments (0)

PRIVACY ACT STATEMENT

AUTHORITY: AUTHORITY TO REQUEST INFORMATION 1S DERIVED FROM 5 UNITED STATES CODE 301, DEPARTMENT
REGULATIONS AND FROM E.0.9397

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 (I.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 ba Service Khaki, uncovered. When Service Khaki is unavailable,
any regulation uniform is acceptable

The photograph shall be in color; display a full-length, threa-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 letters

a. Member's last name, first name, and middle initial(s);

b. Grade, last four digits of the social security number, and designator

c. Date photograph was taken (day, month, year)

Example:
APILOT, IRA M.
LCDRM1234/11310
17 APR 07

BTN EETEN

13. Using the mouse, click on the ‘Submit’ button to proceed.
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14. The webpage navigates to the Navy Personnel Command Document Services, Officer Photograph
(NAVPERS 1070/884) activity.

15. Enter by typing the associated email address into the field titled ‘Confirm Email Address associated with

NPC Document Services’. This is a required information field.
The Name, Grade, DODID and Designator are pre-populated from other sources associated with the
Service Members’ OMPF.

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

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

NAWY PERSONNEL COMMAND

g D = = o § Help v | Return to BOL | Logout
@ e s M Todo © Tracking £} Preferences e P 2 Y

Search Startpoints Q | NAVPERS 1070/884 Details Form Attachments{0)

& NAVPERS 1070/888

Name Change Form

NAVPERS 1070/884
~r
Officer Photograph Form

v Fill-in and Upload

Confirm Email Address associated with NPC Document Services
|

This Field is a required field

| Name (Last, First MI) | Grade I DODID I Designator
SAILOR, IMA, “NMN” 05 9876545321 8 2300
Date Photo Taken File name File Size (<7 Mb)

Browse and Upload

Next Steps:

1. After pressing Submit, go to your To-do tab and open your NAVPERS 1070/884 Officer Review fask.
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.

R e T O LAND) & M To-do [ Tracking £} Preferences
(&P DOCUMENT SERVICES

- - @

18. Once the desired photo is chosen, select by using the mouse to click the ‘Submit’ button to proceed.
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19. 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...

—~ —~ —~ T " = ¢ o o $7 i
(T Ignore x E_q (ﬁ_q ﬁ_ﬁ 2 Meeting JIRA E3 To Manager ¥ "= Rules £ b =I > a% £ Find Q
et - — ‘6 c ed EJ Teamn Email v Done o _{mOneNutE T o ol . : [Z] Related ~ Z
- = elete €| €| orwar o - _ ove arl ategorize Follow ranslate oom
g Junk Py Aﬁ'ly EE More 2 Reply & Delete ¥ Create New v . [PActionst | nread % Up- - [} Select~
Delete Respond Quick Steps = Move Tags ] Editing Zoom

Thu 4/18/2019 11:01 AM
donotreply@test.npc.navy.mil
MNAVPERS 1070/884 Officer Review
T sailor, Ima (USA)
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.

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

Start Process >4 © Tracking L} Preferences Help~ | RetuntoBOL | Logout | |

Queues vie Search Tasks Q
Enable Bulk Mode [

NAVPERS 1070/884 Off...

Drafts(0) — 2019-04-18T11:01:20 - Review y.
5

uwﬁ
Wz
Conmans
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21. The Officer Photo Submission form should be displayed with the photograph chosen from the previous
process step.

4* Start Process = © Tracking £ Preferences

Q | NAVPERS 1070/884 Officer Review

NAVPERS 1070/884 Off ROUTINE USES: THE PHOTOGRAPH AND SUBMSSION SHEET IS FILED IN THE OFFICER'S OFFICIAL RECORD WHICH IS USED IN THE
PERSONNEL MANAGEMENT OF NAVAL OFFICERS (I E., IDENTIFICATION AND FOR OFFICIAL PRESS RELEASES) WHEN REQUIRED

01:20 - F
DISCLOSURE: COMPLETION OF THIS FORM AND SUBMSSION OF THE PHOTOGRAPH IS MANDATORY

1. NAME (LAST. FIRST M) 2 GRADE 3. 0a0 1D 4 DESIGNATOR 5 DATE
SAILOR, IMA, “NMN” 05 | 987654 2300 20190418

= ===

22. 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.

23. 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?

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

25. The Officer Photo submission to OMPF is complete.

P
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3. Alternative Submission Procedures

Personnel unable to access BUPERS Online (BOL) should complete the paper form, attach the photo, wet-sign
and either utilize USPS to mail documentation:

Navy Personnel Command, PERS-313
ICO: Officer Photo

5720 Integrity Drive

Wood Hall, Bldg 769

NSA Mid-South

Millington, TN 38011

-OR-
Send ENCRYPTED email to:

Email: Mill pers-312req.fct@Navy.Mil
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