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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). 

~ G 
lnt,.met 
bplorer

Get Help~ 
q Google Chrome 

® Groove Music Iii 
Calculator · 

H 

HPE Records Manager■ 

f Install Enterprise Wireless Profile 

e Internet bplorer 

"'1l 

Cl ■ Java 

6,l 

LUCENT■ 
© 

M 

(9 w Mail 

... lrype here to search 
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2. To log in to BOL, type the following address into the chosen browser: 

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

□ 
New Tab )( ± 

: ;: Apps 

Gmail Images 

Google 
Search Google or type a URL 

• r.: + 

BOL Web Stor,r- Addshortcut 
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3. The Select a certificate activity window should be displayed. 

X 
Select a certificat e 

Seled a c ertifjcate to authenticate yourseIf t :i n efp .bol.navy.mil:44 3 

1 DOD ID CA-52 

DOD ID CA-49 

DOD EMAIL CA-50 

Cert ificate info rm ation Cancel 

4. Select the associated DoD certificate (not email certificate) and select 'OK' to proceed. 

~ X Iii bol.navy.mil{BAM/ 

W\vw.bol.navy.m1I says 

l,S DEPARTMENT OF DEF[NSE WARNING STA.T[ MENT Vou are 

access11g a U.S. Government (USG) lnformatOfl System (IS) that is 

provided fo, U5G·aut00riied U) e only. By u5,ng this 5 (whch 

Includes any dE>vice anached to this'::.}, you consmtto the following 

conditions -The LSG rout nely intercepts and rromtors 
communications on this IS for purposes irduding, but not limited to, 

~y personnel, penetration te1t1ng,COMSEC rnomtonng, networlo: operations and 
11only. 

defense, personnel miscond.1ct {PM) la-w enforcenent (LE), cifld 

fof !:lpc~l1-&00-~ -NftVY 

~,- Fnd,y. 0.00 -1700Certfal 
FOf"4ssistallCf orCOfY!ltn1s ptuu»r.d .-...nail 10 NPC_IT_Sel'\1ce_Desk@navy.mu 

[Pri\'acy Poicyj [FAQ} 
[Accessi:iil:tylSection 508] 

1 ne u ::.. ueparwnoi, c1 ue1ense Is conrmeo JOnl6Jf"9 Iu eiec11ornc a'lO n1crm•uon 1ecnnorogiC$ ..:ee,.si::NC 
i:)i,diY<lu M wilhdinbil1tiH n a ix:ord.inc41wil:h Secion S03 Q/thtR9tli billatii>n-'Ccl(2QU.S .C. 7Md), il'f t11ne-aded in 1Q9o9 

Send feedlatk a- concerns related b the accn sblitJ oflhiswebsite to: OoDSectioo5-084'osd.mil 
fa- m:>re infwmalion about Seeton 508. please rishthe D:ID Sectioo 508 wetsite Last Upda~ 08/1512013 

5. The US Department of Defense warning statement should appear. Read the statement, select 'OK' to 
acknowledge that the user understands and accepts the terms ofthe 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. 

DUPERS Online 
This web site is for use by Active Duty and Reserve Navy personnel, 

a.swell as ot her specif ically aut horized personnel only. 

f or help call 1 -600-951-i'IAVY 
H~tp. O1:"~k :Hourt. cif Op.erarion 

'Mcnd,1y - Fntfa;y, 0600 -1700 C@ntral 
Fo.-Assista ooe o,r comments ptease send an email to NPC_IT _ Service_ De.sk@navy.mil 

[Privacy PoliC'fl [FAOII 
[Accessibility/Section 508] 

The U.S. Dep~rtment of Defe<ise is comm:itte<I to makirig its electronic and information technologies accessible 
l o individuals wilh disab] ities in aocordam:e with Section 508 of the Renabililafton Act (29 US.C 794<1), as amended in 1999 

Send feedback or coooerns related lo Ille accessibility of 111is website to: DoDSeclion508@os, t mil 

7. The BOL Application Menu should then be displayed. 

0 X + 

80l--
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8. The User will select 'Officer Photo' from the Application Menu to proceed. 

lARPR/AS0SH Online JO 
10 [CCAIFITREP/Eval Reports IO [CO/XO/CMC Advancement/Selection Board Verification 

[CWAY - Sailor Self -Service 10 
[E-Submission 10 
[ESSBD (Submit letter to Se1Bo11rd) 10 
[ID Lookup 10 
[Individual Medical Readiness (IMR) Status 10 
[JOI~ !O 
[Military Locator System IO 
[Name Change 10 
[Naval Reg ister 10 
(NavPers Legacy and PERSTEMP0 10 
(Navy Personnel Command Document Services 16 
[Navy-Marine Corps Mobil izat ion Processing System (NMCMPS) - View IAIADSW 
orders 10 

<EiZi ~ R~:::,rnel File (0MPF) - My Record :! 
(PARFQ !O 
(PRIMS !0 
wmR ~ 

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

Select a certificat e 

Se led a certificate to authenticate yourse lf to, nefp.bol.navy.mil:443 

Cfick on any information icon to the right oi a menu 
rlem to see addmonal inform ation about that 
application 

X 

1----

I 

- ----------- --~ 

DOD IDCA-52 

----

DOD ID CA-49 

DOD EMAIL CA-50 

Certificate info rmation Cancel 

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

PRIYACYACT STATEMENT 

AUlHORITY A\JHIORITY TO RfOUEST INFORMATION IS DERIVED FROM 5 UNITfO STATES COOE 301 O[PARTMENT 
REGULATIONS ANO FROM E O 9397 

PURPOSE PHOTOGRAPIIS SUOMITlTO OfCOM( PROPC"RTY OF THE OEPARTMfNT OF Ttt[ NAVY FOR OFFICIAL PURPOSES 

ROUTINE USES l Ht PHOTOOIW'H ANO SUBMISSION SHLET ISf llf:.0 IN JHl:: Off ICERS Of I IClAL RE:COROWHICH IS UStO 
IN THE PERSONNEL MANAGEMENT Of NAVAL OfTICERS (IE. IOENTlrtCATION ANO i:'OR OFFICIAL PRESS RELEASES) WHEN 
REOUIRFD 

DISCLOSURE COMPlETION OF THIS FORM AND SUBMISSION OF THE PHOTOGRAPH IS MANDATORY 

REQUIREMEN TS 

In eocordtmce Wllh MIL~RSMAN 1070 160, lh8 preferred UOifOffll shotl be S81VM;G Khoki, UllCOVOfed VVtten S9f'ltC8 Khaki IS unovoilabte, 
ony Icgul8l1on umlorm ,soccoplabto 

The phOtogroptl shell b8 IllCOIOf dIsploy e Juli l(lngth. three--quarter vr&w Of lhe member, k)ft shOulOOf IOfWard, ha~ e ple,n f16t background 
lo p,ovtdo sufficient comrast to hlghl,ght dolo~s ol the uniform. and be.( inches Hl width and 6 Ioches in height 

A menu Of hllnd I0ttared tJtJe board shal beplacad 01 Of neM the member's left loot so 11 ,s deertv r01'1iol>18 1) U"le flO!Sh0d p'1otograpll The 
lltlo bomd shall conlain lhe foHowing ldonllfyNlg dota lf1 7-mch high lett8fs 
a 11.Mmber's last name hrs!. ocvne, and middle IM.18~s) 
b Grade. last lour dlgll.s of the socllll socuntynumber and OOSlgnatOf 
c. Oato photogIaph was taken (day, month. year) 

Examp loa: 
APIL.OT, IRA M. 

C:::□ I ., lmowtedoe lhllt I hAV& road the Abc>Ye stolom(>rt,> 

M,@M ___________________________ 

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 andDesignator 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. 

c ~"'"'" Ema I Add•ossassoc,atod '"''" NPC Documorn SOMCOS 

Tomi; Flflki IS <I rttqulfed tleldI 
I Namo (Last, ~11sl Ml) I Grado I DODID 

SAILOR. IMA. "NMN" 05 9876545321 36 2300 

Osle Pholo Taken rile Size(< 7 Mb) 

( e,o,,,.se ano upioaa ) 

Next Steps: 

1 Atter preSS1ng Submit, go to your To-do teb ond open your NAVPCRS 1070188-4 Officer Re"Yiew 1osk. 

2 Tho task may tako up to a m inute to amvo You will gol an email notif""tcation rommd1ng you to rOV1ow yom subm1ss1on 

3 Your Officer Photograph w.11 not be fully submitted until you Accept tho Review 
Note Your Review wil be automatically submitted on YoU"betletf 1fyou do not take action within two weekdays 

Mil± 
NH -19\M 

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. 

B 't .,I; ; NAVPERS 1070/884 Offae:r R~1ew - Mcs5a9,e {Plain Text) 

File: McAfeeE-ma1I Scan Q Tellmewhatyouw.anttodo 

~ .,,, Rulos• P Find 
~Ignore GJ_Q. ml. Meeting • JIRA a To Manager (.'~ II 1► a},X ~ D Te:am Email .../ Done: ...rm o ne:Note: Ill Cl Related· 

Q. 
DddC' Re:p ly Move Mark Cakgorizi=: Follow Zoom'®Junk• R: 1y Forward ~ More .. ~ Reply & Delete , Cre:atc Ne"N t:53Actions .. Tran:late ~ Select .... 

1 Unread Up • 

Del~t, Respond Quick Step~ Move Tags r, E.diting Zoom 

Thu 4/ 18./201911:01 AM 

donot reply@test. npc. navy. mil 
NAVPERS 1070/ 884 Officer Review 

To Sailor, Ima (USA) 

Your Officer Photograph Form has b-een converted and prepared . Please go t o BOL Navy Personnel Com mand Docum ent Services, and t hen the To-Do tab. 

Review your Officer Ptloto Submission. Pre-s:s: Accept if t he form is correct and the conversion succeeded. Press Disapprove to permanent ly delete your submission. 

You have two weekdays to r-eview your- form before it is automatic.a lly submitted. 

If you are getting t his email ·1n error, please contact NPC Help desk. 

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

E n abl e Bulk M ode 

NAVPCRS 1070,8&4 Off... 

2019 0418r11 0120 Reviewy 
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21. The Officer Photo Submission form should be displayed with the photograph chosen from the previous 
process step. 

I \QIJl ! Nt: IJSt.:s 114E f+IOfOOJ,l,.o./lM HID 6tJ8M$S,OM SHt:l:T 1Sf..eo (NT"41:.0f:F 1(~'S:Of'.J.IC""4.~E(:~O'\r,,'1•UeJ,f •SI/SEO IN TME 
Fl:RSONNELMNu.GEh'EN r or "'-'VAL OFFICERS (I E, 10ElfflFICJJlc:.4MO FOR OFTI CIN.. FRESS REL.EN:;ES) It.I-EN RE()lafBJ 

01~ 0:SUR:r COwt='LETlON OF THIS F'MMJ!t.40 SUE;l'"1~1CNO~ Tl4E ~OTOGRJIPMIS r,,t/1,N[)Al'ORV 

2 GRAOE ?I OoO 10 

SAILOR, IMA, "NMN" 0 5 98765 4 201904 18 

22. Ifthe photograph displayed is acceptable, select by using the mouse to click on the 'Accept' button. 
Ifnot, 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?" 

C ont,rn ml1un M tJ'>•.ttgo 

You 1tre ebout lo sut>fmt your off c1ot photo e,e you
su,e? 

24. Using the mouse, click the 'OK' button to proceed. 

25. The Officer Photo submission to OMPF is complete. 
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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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