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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).

-

Internet

Explarer

Get Help

Google Chrome

Groove Music E

Calculator

HPE Records Manager

Install Enterprise Wireless Profile

Internet Explorer

LUCENT

Mail

pe h’ype here to search

P
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2. Tologin to BOL, type the following address into the chosen browser:
https://www.bol.navy.mil/BAM/

New Tab X
<=
322 Apps

Google

Search Google or type a URL

(0] « +

BOL Web Store Add shortcut

P

Gmail  Images

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

Select a certificate

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

Subject

DOD ID CA-52

Certificate information

DOD ID CA-49

DOD EMAIL CA-30

Cancel

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

& ¥ @ bolnavy.mil/BAM/

1300

Or email the
Help Dask Email

lick Here toinstall the rool cerificate
that you vill not be requited fo acoept
very fime you access the site

WEBAMMOBILE

TlPEI REPORTING APR

www.bol.navy.mil says

US DEPARTMENT OF DEFENSE WARNING STATEMENT - You are 4
accessing a L. i

-authorized use only. By using this

this [s), yeu consent to the following

¥y personnel,

k operations and
H only.

ment (LE), and

defense, personnel misconduct (PM
counterinteliigance (C) investigations, -At

Do i s o bonilcn St J Sy

UsSG may

Fur hE\pca}\ 1-800-951-| N.AW
e Haws

lp T 1= o Ope i
Moy -Fridey, 5303 1700 Careral
For Assistance or comments please serd an email to NPC_IT_Sarvice_Desk@navy mil

[Privacy Policy] [FAQ]
[Accessbility/Section 508]
1715 L SINMENT OF LiSIeNSe IS SOMMISE 10 M2 IS SISCIONS 210 MOHMA0N 1ECHNDOIEs oessims
o individuals with dizabilitias in with Secfion 503 of the Rehabiltation Act (20 U.5.C. 794d), as amended in 1999,
Send feedoack or cencems !daled 1o the accessiility of ihis website fo: DoDSeclionS08@osd.mil
For more information shout Secfion 505, please visit the DoD Section 508 website Last Updated 08/15/2013.

acknowledge that the user understands and accepts the terms of the statement.

The US Department of Defense warning statement should appear. Read the statement, select ‘OK” to
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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 Mavy personnel,
as well as other specifically authorized personnel only.

CAC Login

For help call 1-800-351-Navy
Halp Desk Hours of Operation
Maonday - Friday. 0600 - 1700 Central

For Assistance or comments please send an email to NPC_[T_S EWI‘CG_DES"‘C@HBUF, mil

[Privacy Policy] [FAQY]
[Aceessibility/Section 508]
The U.5. Department of Defense is committed fo making its electronic and informafion technologies accessible
to individuals with dizabilities in accordance with Section 508 of the Rehabilitation Act (28 U.5.C. 794d), as amended in 1993
Send feedback or concerns related fo the accessibility of this website to: DoDSeclion508@osd mil

7. The BOL Application Menu should then be displayed.

ipdate Info] [FAL] [Privacy Policy] [Sign O]

BOL Appiication Menu

ARPR/ASOSH Online 1 ©
CCAFITREP/Eval Reports ']
< RO MC Advanc at/Selection Board Verification O
CWAY . Sailor Self-Service O
O
0
0
o
O
O
O
PERSTEMPC :'
r 1 RSTEMPO ]
iFe is ,,tb A ommand Document Services O
£ L'ff saortt J'Mlg.’ rpa Mobilization Processing System [NMCMPS] - View LA/ADSW
Click here for 3
' your lifefine. O
G
- ) o
L: - o 1 O

mrrf
V.
Eoatmaans
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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 to the right of 3 menu
ICCA/FITREP/Eval Reports gu |Iem_to see additional information about that
[COMXOQICMC Advancement/Selection Board Verification i appication
[CWAY - Sailor Self -Service b
[E-Subimission i ]

[ESSBD {Submit letter to SelBoard) i

1D Lookup 1L ]
[Individual Medical Readiness (IMR) Status (i ]

[JOIN 10

[Military Locator System i

[Name Change (0]

[Naval Register H

[NavPers Legacy and PERSTEMPO (i ]

[Navy Personnel Command Document Services i
[Navnyarine Corps Mobilization Processing System (NMCMPS) - View 1AJAD SW ;

orders 1)
PEE=ESSRRE SR, ESR L1 ]

Officer Photo, i ]
Dftete=MMTary Personnel File (OMPF) - My Record (]

[PARFQ i1 ]

[PRIMS 10

[PTDR 0

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

P

Select a certificate

Select 3 certificate to suthenticate yourself to nefp.bolnavamiliddl

Subject |ssuer Serial

DOD ID CA-52
DOD ID CA-49

DOD EMAIL CA-50

Certificate information 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”.

Q| NAVPERS 1070884

 To-do © Tracking € Praforences

Datails i Attachments{0)

PRIVACY ACT STATEMENT

AUTHORITY: AUTHORITY TO REQUEST INFORMATION IS DERIVED FROM 5 UNITED STATES GODE 301, DEPARTMENT

REGULATIONS AND FROM E.O 9367

PURPOSE PHOTOGRAFPHS SUBMITTED BECOME PROPERTY OF THE DEPARTMENT OF THE NAVY FOR

ROUTINE USES: THE PHOTOGRAPH AND SUBMISSION SHEET IS FILED IN THE OFF ICEF
IN THE PE
REQUIRED

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

In accordance

any ragulation uniform is a

fisplay & full-length, three-quarter view of the r
delails of the uniform; and ba 4 inches in width and 6 inchas in

aht

nd designator
¢ Date pt

Example
APILOT, IRA M,

LCDRAZ341310
1T APR 07

Mext

13. Using the mouse, click on the “Submit’ button to proceed.

i

OFFICIAL REC:
SONNEL MANAGEMENT OF NAVAL OFFICERS (1LE., IDENTIFICATION AND FOR OFFICIAL PRESS RELEASES) WHEN

mber, left shoulder forward, have

OFFICIAL PURPOSES

IRD WHICH |S USED

with MILPERSMAN 1070-180, the prefarred uniform shall ba Sarvice Khaki, uncovered. When Servica Khaki is unavailablo,

a plain, flat background

&l Tool 50 it is clearly ieadable in the finished photograph. The

)
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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 1s 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.

& Todo © Tracking © Preferences Help~ | Retum toBOL | Logout
ch Startpoints NAVPERS 1070/884 Dietalls Form Anachments(0)

NAVPERS 1070/888
]

Nama Changa Form

N Fill-in and Upload

) NAVPERS 1070/884

el
| Otficer Photograph Form
Confirm Email Address associated with NPC Documaent Senvices

This Field is a required field

I Narna (Last, First MI) I Grada I DODID Dasignator
SAILOR, IMA, “NIVE 05 0876545321 36 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 task.
2. The task may take up 1o a minute to arfive. You will get an email notification reminding you to reviow your submission

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

& To-do 2 Tracking £ Preferences

@

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 @ Tell me what you want to do...
~ N 2 % - — 7 T o5 v
fi lgnore x F— ri__1 t_@ 3 Meeting JIRA =3 To Manager ¥ := Rule [ h¥ HH I’ 85 L Find q
- e R_jé' o \le : -ed EJ Tearn Email v Done i W OneMote Sl O e e |2 Related ~ -
+ Delete g eply Forward [5 - o~ ove arl ategorize Follow = Translate oom
& Junk Py AT\J EE More E2 Reply & Delete # Create New = - ERActions® | (jnread % Up - e [¥ Select~
Delete Respond Quick Steps i Move Tags = Editing Zoom

Thu 418/2012 171:01 AM

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

@ 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 Submissien. 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.

L | Logout | B

rt Process A © Tracking £} Preferences Help = | Return to

(<]

Enable Bulk Mode ||

j NAVPERS 1070/884 OF...
2019-04-18T11:01.20 - Reviewy

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

< Slart Process = © Tracking 3 Preferences

Q,  MAVPERS 1070EE4 Officer Review

AOWFINE USES. THE FHOF o
PERSONNEL MANAGEWEN

GRASH A S

SuB S FILED 100 THE OFFICE
F NAVAL OFFICES

u S OFFICIAL RECOR D WHICH 15
1O AND FOR OFF| GIAL PRESS RELEASES) WHEN

DISCE OSURE  COMNPLETION OF THIS FOR ki AMD SUBMESION OF THIE Fid OTOGSRMR S WMANDaT OR Y

1. MAME (LAST, FIRET AA 5 DATE

SAILOR, IMA, “HNMN”

05 987654 2300

2 GRADE [1 DD 1D |.: DESIGNATOR

20190418

@ (" vt

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?”

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.fett@@Navv. Mil

unf
.
Eoatmaans
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