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Presenter Notes
Presentation Notes
Welcome to the Command Pay and Personnel Administrator (CPPA) System Access training. This training will serve as your guide to obtaining the system accesses required as a CPPA.



Objectives

 Identify all required system accesses for the CPPA role and complete 
the steps for requesting access.

 Provide the step-by-step procedure for completion of a System 
Authorization Access Request (SAAR) DD form 2875.

Presenter Notes
Presentation Notes
The objectives of this lesson are:

Identify all required  system accesses for the CPPA role and complete the steps for requesting for access.

Provide the step-by-step procedure for completion of a System Authorization Access Request (SAAR) form.




CPPA 
Resources Page

Approved for Public Release:  Distribution is Unlimited



CPPA Resources

• The CPPA Resources page has recently gone through a 
renovation with a couple of changes to include the pathway in 
which it can be accessed and the display of information

• For training purposes the following video will be used for 
information purposes on what can be found under the CPPA 
resources page followed by the new navigation pathway and the 
changes made



Search 
“https://www.mynavyhr.na
vy.mil” in your search 
engine to navigate to the 
MyNavy HR home page

Hover over “”Support & Services” and down to “MYNavy Career Center”  and select 
“Pers Pay Support”

CPPA Resources

Presenter Notes
Presentation Notes
Instructor notes:
This slide onwards displays and covers the changes made and the new pathway.



CPPA Resources

Under the Pers Pay 
Support page 
select “CPPA 
RESOURCES”



CPPA Resources (System Access)



CPPA

The Command Pay and Personnel Administrator or CPPA:

 Serves as a critical link between an individual Sailor, his/her command, and 
supporting organization.

 CPPAs deal with a multitude of different pay and personnel transactions such as 
Gains, Separations, BAH, etc.

 It is the responsibility of the CPPA to ensure all documents and information required 
are provided to the servicing TSC in a timely manner.

Presenter Notes
Presentation Notes
The CPPA (Command Pay and Personnel Administrator) links the individual Sailor, the Sailor’s command, and the supporting pay, personnel, and passenger transportation organizations. 

CPPAs are customer service-oriented professionals trained in basic pay, personnel, passenger transportation, and travel voucher functions associated with Sailor career and life events. 

CPPAs support Sailors with matters beyond self-service capabilities. Additionally, they provide input to their activity heads on issues or concerns related to Navy pay and personnel within the command; facilitate Navy pay and personnel transactions for command personnel on behalf of pay, personnel and passenger transportation supporting organizations; facilitate command-level support to billet-based distribution (BBD) processes within the command; and provide guidance to command personnel on changes to Navy pay, personnel, and transportation policies and procedures.




 Navy Standard Integrated Personnel System (NSIPS)
CPPA, command-level access manager and record of emergency data/dependency application administrator user roles

 Web Master Military Pay Account (MMPA)
User (viewer) via Multi-Host Internet Access Portal (MIAP)/Web Defense Finance and Accounting Service (DFAS) Military 

Pay Repository (DMR)

 Bureau of Naval Personnel (BUPERS) Online (BOL)
Web site for Personnel TEMPO (PERSTEMPO) and official military personnel file (OMPF) (Command View)

 Serviceman’s Group Life Insurance Online Enrollment System (SOES) as an administrator

 Billet-Based Distribution (BBD) System as a user via MyNavy Assignment

 enterprise Customer Relationship Management (eCRM) PERSPAY access

 enhanced Unit Commander’s Financial Report (eUCFR) Pay monitoring dashboard

Required Accesses

Presenter Notes
Presentation Notes
Some of the key systems and levels of access you will need are listed here. All CPPA are required to have system access IAW MPM 1000-021. 



SAAR
DD Form 2875

Approved for Public Release:  Distribution is Unlimited

Presenter Notes
Presentation Notes
Most Navy systems require a SAAR-N form for access. Proper completion can dictate the speed of gaining access. Some systems may have other requirements that may or may not include the SAAR-N form.



Common SAAR Errors

Expired clearance investigation date 
All commercial phone numbers are not 10 digits (123-456-7890)
Incorrect system name and location
SAAR Information is incorrect:

Block 5 does not have an official government email address
Block 10 not selected and Information Assurance Awareness training is not current for the fiscal 
year.
Block 11 incorrect justification 
Block 12 not selected
Block 14 not selected
Block 14a missing required information (contractors only)
Block 15-16 missing Supervisor’s signature and/or information 
Block 18-21 missing Information Assurance Manager’s signature and/or information
Block 26-30 missing Security Managers signature and/or information

Presenter Notes
Presentation Notes
Discuss common error on SAAR-N forms. 



NSIPS
Navy Standard Integrated Personnel System

CPPA Access
Command Level Access Manager (CLAM)



NSIPS (CPPA Access) 

1)  From the NSIPS Home Page, 
click Access Request at the 
top or scroll down to the 
Access Request section.

2)  Select 
New Users (NSIPS, ESR, CIMS, Web 

Ad Hoc).

Presenter Notes
Presentation Notes
To obtain access to the CPPA user role in NSIPS, you will need to go to the NSIPS homepage, click Access Request at the top or scroll down to the Access Request section.

Select New Users (NSIPS, ESR, CIMS, Web Ad Hoc)




NSIPS (CPPA Access) 

3)  A list will populate. Select 
Command Level Access

4)  Click Next.

Presenter Notes
Presentation Notes
Select Command Level Access and click next



NSIPS (CPPA Access) 

5)  A new window will appear. Select 
Command Pay and Personnel Administrator 
(CPPA). Scroll down then click OK. 

6)  The Justification box will pop 
up for the role selected. Click 
OK.

It’s good to copy the 
justification statement to paste 
onto the SAAR form and the 
upcoming justification block.

Presenter Notes
Presentation Notes
Select Command Pay and Personnel Administrator (CPPA), enter justification, and click OK



7)  Make sure to upload SAAR form and 
fill out the justification. 

If the SAAR form has already been 
uploaded from a prior NSIPS access, 
then make sure to click View Existing 
SAAR Form first for it to work. 

The IA Awareness Training Date must be 
within the current fiscal year!

(FY2022 is from 1 OCT '21 – 30 SEP '22).

NSIPS (CPPA Access) 

Presenter Notes
Presentation Notes
Attach your approved SAAR-N form (or choose View Existing SAARN-N form if already uploaded).

Keep in mind that the IA Awareness Training must be within the current Fiscal Year.



8)  Click UIC Access to select the UIC 
that you will be servicing.

NSIPS (CPPA Access) 

9)  A new window will appear. Select 
General UIC(s) to input your 5-digit UIC. 
Multiple UICs can be selected. Once 
complete, click OK.

Presenter Notes
Presentation Notes
The next few steps help you to identify the UICs you will be supporting as the CPPA.  For some of you, multiple UICs will need to be identified.



NSIPS (CPPA Access) 

10)  Under Workflow Setup, Click on Click here to Set-
Up Next Roleusers in Route to build the workflow. 
A new window will appear. Here you will add the 
required roleusers.

 This information can be obtained from the 
servicing RSC.

11)  Put the Supervisor Roleuser. Check the box 
Select, then click OK.

Presenter Notes
Presentation Notes
The next few steps highlight the workflow setup which will identify who will be reviewing, auditing, and releasing your transactions.




NSIPS (CPPA Access) 

12)  Under Supervisor Details – SAAR Form, 
Fill in the supervisor information that 
you have provided in your SAAR form.

13)  Once all required information has been 
inputted, click Submit Account.

 

Presenter Notes
Presentation Notes
Verify the correct spelling of the Supervisor Name and email chosen. If incorrect, the Supervisor will not receive notification of a pending SAAR request, as well as when your account has been approved/created.



NPPSC Training Department NPPSC_N7TRAINING@navy.mil

NSIPS (CPPA Access) 

This is the screen that is to be expected 
when using the CPPA role.

Presenter Notes
Presentation Notes
After you receive access under the CPPA user role, this is the initial screen that you will be conducting work through.   The Menu identifies all the transactional items you can initiate as the CPPA.  For example, Contract Administration to initiate reenlistment contracts or extensions, Gains to conduct activity gains (panels 1 through 4) which will be covered in a later lesson, and losses (which will also be covered in a follow on lesson).



MMPA
Master Military Pay Account

Presenter Notes
Presentation Notes
MMPA enables authorized personnel to verify the status of requested pay and personnel actions submitted to the TSC for processing. 




MMPA

1)  Access the AMPS 
website. 
Click the blue 
hyperlink for 
access. Log in 
using your email 
certificate.

Presenter Notes
Presentation Notes
To access the AMPS website, click on the blue hyperlink and log in using your email certificate.



MMPA

2)  Click My Information under the 
My Profile tab to update your 
information before proceeding to 
the request.

3)  Once your information has been 
updated, click Request Role 
under the Requests tab.

Presenter Notes
Presentation Notes
It is important to note that the information contained in the My Information page must be accurate and up to date as this makes the requests within AMPS easier for the member to process.



MMPA

4) Fill in all mandatory
(*) blocks. 

Servicing RSC provides:
• External Supervisor
•  Security Officer
• Authorizing Official

5)  Click Next 
once complete.

Presenter Notes
Presentation Notes
The mandatory blocks are identified with the red asterisks and must be filled out.  Your External Supervisor, Security Officer, and Authorizing Official information will be provided by your RSC contact.  Click Next




MMPA

6)  Select DFAS Applications. A drop down 
menu will appear.

 You can also search for the role if you 
have that information available.

Presenter Notes
Presentation Notes
Click in the “Browse Roles by Application” and expand the DFAS Applications link by clicking on the triangle



7)  Scroll down the list to find and 
select DFAS DJMS Navy. A 
drop down menu will appear. 

8)  Select DFAS DJMS Navy 
Prod – MXC Navy External 
User AC Inquiry-only User ID 
DJMSNAV-006

MMPA

Presenter Notes
Presentation Notes
Scroll down and select the DFAS DJMS Navy link.
In the Select a Role section, click on DFAS DJMS Navy Prod – MXC Navy External User AC Inquiry-only User ID DJMSNAV-006




Select 
DJMSNAV-007

9)  Once you have clicked on  
DFAS DJMS Navy 
Prod – MXC Navy External 
User AC Inquiry-only User ID 
DJMSNAV-006, click on the 
arrow pointing right to add the 
role under the Selected Roles 
box.

10)  Click Next.

MMPA

Presenter Notes
Presentation Notes
Click on the right arrow to move the selection to the “Selected Roles” box and click next.



11)  Enter the justification 
and fill out required 
blocks under Role 
Attributes. 

The justification 
template will be 
provided in this 
training.

Some roles require 
additional documents. 
These can be attached 
in this section.

MMPA

Last 4 of your DODID number.

Presenter Notes
Presentation Notes
Enter the justification in accordance with the template provided in this training.  You will also have to update the Role Attributes to reflect the values.  In the EDI-PI section, select the last four of your DODID.



12) The Summary page will appear. Verify that 
all the information presented is correct.

13) If everything looks good, click Submit.

MMPA

Presenter Notes
Presentation Notes
Final verification of the information will occur in the Summary Page.  If everything is accurate, click Submit.

After submission, for any role via AMPS, an email notification will be sent regarding your account status.

An MMPA read guide does exist that gives and explanation of every transactions line by line. This guide can be found on the mynavyhr website either using the search feature on the website or going to the pay-pers-support section. 

Pay Pers Support (navy.mil)





JUSTIFICATION

MMPA ACCESS IS REQUIRED TO PERFORM ASSIGNED DUTIES AS A 
CPPA AT __________________. THE ACCESS WILL BE USED TO 
INQUIRE/VERIFY PERSONNEL PAY, STATUS, LEAVE, ENTITLEMENTS, 
DEDUCTIONS, ALLOTMENTS, LES, PAYMENTS.

(COMMAND NAME)

MMPA

Presenter Notes
Presentation Notes
Update with correct justification



eUCFR

Overview 
The Unit Commander's Financial Report (UCFR) is a valuable tool providing 
Commanding Officers with the necessary insights to monitor pay and entitlements 
for assigned personnel. The USN MILPAY application also provides proactive 
monitoring of priority areas such as debt management, PCS processing, 
outstanding payments and personnel in a suspended status. 
Purpose
This product is a centralized application to analyze and monitor the health of Sailor 
Pay, track trends over time and automate the generation of insights. Intent is for 
Command Triads and their designees, along with DFAS to utilize the application to 
garner rapid and valuable insights on individual accounts or in management of the 
Navy’s Military Pay priority areas. 



eUCFR

Proceed to the CPPA resources page on MyNavyHR under “User Aids”. you will see the “eUCFR Guide”.

This guide provides a step-by-step process how to request access, site navigation and how to use the eUCFR. 
https://www.mynavyhr.navy.mil/Portals/55/Support/PayPers/CPCResources/eUCFR_User-
Guide%20v6.pdf?ver=DK1ozNs5rsVrjGT3KYmsNw%3d%3d

https://www.mynavyhr.navy.mil/Portals/55/Support/PayPers/CPCResources/eUCFR_User-Guide%20v6.pdf?ver=DK1ozNs5rsVrjGT3KYmsNw%3d%3d
https://www.mynavyhr.navy.mil/Portals/55/Support/PayPers/CPCResources/eUCFR_User-Guide%20v6.pdf?ver=DK1ozNs5rsVrjGT3KYmsNw%3d%3d
https://www.mynavyhr.navy.mil/Portals/55/Support/PayPers/CPCResources/eUCFR_User-Guide%20v6.pdf?ver=DK1ozNs5rsVrjGT3KYmsNw%3d%3d


eCRM/Salesforce



eCRM/Salesforce

Once signed and verified SAAR-N 
form, submit to askmncc.fct@navy.mil
via email. You will then receive an 
email confirming your SAAR has been 
received. Allow 24-48 hours before 
logging into your account.

mailto:askmncc.fct@navy.mil


Questions?



You have reached the end of the CPPA Access training.

Thank you for your participation!

THE SAILOR WINS TODAY

Presenter Notes
Presentation Notes
Add a functional mailbox for feedback (comments, questions, concerns, violent reactions)



Thanks for your participation in 
today’s CPPA Systems Accesses training!

For Qualtrics this is lesson #505
Scan QR code for attendance!

Conclusion

https://usnavy.gov1.qualtrics.com/jfe/form/SV_0TgIQYZg67NX9pY

https://usnavy.gov1.qualtrics.com/jfe/form/SV_0TgIQYZg67NX9pY
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