Important Instructions before entering information in the Self Service Application and Self Service Program itself:

1. Always use the TAB key to change field.

2. Only use the mouse to click buttons and Icons, not to move between fields.

3. Always give time for the page to “re-paint” when you click buttons, change fields, or hit the enter key.

4. Never use the back button to go to the previous page.

To obtain your Operator ID and password for access to the Self Service portion of ESR, you must first complete the online Self Service Application. Go to:

https://nsips.nmci.navy.mil
Once you have brought up the page, click on the link “Existing Users (Self Service)”:
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The link will then bring you to the Self Service Application
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REQUIRED INFORMATION FOR THE SELF SERVICE APPLICATION:

1. SSN

2. Name: enter your name in the following format: LAST,FIRST MIDDLE. Notice that there is no space between the comma after the last name and the first name.

3. Email: Please enter a valid email address.

4. Phone: Please enter a valid phone number. If you are overseas please include the country code.

5. Operator ID: Enter Operator ID desired. If you do not have one in mind, you may click on the “Lightening Bolt” Icon to the right of this field and the Application will generate one for you.  

6. Password: Requirements for password:

· Your password must be at least 8 characters in length.

· Your password must contain a combination of capital and lowercase letters with at least one of each.

· Your password must contain at least 2 digits.

· Your password must contain at least one special character ex: @#$%^&*

7. The last field for the Self Service Application requires you to enter your password    

      exactly as you entered it in the previous field. 

After you have checked to make sure that all the information that you have entered in the appropriate field is correct, click the button “Validate and Create Self Service Account”. Once you have clicked the button and the program is finished processing it will bring you to a page that tells you that your account has been created.

ACCESSING THE SELF SERVICE PROGRAM

Now that you have created your Operator ID and Password, go to the NSIPS/ESR Main Web Page:

https://nsips.nmci.navy.mil/
When the page appears, click on the “NSIPS & ESR Access” link:
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Now that you are at the Enterprise Records Management System (ERM) main page, enter your Self Service Operator ID in the User ID field, tab and enter your password in the password field. Click the button labeled “Sign In”.

Once you have clicked the Sign In button, you will see the PeopleSoft Self Service ERM Menu Program screen with available options appearing on the left side as illustrated below:
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