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1.2

INTRODUCTION AND PURPOSE

. This guide is designed to assist Career Information Management System (CIMS) users

with step-by-step instructions. CIMS combines the features of the legacy Career
Information Management System 1999 (CIPM99) and the functionality of the Navy
Standard Integrated Personnel System (NSIPS) using PeopleSofte Commercial Off-the
Shelf (COTS) human resources software.

. CIMS automates Career Counselor office procedures and simplifies many processes.

CIMS assists in creating and maintaining command members’ Career Counselor records
ashore and afloat, preparing for Career Development Boards (CDBs), Armed Services
Vocational Aptitude Battery (ASVAB), Selective Reenlistment Bonus (SRB), and a host
of general list type reports and other daily operations of Divisional and Departmental
Career Counselors and the Command Career Counselor (CCC).

. CIMS serves as a reporting and monitoring tool for the CCC and provides the ability to

track the status of special commissioning program applications in a transactional
application that is separate from the NSIPS data warehouse and its associated data marts.

. This CIMS Users Guide is geared towards CCCs, Departmental and Divisional Career

Counselors (DDCCs), and members of the Command Retention Team. The User’s Guide
will also provide detailed instructions for accessing, navigating, and using CIMS at all
access levels within the Chain-of-Command.

NOTE: Screen shots included in this guide are taken from the test version of CIMS
version 1.3.10. (Current as of 01 June 2012). Changes/Updates that pertain to
this version of the CIMS have been highlighted in yellow for easier
identification. You may want to download this guide to your workstation for
faster access.

Purpose And Intent Of The User’s Guide

. The purpose of this guide is to provide the user with information needed to access,

navigate, and use CIMS.

. The guide will first describe the process of accessing CIMS and CIMS functions. It will

then provide a description of CIMS functions and how to navigate and use CIMS. This
will include viewing reports; completing certificates, adding information on new
command members; maintaining CIMS Career Information pages, using CIMS
calculators, verifying pages, accessing, using, assigning DDCCs, sponsor assignment,
and printing CIMS reports and certificates.

CIMS User Roles

This guide will describe the different CIMS User Roles developed to define CIMS access levels
and functional use with regards to required work within CIMS and safeguarding Privacy Act
information. CIMS User Roles also restrict unethical use of information and input functions of
the product. The User Roles within CIMS are CIMS Functional Area Manager, CIMS
Command Career Counselor, CIMS Departmental/Divisional Career Counselor, CIMS Inquiry
Role and Sponsor Coordinator. These roles will be defined in Section 2 of this guide.
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2.

USER ROLES, PRIVILEGES, AND LIMITATIONS

This section describes the breakdown of CIMS user roles and defines the functions of these roles.
This Section also describes the limitations placed on certain user levels to safeguard Privacy Act
information and restrict unethical use of CIMS.

2.1

2.2

2.3

CIMS Functional Area Manager (FAM) Role

. The CIMS FAM Role is used as currently designed within the NSIPS Application

Security process but is set aside to specifically deal with CIMS System Access
Authorization Request (SAAR).

2. The FAM may approve SAAR requests for access to CIMS.
. The FAM authorizes the user the ability to view, update, approve, and manages user

access requests for CIMS users.
CIMS Inquiry Role

. The CIMS Inquiry Role authorizes view-only access based on permissions granted. This

role is designed to allow users at different echelon levels to view data for their activity
and all activities identified as subordinate to them within the Operational Security Tree.
The role may be granted to a single UIC level (e.g., Wing or Surface Squadron Level) or
at an echelon level (e.g., Fleet or Force Level).

. The CIMS Inquiry Role user may access all reports in their UICs as well as reports of all

subordinate UICs.

. The CIMS Inquiry Role user has view only access to CDBs, Career Decisions,

Correspondence Tracking, Sponsor Assignment, Rating Conversion, United Services
Military Apprenticeship Program (USMAP) data, Reports, and all Lists.

CIMS Departmental/Divisional Career Counselor Role

. The CIMS Departmental or Divisional CCs role authorizes the user to view, update, add,

and correct data, but does not grant final approval by verification or validation for
information that will be stored in the NSIPS data warehouse.

. Departmental and Divisional CCs may access and populate the following CIMS pages for

all personnel assigned to them by the Command Career counselor.
a) Career Development

b) Career Decisions

c) Correspondence Tracking

d) Sponsor Assignment

e) Rating Conversion

f) US Military Apprenticeship Program Information

. DDCCs, are able to access and populate Worksheets for personnel assigned to them by

the Command Career Counselor.
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2.4

. Counselors are able to access the Forms, Certificates, Verify, or Reports Sections within

CIMS.

. Departmental and Divisional CCs may access and use all CIMS calculators.
6. Departmental and Divisional CCs may access reports and lists for their UIC or

subordinate UICs.

. Information added to CIMS CDB pages by DDCCs must be verified and approved by the

CCC before data is permanently stored in the NSIPS Enterprise Data Warehouse.

. Access to modify/update the users SAAR Request under ERM Security Administration in

the Navigation panel, for the purpose of requesting greater access to CIMS/NSIPS or
additional UICs. NOTE: These modifications/updates are subject to authorization
from the FAM/SUPERFAM and follow the normal verification process.

CIMS Command Career Counselor Role

. The CIMS CCC role authorizes the user to view, update, correct, and approve CIMS

items based on access permissions granted within the Operational Security Tree.

. CCCs may access and populate CIMS pages for all personnel assigned to them. In

addition to the CIMS pages accessible by Departmental and Divisional Counselors, the
CCC may access the following CIMS pages:

a) Career Counselor Manage Assign.

b) Individual Dept/Div Assign.

c) CCCs may access and complete all Certificates for personnel assigned to them.
d) CCCs may access and use all CIMS calculators.

e) CCCs may modify Departmental and Divisional CCs input into CIMS pages and/or
verify those pages as correct.

f) CCCs may access Mass Department Assignment pages.
g) CCCs may access Mass Division Assignment pages.

. This action allows verified information to be stored permanently as data in the NSIPS

Enterprise Data Warehouse.

a) CCCs may only access records of Sailors who are assigned to their UICs or
subordinate UICs.

b) CCCs may access reports and lists for their UICs or subordinate UICs.
c) CCCs may assign DDCCs in CIMS.
d) CCCs may assign Sailors to DDCCs.

. Access to modify/update the users SAAR Request under ERM Security Administration in

the Navigation panel, for the purpose of requesting greater access to CIMS/NSIPS or
additional UICs. NOTE: These modifications/updates are subject to authorization
from the FAM/SUPERFAM and follow the normal verification process.
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2.5

CIMS Report Role

. CIMS uses existing NSIPS report roles to facilitate generating and printing of planned

reports and documents. The CIMS Report Role authorizes the user to view and print
planned reports based on their level within the Operational Security Tree.

. Report Role users may view all reports and lists for their UIC or subordinate UICs.

CIMS Command Sponsor Coordinator Role

. The CIMS CSC role authorizes the user to view, CIMS items, run Sponsor Coordinator

List Reports and assign Sponsors and enter data for those Sponsors based on access
permissions granted within the Operational Security Tree.

. CSCs may access and populate CIMS Sponsor pages via the Sponsor Coordinator Lists

for all personnel assigned to them and Prospective Gains reporting to their Command.
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Section Three — System Access Authorization Request (SAAR)
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3. SYSTEM ACCESS AUTHORIZATION REQUEST (SAAR)

This section covers the creation of Command Career Counselor (CCC), Department/Division
Career Counselor (DDCC), Command Sponsor Coordinator (CSC) and CIMS Inquiry accounts
only and does not discuss accounts created for multiple types of access e.g., Acceptance & Oath
of Office (A&O), NSIPS Pay & Personnel Office access or the Navy Retention & Monitoring
Systems (NRMS). In addition CIMS Super FAM and CNO level inquiry account creation are
not discussed in this Users Guide, for assistance in the creation of these types of accounts contact
your command FAM for Manpower and Personnel.
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M

-. Navy Standard Integral.:e;d Personnel System

System Status: Online Wednesday, May 26

DoD CAC Authentication User Information
» ESR Self-Service Login Instructions
» Civilian Employer Information (CEI) Login Instructions
,"__:--(-" nggn ¥ Create ESR ¥Wiew Only Account Instructions

Documentation & Training
System Access Authorization Request (SAAR) ¥ ESR Self-Service Desk Guide

¥ New Users (NSIPS, ESR, CIMS, Web Ad Hoc) ¥ E5SR Frequenty Asked Questions (FAQ)
» ESR Self-Service (New Users) \o

» ERM SAAR ¥alidation (Supervisor) -~
Menu [—
\e !

Coming Soon to NSIPS MRMS Mews: Web Adhoc News:

Hao newr news. Ho newr nears.

S MEIPS MNews | N ) I MRMS MNews ! L " webadhoo News B

MSIPS Help Desk Contact Information: Toll Free: 877-589-5991, Comm: 504-697-5442, DSN; 647-544Z2, Fax: Comm:
504-697-3007/0342, DSN; 647-3007/0342, e-mail: Nsipshelpdesk@navy .mil
I Help Desk -

For additional docurnentation on NSIPS/ESRACIMS, wisit the NSIPS/ESR web page on Navy Knowledge Online (MKDO)
(Organizations & Communities=0rganizations (Mawvy & Marine Corps QOrganization)= Mavy Standard Inteagrated
Personnel System (NSIPS)) I

. NED !

Figure 3-1-NSIPS Splash Page
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3.1 CCC, DDCC, CSC account Creation
3.2 System Access Authorization Request (SAAR)

¢ Using your Internet Explorer window, navigate to https://nsips.nmci.navy.mil/ the NSIPS
page will load.

1. New Users Link — When this link is used a new SAAR application will be initiated and
the NON-ERM USERS ONLY page will load. (See Figure 3-1.)

2. ERM SAAR Validation (Supervisor) Link — Supervisors use this link to validate new
user accounts. Activating this link will load the SAAR Validation Page enter the code
from the email received. This process is discussed later in this chapter. See Figure 3-14.
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Choose a digital certificate

Figure 3-2-Choose a Digital Certificate

ActivClient Login

Acfividen

o ———

Figure 3-3-ActivClient Login
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3.2.1 IDENTITY VALIDATION

When navigating to the NSIPS splash screen located at https://nsips.nmci.navy.mil/ the
page requires CAC identity validation. It is essential that the user select the proper certificate for
validation. If validation fails for any reason the user is required to close the current browser
session, open a new browser and begin the validation process again.

1. Choose A Digital Certificate — Ensure selection of the current non-email certificate then
select the OK button. Selection of the email certificate will cause validation to fail and
will require closing the browser and opening a new session to restart the validation
process.

NOTE: Certificates do not always appear in the same order; attention is required to
select the proper certificate for logon.

2. Personal Identification Number (PIN) — Enter the PIN associated with your CAC the
click the OK button. After clicking the OK button the NSIPS Splash Screen will load.
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CCC, DDCC, CSC account Creation

NON-ERM USERS ONLY

Please enter the SSN., Name and Home Command and Click the Submit button to initiate

the SAAR Process.

Please fill the Required Fields
empin: € [ -
name: € [ .

(LastFirst Middle)
Command UIC: _Q'

(* Regquired)

SUBMIT € | RESET € |
ERM Main ¢

Figure 3-4-SAAR Account CCC/DDCC Pt 1

Microsoft Internet Explorer x|

’j Wfarning -- 55N Entered has no record at ERM Central Database. (26105,2)
L

Please fill in the Mame & Command of the 558 entered and submit to place a request,
) ok |

Figure 3-5-SAAR Central Database Warning
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3.3

SAAR Account CCC, DDCC, CSC Pt 1 - SAAR User ID Page

. EMPLID - (Required) Enter the SSN of the user requesting access and ‘“TAB’ to the

next field.

. NAME - (Required) The name of Active Duty and Reserve personnel already in NSIPS

will populate automatically. Other personnel not already in NSIPS including Civilian
personnel being granted access to CIMS will cause Warning message LA BT display; and
you will be required to enter the name manually in the following format LAST
Name,FIRST Name MI.

NOTE: There is no space after the coma following the LAST name and the First
name.

. COMMAND UIC - (Required) The current UIC for Active Duty and Reserve personnel

already in NSIPS will populate automatically. Other personnel not already in NSIPS
including Civilian personnel being granted access to CIMS will be required to enter the
UIC manually.

. SUBMIT - This button will begin the next phase of the application process and open a

new page.

. RESET - This button will clear all information already entered on this page and let you

re-enter user information

. ERM MAIN LINK - This link will return you to the NSIPS Home Page.
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CCC, DDCC, CSC account Creation account Creation

System Access Authorization Request - (SAAR)

PRIVACY STATEMENT

Public Law 99.474, the Courterfeit Access Device and Comgnmer Framd and Abuse Act of 1984, amthorizes collection of this mformation.
Thee information will be used to verify that you are an athorized usen of a Govermment atomated infonmation system (AIS) and'or 1o verify
youn lervel of Governinent secunity clearance. Although disclosure of the information is volumtany, Tailure to provide e indonmation may
mpede or prevent the processing of your “System Authorization Access Request (SAAR", Disclosure of records o the ifornmation
cotained the ein may be specifically disclosed ot side the DoD according to the "Blanket Rowtine Uses™ set forth o the beginning of the
DISA conmpilation of systeins of fecords, published antialby i tie Federal Registen, and e disclosines gener ally parmited unde 5

= WS.C552A0h) of the Privacy Act.

User Profile

Operator Details

General Attributes

eEmpIID: _ 0 Hame _

€ Department: X000 ] © ustrcanion

e Rank Rate: - o Account Type: Military

leErnl:nil A1!rf|aﬁ:| Telephone: | a_
I

Security Type & User Roles

Corporate User

This type of Account has to be Approved By the Funciional Area
Manager Responsible for ManPower & Peisonnel
Acceptance and Dath of Office

T Corporate User?

T ANO User?

@ F CIMS User? Career Information Management System

T POEMS User PCS Obligation & Expenditure Management System

© Pay & Personnel Offices & Command Fleet Users
Nawy Retention Monitoring System
& CHO Access " CCC Access The Navy Retention Monitaring System sections

Figure 3-6-SAAR Account CCC/DDCC Pt 2

3-10 Revision 3



CIMS Users Guide September 2012

SAAR Account CCC, DDCC, CSC Pt 2 - SAAR User ID Page

1.

USER ID — The users desired User ID. The User ID may be automatically generated or
created by the user.

2. EMPLID - The SSN of the applicant as entered on the NON-ERM USERS page.
3. NAME - The users name as entered on the NON-ERM USERS page.
4. DEPARTMENT - The users UIC and Command Description as entered on the NON-

10.

ERM USERS page.

JUSTIFICATION BUTTON - This button allows the user to enter a justification for
their access to the desired applications.

RANK/RATE - (Corporate Data) The users Rank/Rate based upon data entered on the
NON-ERM USERS page.

NOTE: This field will be blank for civilian users.

ACCOUNT TYPE - (Corporate Data) This field is automatically populated with either
Military or Civilian.

EMAIL ADDRESS - (Required) User Email address.
NOTE: All email sent to the user in reference to their account is sent to this address.

NOTE: Email address must be a.mil or .gov address.

TELEPHONE - Users telephone number. This telephone number may be used by the
help desk or FAM in order to assist the user with any issues pertaining to the account.

CIMS USER CHECKBOX — Place a check in this box to create a CCC, DDCC or CSC
account type.
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CCC, DDCC, CSC Account Creation

Corporate User

[T Corporate User? This type of Account has te be Approved By the Functional Area
- H i
Manager Responsible for ManPower & Personnel
M ANO User? Acceptance and Oath of Office
- H

@I? CIMS User? Career Information Management System

Security Type
 Pay & Personnel Offices & Command/Fleet Users

Nawy Retention Monitoring System

T CNO Access  CCC Access The Navy Retention Menitoring System sections
are as follows:
CNO and Fleet Access allows access to all

' Fleet Access reports. CCC Access allows access to only one
type of report.

Admin Level Roles

© Admin Level - Create © Admin Level - Approve © Admin Level - Inquiry
© ANO - Create © ANO - Approve
@(" Command Career Counselor @(" Dept'Div Career Counselor @f‘ Sponsor Coordinator

Special Categories
™ NAMASSO/FAM

- Reports Administrator?
[T Authorized to Release Pay Related Transactions?

[¥ Access to PRA Sensitive Records?

ERM Application(s) Access List
Select Al De-Select All

Customize | Eind | View All | i First 0 1 0f 1 Last
Select ERM Application

Web AdHoc Access

| O

Figure 3-7-SAAR Account CCC/DDCC Pt 3
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3.4

10.

11.

12.

13.

SAAR Account CCC, DDCC, CSC Pt 3 - SAAR User ID Page

CIMS USER CHECKBOX — Place a check in this box to create a CCC or DDCC
account type.

COMMAND CAREER COUNSELOR BUTTON - Click on this button to create a
CCC account.

DEPT/DIV CAREER COUNSELOR BUTTON - Click on this button to create a
DDCC account.

COMMAND SPONSOR COORDINATOR - Click on this button to create a CSC
Account.
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CCC, DDCC, CSC account Creation

@ M CIMS User? Career Information Management System

Security Type

 Pay & Personnel Offices & Command/Fleet Users

Navy Retention Monitoring System

 CNO Access O CCC Access The Navy Retention Monitoring System sections
are as follows:
CHNO and Fleet Access allows access to all

" Fleet Access reports. CCC Access allows access to only one
type of report.

Admin Level Roles

© Admin Level - Create © Admin Level - Approve © Admin Level - Inquiry
© ANO - Create © ANO - Approve
@(‘ Command Career Counselor @ @ DeptDiv Career Counselor @ . Sponsor Coordinator

Special Categories
™ NAMASSOFAM
[T Authorized to Release Pay Related Transactions?

- Reports Administrator?
¥ Access to PRA Sensitive Records?

ERM Application(s) Access List
Select Al De-Select All

Customize | Find | View All | i First 0 1 of 1 Last
Select ERM Application

Web AdHoc Access

| |

[T Access to Web AdHoc? Web AdHoc UIC Access

UIC Access Setup
ERM UIC Access

ERM UIC Access

CINS UIC Access < €5

Workflow Setup

Click here to Set.Up Next Roleusers in Route

Figure 3-8-SAAR Account CCC/DDCC Pt 4
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3.5

11.

12.

13.

14.

15.

SAAR Account CCC, DDCC, CSC Pt 4 - SAAR User ID Page

CIMS USER CHECKBOX — Place a check in this box to create a CCC or DDCC
account type.

COMMAND CAREER COUNSELOR BUTTON - Click on this button to create a
CCC account.

DEPT/DIV CAREER COUNSELOR BUTTON - Click on this button to create a
DDCC account.

NOTE: DDCCs are only able to access specific records assigned by the Command
Career Counselor,

COMMAND SPONSOR COORDINATOR - Click on this button to create a CSC
Account.

ERM UIC ACCESS - CIMS UIC ACCESS link when clicked will open a new page
allowing the user to request access to specific UICs.

NOTE: Users are only allowed access to view or manage personnel assigned to the
UICs identified on this page.
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CIMS UIC ACCESS

& B
EmpniD: [ |

L cd

O | l:am:e-|

Figure 3-9-SAAR Account CCC/DDCC/CSC Pt 5 - CIMS UIC ACCESS
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3.6 SAAR Account CCC, DDCC, CSC Pt5 - CIMS UIC ACCESS
15. EMPLID - The SSN of the applicant as entered on the NON-ERM USERS page.
16. NAME - The users name as entered on the NON-ERM USERS page.
17. DEPARTMENT ID - The UIC the user desires access to.

18. ACTIVITY LONG TITLE - Command name associated with the UIC entered by the
user.

19. ADD MORE/REMOVE BUTTONS — These buttons allow users to add more rows to
the page in order to add more commands to their access list. Pressing the minus button
will remove the UIC on that row.

20. OK BUTTON - Enters the information on this page and returns to the application page.

21. CANCEL BUTTON - Removes all information entered on this page and returns to the
application page.
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SUPERVISOR DETAILS

Web AdHoc Access

[T Access to Web AdHoc? Web AdHoc UIC Access

UIC Access Setup
RM UIC Access

|

ERM UIC Access

CIMS UIC Access

Workflow Setup

Click here to Set-Up Next Roleusers in Route

Supervisor Details - SAAR Form

Name: | 22 :

(LastFirst Middie)

emait 1 [ 5 y

Contact Fhone: _ @? ’

sueMIT  |eE

Figure 3-10-SAAR CCC/DDCC Pt 6 — Account Supervisor Details
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3.7

22.

23.
24.
25.

SAAR CCC, DDCC, CSC Pt 6 - Account Supervisor Details

NAME - Enter the name of the users Supervisor in the following format: LAST
Name,FIRST Name MI.

NOTE: There is no space after the coma following the LAST name and the First
name.

NOTE: It isimportant that you enter data into this field carefully since the supervisor
will not be able to verify this application if they are unable to enter in the
name exactly as it is entered here.

EMAIL ID - Supervisor’s email address where mail regarding this application is sent.
CONTACT PHONE — Supervisor’s contact phone number.

SUBMIT BUTTON - Pressing this button submits the application and begins the
verification and authorization process. After successful submission of the application the
ERM SAAR STATUS page will load.
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VERIFICATION PROCESS

[ ERM SAAR Status

The ERM SAAR Process has been initiated. The Transaction is now sent to the Supervisor for verification. You will

receive Email notifications about the Progress.Please make a note of the Operator Id & Password that were selected.
You will require them to login to the System once the SAAR is approved by the ISSO/FAM/NAM.

ERM Main

Figure 3-11-Verification Process Ptl — SAAR Status

. hSIPS Enterprise Record Hanagement Syscem (ERH) - System Access Authorization Recguest (SAAR)
Validacion

Tou are receiving this email because you were identified as a Supervisor for TEST,PROD
requesting an NSIPS ERM account.

If you think you received this Emall by mistake, please forward this email to
NSIPSHelpdeskinavy.mil.

Iue to ongoing Information Assurance reguirements, thiz validation regquest no longer supports
embedded hyperlinks.
Please go to the NIIFPS home page and click the ERM SALR Validation (Supervisor) link.

You will nfirmation Code to validate ACCOUNT FEQUESTS:
meslEZeoff ThJaAK2 £X2dNOWaxxoBiTHE o

NOTE:

A valid Dol CAC is required in-order to access the link apecified in the email.

If you DO NHOT have a valid CAC or if you are unable to present your CAC to the application,
please forward this email to the NSIPS Help Desk at NSIPSHelpdeskfinavy.mil.

Figure 3-12—Verification Process Ptl — SAAR Verification E-mail

e ERM SAAR Review/Verification Process

Please enter the Confirmation Code received in the Email and Click on the Button “Confirm" to
start the Process.

Code: | Confirm

Figure 3-13-Verification Process Ptl — SAAR Verification Process
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3.8 Verification Process Ptl

1. ERM SAAR STATUS - After successful submission of the application the ERM
SAAR STATUS page will load notifying the applicant that their application has been
successfully submitted.

2. VERIFICATION EMAIL - This email is sent to the applicants Supervisor and
provides them with a link to the ERM SAAR Review/Verification page and a
Confirmation Code to enter into that page.

NOTE: Copy the provided code from the email and paste it into the Verification page
to prevent accidental errors.

A. CONFIRMATION CODE - Supervisors enter this code into the verification
page to begin the verification process on the application.

NOTE: Copy the provided code from the email and paste it into the Verification page
to prevent accidental errors. Access of this page for supervisors is discussed
at the beginning of this chapter.

3. ERM SAAR REVIEW/VERIFICATION PAGE - Type or paste the Confirmation
Code into the field provided then press the CONFIRM button to load the Supervisor
Details section.
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VERIFICATION PROCESS SUPERVISOR DETAILS

ERM SAAR Review /Verification Process

Please enter the Confirmation Code received in the Email and Click on the Butten "Confirm" to

start the Process.

Code:  [WwyCVWOWCH4yX5LiT+pxo7JUg2vTVQJ (Confirm

Ssupenisor Details

Please enter your details in the Section provided below and click Submit. The details should
match those specified in the SAAR Form.

{Last,First Middle)

Name: | (4
ssi: [ © {XXX-XX-XXXX)
Email li:[ @)
Phone: | &

SUBMIT | RESET |

Figure 3-14—Verification Process Pt2 — SAAR Supervisor Verification Page
10 X

Microsoft Internet Explorer

'f Supervisor Mame does not match Supervisor Mame on SAAR Form (26105,58)
The Supervisor Name entered on this page must EXACTLY match the Supervisor Mame entered on the SAAR form. Please verify the name entered on
the SAAR Form before proceeding,

(84 |

Figure 3-15-Verification Process Pt2 — SAAR Supervisor Name Error Message
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3.9

10.

Verification Process Pt2 - SAAR Supervisor Verification Page

NAME - (Required) Enter the Supervisor’s name in the following format: LAST
Name,FIRST Name MI.

NOTE: There is no space after the coma following the LAST name and the First
name.

NOTE: Itisimportant that you enter data into this field carefully; the supervisor’s
name must be entered exactly as it was during the application process.

SSN - (Required) The nine digit Social Security Number of the Supervisor (without
dashes).

EMAIL ID - (Required) Supervisor’s email address where mail regarding this
application is sent.

CONTACT PHONE - (Required) Supervisor’s contact phone number.

SUBMIT - (Required) Pressing this button submits the application and begins the
verification and authorization process. After successful submission of this page the
applicant’s SAAR Request will load for review/verification.

RESET - This button will clear all information already entered on this page and let you
re-enter user information.

ERROR MESSAGE - This message will appear if the Supervisor name is not entered
exactly as it was during the application process.
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VERIFICATION PROCESS SUPERVISOR

D

Yerifiedf Approve Deny Reguest

Figure 3-16-Verification Process Pt3 — SAAR Verification/Deny Buttons

Route SAAR for Final Approval

Fumction Manager - Details

Man Power & Personnel FAM

- Man Powaer & Personnel FAM

@ C Man Power & Personnel FAM

r Man Power & Personnel FAM

r Man Powar & Parsonnel FAM
Mota:

it Mo p s plingied i this 21yle ar e the Manpower & Pegsonivel FAMS 1SS0S ) AR S ) s
tramsactions can b roufad to tham i thers are me Local FAME FISSO0E NAMIS) setamp o youm
ActpAty.

0% I Cancel

Figure 3-17-Verification Process Pt3 — SAAR Routing

[13] ERM SAAR Status

The EELM 5-:.-1r=m Ascaess Agthorization Beguert hag been forwarded to the TS50 -SUPERFAM(FAM SUPER) for
FIMAL Appreval. Qrigimator hos been Fatified vio Email

ERM Main

Figure 3-18-Verification Process Pt3 — SAAR Routing Status Message
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3.10 Verification Process Pt3 -Verification Process Supervisor

11. SUPERVISOR APPROVAL/DENIAL - This section is located at the bottom of the
application being reviewed by the supervisor. When the Verified/Approve button is
pressed the SAAR Final Approval routing page will be loaded, when the Deny request is
pressed the application will be cancelled and the applicant must make a new application
if desired.

NOTE: The supervisor is only reviewing the application for accuracy and verifying
that all information is accurate and that only the necessary level of access is
being applied for.

12. ROUTE SAAR FOR FINAL APPROVAL - This page loads after the supervisor has
pressed the Verified/Approve button and is used to route the application to the CIMS
FAM for final approval and account activation. Press the OK button to forward the
application and load the ERM SAAR Status message.

NOTE: CIMS account requests must be sent to CIMS FAM account holders only.
Requests send to other FAM/Super FAM account holders will be denied.

13. ERM SAAR STATUS MESSAGE - After pressing OK and forwarding the application
to the CIMS FAM this message will appear notifying the supervisor that the application
has been successfully forwarded.
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CIMS Inquiry Account Creation

EmpliD: ] name: [
peparment: [ N DD DD JUSTIFICATION

Rank'Rata: _ Account Typa: Military
Email hulullas&:l Telephone: |

Security Type & User Roles
Corporate User

w t This type of Accoumt has to be Approved By the Functional Area
Corporate User? Manager Responsible for ManPower & Persennel
CANG User? Acceptance and Oath of Office

T CIMS User? Carear Information Management System

Security Tvpe
© Pay & Personnel Offices Q ® CommandFleet Users

Nerey et ention Monitoring System

' CNO Accass O CCC Access The Navy Retantion Monitoring System sactions
are as follows:
CHO and Fleat Access allows access to all

€ Fle et Access raports, COC Access allows access to anly one
type of report.

' Admin Level - Create ' Admin Level . Approwve = Admin Level - Inguiny
© AND . Create © AND . Approve
T Command Career Counseler © DeptDiv Career Counselor

Special Calegories

T HAMASSO.FAM & W Repoits Administraton 7
™ Awhorized 1o Release Pay Related Transactions? [T Access to PRA Sensithve Records?

ERM Application(s) Access List
Select Al DeSalact All
utl

Cyustemize | Eind | View Al | & First 215008 .= Last

CIMS Inguire
CIMS Reports
ESR - General Inguiry

Repars Manager

User Release Information

Web AdHoc Access

[ Access to Web AdHoc? Web AdHoc NC Bccess

Figure 3-19-SAAR Account Inquiry
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3.11 CIMS Inquiry Account Creation

A. GENERAL ATTRIBUTES — This section is described in Section 3.4 to 3.6 of this

guide and is identical to that section. A list of the fields is provided below:

EMPLID

NAME

DEPARTMENT

JUSTIFICATION BUTTON

RANK/RATE

ACCOUNT TYPE

EMAIL ADDRESS - (Required) User Email address.

NOTE: All email sent to the user in reference to their account is sent to this address.
NOTE: Email address must be a .mil or .gov address.

TELEPHONE - Users telephone number. This telephone number may be used by the
help desk or FAM in order to assist the user with any issues pertaining to the account.

B. CIMS USER - Inquiry accounts do NOT require a check be placed in this box to create
a CCC or DDCC account type.

NOTE: This block is left empty for Inquiry accounts.

1.

COMMAND/FLEET USERS - (Required) Highlight this option to gain access to
personnel identified in the Department block in section Q.

ADMIN LEVEL-INQUIRY - (Required) Highlight this option to gain access to the
Inquiry sections of NSIPS.

REPORTS ADMINISTRATOR - Placing a checkbox here will grant access to
manage reports created by the user.

ERM APPLICATION(S) CIMS INQUIRE - (Required) Placing a check in this
box identifies the user as having access to the CIMS Inquire menu for personnel
identified in the Department block in section Q

ERM APPLICATION(S) CIMS REPORTS - (Required) Placing a check in this
box identifies the user as having access to the CIMS Reports menu and grants the ability
to generate reports for the UIC identified in the Department block in section Q

ERM APPLICATION(S) ESR- GENERAL INQUIRY - (Required) Placing a
check in this box identifies the user as having access to the ESR inquiry menu for
personnel identified in the Department block in section Q.

ERM APPLICATION(S) REPORTS MANAGER - (Required) Placing a check in

this box identifies the user as having access to the Reports Manager menu and grants
the user the ability to save and delete reports for use by the user.
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4. NAVIGATION AND FEATURES

This section will discuss the Navigation of the CIMS and the ESR. Of special interest will be the
differences in the menu based upon the access role the user holds, whether it be CCC, DDCC, or
the Inquire roles. Below you will see the Main Navigation menu displayed on the left hand side
of the page with an expanded view of each menu item displayed to the right of the main menu.
Please note that menu items restricted to CCC role users are inside a blue box identified by
the 4+ symbol and are not available to DDCC or Inquire only role users. Menu items
available to Inquire Only users are identified by this (f) symbol.
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NAVIGATION USE AND INQUIRE
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4.1

Navigation USE

. USE - This menu item allows the user to access Career Development Boards, Career

Decisions, Correspondence Tracking, Sponsor Assignment, Rating Conversion, and
USMAP Information for the Command Career Counselor (CCC) and
Department/Division Career Counselor (DDCC) role users.

NOTE: DDCC role users will have access only to those records which have been
assigned to them by their CCC.

. The following menu items under the USE section, Dept/Div/Shop/Duty mass Setup,

Member Dept/Div/Duty Setup, Individual Department/Division Assignments, Career
Development Team Management, and Mass Career Development Team Assignment are
available only to Command Career Counselors (CCC) role users.

NOTE: CCC role users will have access to all records within the UICs they have been
assigned as CCC.

NOTE: The Dept/Div/Shop menu items and their usage are discussed in the CLA
Users Guide and will not be discussed in this Guide. For instructions on the
usage of these features please visit https://wwwa.nko.navy.mil/portal/home,
Login with your CAC, navigate to Public Communities>NSIPS and download
the Command Leave Users Guide.

. INQUIRE - This menu item allows the user to view Career Development Boards, Career

Decisions, Correspondence Tracking, Sponsor Assignment, Rating Conversion, and
USMAP Information and is accessible to all role users. This CIMS Access List is
available to CCC roles and CIMS FAM Users only.

NOTE: Inquire role users have access to all records within the UICs they have been
assigned access.
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NAVIGATION ESR USE & SETUP
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4.2 Navigation ESR Use & Setup

2. ELECTRONIC SERVICE RECORD - USE - This menu item grants Career Counselors
access to Administrative Remarks and Course Data.

3. Electronic Service Record — Setup - This menu item grants Career Counselors access to
Administrative Remarks and allows Career Counselors to create Page 13 Administrative
Remarks.

NOTE: Viewable records are limited to the UICs a user has been granted access to
and is only available to CCCs.
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NAVIGATION CALCULATORS AND VERIFY
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4.3

Navigation Calculators And Verify

C. CALCULATORS - This menu item grants access to the Command Career Counselor
(CCC) and Department/Division Career Counselor (DDCC) role users to access the
Retirement Calculator, Selective Reenlistment Bonus, and Survivor Benefit Plan.

NOTE: Inquire role users do NOT have access to this menu item.

D. VERIFY - This menu item grants access to the Command Career Counselor (CCC) role
user to access the Career Development verification process.

NOTE: This menu option is used by the CCC to verify entries made by DDCC role
users from the USE menu.

NOTE: No other user types have access to the Career Development verification
process.
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NAVIGATION CERTIFICATES & FORMS
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4.4

Navigation Certificates

. CERTIFICATES - This menu item grants access to the Command Career Counselor

(CCC) and Department/Division Career Counselor (DDCC) role users to access the
following certificates: Reenlistment, Reenlistment (to Wife), Reenlistment (to Husband),
Honorable Discharge, Fleet Reserve, Retirement (to Wife), Retirement (to Husband),
Parent of Female Retiree, Parent of Male Retiree, Child of Female Retiree, Child of Male
Retiree.

NOTE: Inquire role users do NOT have access to this menu item.

. FORMS - This menu item grants access to the Command Career Counselor (CCC) and

Department/Division Career Counselor (DDCC) role users to access the following
Forms: CDB Minutes, Individual Career Development Plan (E1-E9).

NOTE: Inquire role users do NOT have access to this menu item.

NOTE: CCC and DDCC role users will have access only to those UICs or records to
which they have been assigned.
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NAVIGATION REPORTS & LIST
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4.5

Navigation Reports And Lists

. REPORTS - This menu item grants access to the Command Career Counselor (CCC) and

Department/Division Career Counselor (DDCC) and Inquire only role users to access the
Command Demographics, Periodic Retention, and Transition Assistance Program
Reports.

NOTE: Users are only allowed to produce reports for the UICs they have been granted
access.
NOTE: Inquire role users do NOT have access to this menu item.

NOTE: Since Reports are incorporated the Lists section of CIMS, Reports are not
discussed in this document.

. LISTS — This menu item grants access to ALL role users to access the Advancement

Information, Losses, Personnel Information, Sponsor Coordinator and Unit Tracking List
Reports.

NOTE: Users are only allowed to produce List reports for the UICs they have been
granted access.

NOTE: The Gains list has been removed from the lists section and functionality
incorporated into the Sponsor Coordinator Lists.
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NAVIGATION ESR INQUIRE
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4.6 Navigation ESR Inquire

I. ELECTRONIC SERVICE RECORD - INQUIRE - This menu item grants access to role
users to access the Electronic Service Record of members assigned to UICs the user has
access to.

NOTE: Users are only allowed to produce reports for the UICs they have been granted
access.
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NAVIGATION ICONS
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4.7

Navigation Icons

SPELL CHECK - This feature is used on CDBs for the sections where users may add
comments and may be used to check the spelling of the contents of that field only.

2. LOOK UP - This button may be used to view a list of valid values for that specific field.

10.

11.

12.

13.

14.

15.

DROP-DOWN BOX — This button is used to view a list of valid entries for that specific
field.

EXPAND - This button is used to expand a specific section so that data may be
entered/viewed.

ALTERNATE EXPAND - This button is used to expand a specific section so that data
may be entered/viewed.

COLLAPSE - This button is used to collapse a specific section once data has been
entered/viewed.

ALTERNATE COLLAPSE - This button is used to collapse a specific section once
data has been entered/viewed.

CALENDAR - This button is used to view a calendar from which a date may be
selected. Once a date is selected it is automatically entered into the corresponding field.

ADD A ROW - This button is used to add another row/record of data for the specific
member being viewed.

DELETE A ROW - This button is used to remove a row/record of data for the specific
member being viewed.

COLUMN DISPLAY - When fields cross more than one tab this button may be used to
view all of the fields on one page.

SELECT ALL - When more than one option from a list may be select this button may
be used to select all of the options available.

DE-SELECT ALL —When one or more options have been selected from a list this
button may be used to clear all of the selected options.

Deassign — This button is used to Deassign Career Counselors from their current
assignments.

Contact Information — Use this button to view Contact information for Gains or Losses
from their respective Listings.
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NAVIGATION PAGE FEATURE BAR AND PAGE BUTTONS
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4.8

16.

17.

18.

19.

20.

21.
22.
23.

24.

Navigation Page Feature Bar And Page Buttons

CUSTOMIZE - Use this link to change the sort order, hide columns or move column
order of appearance.

FIND — Use this link to locate the first occurrence of the desired search string. Using this
feature will remove from the list all rows that appear before the first instance of the
search string but will continue to display everything that occurs following it.

VIEW ALL - This link allows users to display all found records up to 100 records. This
link will be displayed as VIEW 100 if more than 100 records are located.

DOWNLOAD - The download button allows users to download data to an Excel
spreadsheet. Use of this feature will download column heading and data only and will
not display the search criteria or the name of the list report generated.

NOTE: If you get an error message when using the Download button it may be
necessary to verify the setting on your Internet Explorer browser. Verify the
settings by:

- Opening Internet Explorer — Click on the Tools Menu then Click Internet
Options
- In the Internet Options window click on the Advanced Tab

- Scroll down to the bottom of the options list and look for the option “Do
Not Save Encrypted Pages To Disk”

- Ifitis checked, uncheck it then click the Apply button

- Close all Internet Explorer windows and start Internet Explorer again. If
still experiencing issues you will need to contact NSIPS Tech Support.

LIST NAVIGATION - Users may navigate through the list report by using the Arrow
buttons to move one page at a time forward or backward and using the FIRST link will
navigate to the first page of the report while the LAST link will navigate to the last page
of the report. Numbers displayed notify the user which records are currently being
displayed out of the total number of records found e.g., 1-5 of 13 means that 13 records
were found but only records 1-5 are being displayed.

SAVE - The SAVE button is used to save data entered on the current page.
RETURN TO SEARCH - This button is used to return to the Search Criteria page.

PREVIOUS IN LIST - This button is used to navigate through a series of records that
were located during a search on the Search Criteria page and will retrieve the record
previous to the one currently being viewed.

NEXT IN LIST - This button is used to navigate through a series of records that were
located during a search on the Search Criteria page and will retrieve the record
immediately following the one currently being viewed.
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NAVIGATION RECORD SEARCH PAGE
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4.9

25.

Navigation Record Search Page

FIND AN EXISTING VALUE - This is the Search Criteria portion of CIMS and may
be used to find a specific record or a series of records that are within the specified ranges
that are entered. It is not necessary to enter information into each field but you are
required to enter a minimum of 3 digits/characters into the fields you wish to use for your
search. Within this page you have several options available to you by using the Drop
Down Boxes next to each field. Some of these options include searching between a range
of data, searching for data greater than, less than, or equal to the information entered into
the field.

NOTE: The more fields that are used in the search the more restricted the search
becomes, which may result in none or a small number of records matching the
search criteria.

A. EMPLID - Enter a full or partial SSN in this field.

NOTE: Searches will only retrieve records that you have been given access to within
the UICs that you have access.

B. NAME - Enter a full or partial Name in the following format: Last Name,First Name.

NOTE: Searches will only retrieve records that you have been given access to within
the UICs that you have access.

C. UIC - Enter a full or partial UIC in this field.

NOTE: Searches will only retrieve records that you have been given access to within
the UICs that you have access.
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Career Development Team Management

ssi: [N © o GG © RankRate M@ current Dsc: 100§

Career Counselor Info

Look Up Dept/Div

Departllm:l begins with 'I [

Look Up Clear Cancel  Basic Lookyp

Search Results

View 100 First [4] 18018 3] Lasi
Department Repartment Degscription
ADMN ADMINISTRATION

ARD AL RETAIL OUTLET
EXEC EXECUTIVE

MAIN MAINTEMANCE
MED MEDICAL

QPS OPERATIONS

SAFE BAFETY

TRNG TRAINING

Figure 5-1-CC Assign Page
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S. CAREER DEVELOPMENT TEAM MANAGEMENT

1.

SSN - Social Security Number of the member the Career Decision is being assigned
(Corporate data).

Name — Full Last Name,First Name, and Middle Name of the member (Corporate
data).

Rank/Rate — Rate/Rank the member is currently being paid (Corporate data).
Current DSC - Current Duty Status Code of the member (Corporate data).

Assigned Date — Date the member was assigned as Departmental or Divisional
Career Counselor.

UIC - Unit Identification Code the assigned career counselor is assigned to.

NOTE: If the career counselor will be acting as career counselor for a department
or division of another command, that command’s UIC should be entered
here.

Description — Name of the Command associated with the UIC entered in that field.

Assignment Indicator — The Assignment Indicator identifies the Member as either a
Departmental or Divisional career counselor or the Leading Chief Petty Officer.

Dept/Div — This field identifies the Department or the Division for which the
LCPO/career counselor is responsible. This field is limited to valid
Departments/Divisions as setup by the Command leave Administrator. Valid
Departments/Divisions are located and selected by using the Lookup button.

Deassigned Date — When a career counselor is removed from their responsibilities as
a career counselor, the date of occurrence is entered in this field and saved.

NOTE: Saving a date in this field does NOT remove access to all records
associated with the related Department or Division displayed on the row
unless it is the last (only) remaining assignment. De-assignment of a
Career Counselor on this page does NOT revoke the member's access to
CIMS. To revoke access to CIMS an update to the members SAAR is
required.

NOTE: DDCCs/LCPOs are only able to access specific records assigned by the
Command Career Counselor. CCCs assign records through the Individual
Dept/Div Assign page discussed in chapter six of this guide or the Mass
Career Development Team Assign page discussed in chapter seven of this
guide.
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Section Six — Individual Department/Division Assign Page
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6. INDIVIDUAL DEPT/DIV ASSIGN PAGE

This page is used to assign designated Departmental and/or Divisional Career Counselors to a
member. This component can also be used to update or change an assigned DDCC.

Jr‘ CIMS Indd DeptDiv

| SSN: _ MHame: _ Ran lk-Rme-:- Current DSC: g |
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Figure 6-1-Indiv Dept/Div Assign Page
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6.1 Individual Dept/Div Assign Page

1. Dept Career Counselor EmplID — The SSN of the Department Career Counselor
assigned.
NOTE: Only those personnel that have been designated as Departmental Career
Counselors under the Use > Career Counselor Manage Assign menu can
be selected.

NOTE: Career Counselor Manage Assign is discussed in Section 5.

2. Div Career Counselor EmplID — The SSN of the Division Career Counselor assigned.

NOTE: Only those personnel that have been designated as Divisional Career
Counselors under the Use > Career Counselor Manage Assign menu can
be selected.

NOTE: Career Counselor Manage Assign is discussed in Section 5.
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Section Seven — Mass Career Development Team Assign
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7. MASS CAREER DEVELOPMENT TEAMS ASSIGN

The Mass Department CC Assign component allows personnel with CIMS CCC access to assign
multiple personnel to designated Department/Division Career Counselors. This listing allows
Command Career Counselors to assign members to Departments/Divisions and assign
Department/Division Career Counselors to members of the selected UIC's:

1
* Active " Reserve
Dept: 0 a [ Personnel without Department Career Counselors
Div: e 9 " Personnel without Division Career Counselors
Development Team Member: @
-
Select uic
r e
O I
e I —
r @ [
r e
= I
r ...,y
r A
r |
© Frocess Request

Figure 7-1-Mass CDT Criteria Page
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7.1 Mass Career Development Team Assign

1. Active/Reserve List — Select which type of list you wish to run, Active or Reserve.
Command that contain members of both Active and Reserve will require separate
listings.

2. Dept — When searching for members currently assigned to a specific Department enter
the desired Department and only those members will appear in the listing.

NOTE: Itis possible to run listings for specific Departments and Divisions
simultaneously.

3. Div —When searching for members currently assigned to a specific Division enter the
desired Division and only those members will appear in the listing.

NOTE: Itis possible to run listings for specific Departments and Divisions
simultaneously.

4. Personnel without Department Career Counselors — Checking this box will filter all
personnel that currently have an assigned a Department Career Counselor and display
only those who do not have one assigned to them.

NOTE: Itis possible to combine any of these criteria to generate specific types of
listing and limit the number of personnel displayed on the report.

5. Personnel without Division Career Counselors — Checking this box will filter all
personnel that currently have an assigned a Division Career Counselor and display only
those who do not have one assigned to them.

6. Development Team Member — Allows the selection of a specific Career Development
Team member using the Lookup Button. Using the filter will only retrieve personnel
currently assigned to the specific CDT member.

NOTE: Itis possible to combine any of these criteria to generate specific types of
listings and limit the number of personnel displayed on the report.

7. UIC Selection — Selection of UICs in this section follow the same rules as all other
listings within CIMS. For further explanation of multiple UIC Selection please see
Chapter 18.

8. Process Request — After making all criteria selection click this button to generate the List
Report.
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7.2 Mass Career Development Team Assign (Process List Tab)
7.2.1 The Mass Career Development Team Process List

The Mass Career Development Team List displays all enlisted personnel assigned to the selected
UICs that meet the conditions chosen on the Mass CDT Assign Criteria tab.
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Active Mass Career Development Team Assign
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Figure 7-2-Mass CDT Process List Tab
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7.2.2

Mass CDT Process List
UIC - Displays the members Unit Identification Code
Rate/Rank — Displays the members current Rate/Rank

Name — Displays the members name and changes color to GREEN when changes are
made to any information for the member.

Dept — Displays the members currently assigned Department if one exists. Changing a
members assigned Dept/Div are made using Member Dept/Div/Duty Setup or
Dept/Div/Shop/Duty Mass Setup discussed in Chapters XX and XX respectively.

A. Div - Displays the members currently assigned Division if one exists. Changing a
members assigned Dept/Div are made using Member Dept/Div/Duty Setup or
Dept/Div/Shop/Duty Mass Setup discussed in Chapters XX and XX respectively.

B. Dept/Div are not displayed on the Leading Chief Tab

Department Career Counselor — Displays the members currently assigned CC if one
exists. Make changes by typing a partial name in the field. If no CC is found matching
the partial name then a CC should be selected using the Lookup button to the right of the
field.

A. Division Career Counselor — Displays the members currently assigned CC if one
exists. Make changes by typing a partial name in the field. If no CC is found
matching the partial name then a CC should be selected using the Lookup button to
the right of the field.

B. Leading Chief — Displays the members currently assigned LCPO if one exists. Make
changes by typing a partial name in the field. If no LCPO is found matching the
partial name then a LCPO should be selected using the Lookup button to the right of
the field.

Alternate Department Career Counselor — Displays the members currently assigned CC if
one exists. Make changes by typing a partial name in the field. If no CC is found
matching the partial name then a CC should be selected using the Lookup button to the
right of the field.

A. Alternate Division Career Counselor — Displays the members currently assigned CC
if one exists. Make changes by typing a partial name in the field. If no CC is found
matching the partial name then a CC should be selected using the Lookup button to
the right of the field.

B. Alternate Leading Chief — Displays the members currently assigned LCPO if one
exists. Make changes by typing a partial name in the field. If no LCPO is found
matching the partial name then a LCPO should be selected using the Lookup button
to the right of the field.

Lookup Buttons — Filter the lookup box using one of the three search criteria at the top of
the box or by double clicking on one of the column headings.
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NOTE: Since the Lookup list retrieves all Career Counselors/LCPOs assigned to all of
the UICs that the CCC has access to, some lookup lists will require further
filtering to be useable.
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Section Eight — Career Development Boards
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8. CAREER DEVELOPMENT BOARD E1-E6

Career Development CDB Data
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Figure 8-1-CDB Corporate Data Section
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8.1

E I

e

Career Development Board E1-E6 (Active Duty)

Rate/Rank — Rate/Rank level the member is currently being paid. (Corporate data.)
Name — Displays the members name.
Current DSC - Current Duty Status Code. (Corporate data.)

ADSD - Current Active Duty Service Date is only displayed for Active Duty personnel.
(Corporate data.)

PRD - Current Projected Rotation Date. (Corporate data.)

6. EAOS - Current Expiration of Active Obligated Service is only displayed for Active

10.
11.
12.

13.

14.

Duty personnel. (Corporate data.)

EOS - Current Contract Expiration Date is only displayed for Reserve personnel.
(Corporate data.)

Soft EAOS - Current Soft Expiration of Active Obligated Service is only displayed for
Active Duty personnel. (Corporate data.)

CREO/ECMO - Displays the current Career/Reenlistment Objectives code for active
duty personnel or the current Enlisted Career Management Objective code for Reserve
personnel. The CREO/ECMO is re-calculated each time the CDB page is opened based
on the current NAVADMIN.

PEBD - Pay Entry Base Date. (Corporate data.)
DIEMS - Date of Initial Entry into Military Service. (Corporate data)

DIERF - Date of Initial Entry into Reserve Forces is only displayed for Reserve
personnel. (Corporate data.)

UIC - Unit Identification Code and the short title of the unit to which currently assigned.
(Corporate data.)

Warfare Qual — The current Enlisted Warfare Designator qualified for. (Corporate
data.)
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8.2 Career Development Board E1-E6 (Active Duty) (Cont.)

Career Development CDB Data

RankRate: I € name: € Current DSC: 200 )
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Figure 8-2-CDB Sponsor Info Section
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8.2.1

15.

16.

17.

18.

19.

20.

21.

22.

23.

24.

25.

Career Development Board E1-E6 (Active Duty) (Cont.)

DEPT — The Department to which currently assigned. The Department is updated each
time the CDB page is opened. (Corporate data)

Dept Career Counselor Assigned — The Rate/Rank and name of the Department Career
Counselor that the member is currently assigned to. This assignment is made from either
the CIMS Individual Dept/Div Assign (Section 6) or Mass Department CC Assign menu
(Section 7), and is updated each time the CDB page is opened.

DIV — The Division to which currently assigned. The Division is updated each time the
CDB page is opened. (Corporate data)

Div Career Counselor Assigned — The Rate/Rank and name of the Division Career
Counselor currently that the member is currently assigned to. This assignment is made
from either the CIMS Individual Dept/Div Assign (Section 6) or Mass Department CC
Assign menu (Section 7), and is updated each time the CDB page is opened.

Temporary Rate Indicator — This checkbox is used to indicate that a Reserve member
is in a Temporary Rate and the Career Counselor wished to track the member.

Start Date/Complete Date — Enter the Reserve member’s Start Date and when complete
enter the Complete Date in these boxes.

PACT - This data only appears if the individual is a PACT member and identifies the
program enlisted for.

NOTE: PACT members require an additional CDB at 18 months which will be
displayed in the Board Tracking section.

Sponsor — The Rate/Rank and name of the sponsor assigned by the Ultimate Duty
Station.

NOTE: This block only appears when a person has been issued Permanent Change of
Station (PCS) orders and has been assigned a sponsor at the Ultimate Duty
Station (UDS). Once a sponsor is assigned, this block will continue to appear
until either the sponsor is de-assigned by the UDS or the member reports
onboard the UDS. In the event a PCS order is cancelled, the original UDS
must de-assign the sponsor. When the PCS order is modified to reflect a new
UDS, the sponsor may either be de-assigned by the original UDS or; will
update with new sponsor information when assigned by the new UDS.

NOTE: Only Active Duty personnel are assigned as sponsors for Active Duty
personnel prospective gains, and only Reserve personnel are assigned as
sponsors for Reserve prospective gains.

Phone — The primary contact phone number of the sponsor assigned. This is entered by
the person making the sponsor assignment and is required.

Email — The Email address of the sponsor assigned. This is entered by the person
making the sponsor assignment and may be left blank.

Alt Phone — The secondary contact phone number of the sponsor assigned. This is
entered by the person making the sponsor assignment and is required.
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8.2.2 Career Development Board E1-E6 (Active Duty) (Cont.)
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Figure 8-3—-CDB Plan Tracking Section ptl
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8.2.3

26.

27.

28.

29.

30.

gis

32.

33.

34.

ee),

36.

37.

Career Development Board E1-E6 (Active Duty) (Cont.)

Reporting Required Date — Date the reporting CDB is due. This date is calculated by
adding 30 days to the date the member reported onboard the command for duty.

Reporting Completion Date — Date the Reporting CDB was completed. This date will
automatically populate from the CDB interview date when a "Reporting" type CDB is
verified by the Command Career Counselor.

6 Month Required Date — Date the 6 Month CDB is due. This date is calculated by
adding 6 months to the date the member reported onboard the command for duty.

6 Month Completion Date — Date the 6 Month CDB was completed. This date will
automatically populate from the CDB interview date when a "6 Month" type CDB is
verified by the Command Career Counselor.

NOTE: Since Reserve personnel do not require a 6 Month CDB, this row will not
appear for Reserve personnel.

12 Month Required Date — Date the 12 Month CDB is due. This date is calculated by
adding 12 months to the date the member reported onboard the command for duty.

12 Month Completion Date — Date the 12 Month CDB was completed. This date will
automatically populate from the CDB interview date when a "12 Month" type CDB is
verified by the Command Career Counselor.

18 Month Required Date — Date the 18 Month CDB is due. This date is calculated by
adding 18 months to the date the member reported onboard the command for duty.

18 Month Completion Date — Date the 18 Month CDB was completed. This date will
automatically populate from the CDB interview date when a 18 Month" type CDB is
verified by the Command Career Counselor

NOTE: This CDB type is only required for PACT members and will not appear if the
member is NOT a PACT member.

NOTE: This CDB type does not appear if a PACT Decision code is recorded
indicating completion of the PACT Program requirements.

24 Month Required Date — Date the 24 Month CDB is due. This date is calculated by
adding 24 months to the date the member reported onboard the command for duty.

24 Month Completion Date — Date the 24 Month CDB was completed. This date will
automatically populate from the CDB interview date when a "24 Month" type CDB is
verified by the Command Career Counselor.

36 Month Required Date — Date the 36 Month CDB is due. This date is calculated by
adding 24 months to the date the member reported onboard the command for duty.

36 Month Completion Date — Date the 36 Month CDB was completed. This date will
automatically populate from the CDB interview date when a 36 Month" type CDB is
verified by the Command Career Counselor.
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Career Development Board E1-E6 (Active Duty) (Cont.)

Career Development CDB Data
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Figure 8-4-CDB Plan Tracking Section pt2
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8.2.4

38.

39.

40.

41.

42.

43.

44,

45.

Career Development Board E1-E6 (Active Duty) (Cont.)

48 Month Required Date — Date the 48 Month CDB is due. This date is calculated by
adding 48 months to the date the member reported onboard the command for duty.

48 Month Completion Date — Date the 48 Month CDB was completed. This date will
automatically populate from the CDB interview date when a "48 Month" type CDB is
verified by the Command Career Counselor.

60 Month Required Date — Date the 60 Month CDB is due. This date is calculated by
adding 60 months to the date the member reported onboard the command for duty.

60 Month Completion Date — Date the 60 Month CDB was completed. This date will
automatically populate from the CDB interview date when a "60 Month" type CDB is
verified by the Command Career Counselor.

Other Required Date — Date that an "Other" type CDB is scheduled to be completed.
An "Other" type CDB is considered to be any CDB other than a "TRF/SEP" or regularly
scheduled type (e.g., Advancement, Special Program, etc.). The Command Career
Counselor may schedule an "Other" type CDB but only on the CDB Verify page. Once
scheduled, this CDB will appear on the CDB Notification Listing until the scheduled date
is changed or an "Other" type CDB is verified. Once an "Other" Type CDB is verified by
the Command Career Counselor, the scheduled date is reset to blank, allowing another to
be scheduled.

Annual Required Date — Reserve personnel are required to have an Annual CDB
completed even beyond the 60 month. Use this dropdown to select a desired annual CDB
and view the Required date.

Completed Annual CDBs Button — Use of this button will display a box containing the
completed annual CDBs for the member in addition to the date each CDB was
completed.

TRF/SEP Required Date — Date that a Transfer or Separation CDB is scheduled to be
completed. The Command Career Counselor, Department or Division Career Counselor
may enter a date to schedule a Transfer or Separation CDB. Once scheduled, this CDB
will appear on the CDB Notification Listing until the scheduled date is changed or a
"TRF/SEP" type CDB is verified. Once a "TRF/SEP" Type CDB is verified by the
Command Career Counselor, the scheduled date is reset to blank, allowing another to be
scheduled.
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Career Development Board E1-E6 (Active Duty) (Cont.)

Career Development CDB Data
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Figure 8-5-CDB Additional Boards and Career Development
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8.2.5
46

47

48.

49.

50.

51.

Career Development Board E1-E6 (Active Duty) (Cont.)

Additional Boards Conducted — Displays a list of Other CDBs not regularly scheduled
with the type and quantity completed.

Sponsor Training Date — The most current completion of Sponsor Training. Field also
allows entry of more recent training. Data entered into this field will not be recorded in
the same manner as on the Course Data menu and will not be displayed in the members
ESR as a completed course but will display on all CIMS reports where this data would
normally be displayed.

CDTC Completion Date — Displays the most current completion date of the Career
Development Training Course. Field also allows entry of more recent training
completion dates. Data entered into this field will not be recorded in the same manner as
on the Course Data menu and will not be displayed in the members ESR as a completed
course but will display on all CIMS reports where this data would normally be displayed.

NOTE: Course completion dates entered on the CDB page are not corporate data and
not displayed on ESR pages.

FTSW/RASW Completion Date — The most current completion date of the Success
Workshop course. Field also allows entry of more recent training completion dates. Data
entered into this field will not be recorded in the same manner as on the Course Data
menu and will not be displayed in the members ESR as a completed course but will
display on all CIMS reports where this data would normally be displayed.

NOTE: Course completion dates entered on the CDB page are not corporate data and
not displayed on ESR pages.

Advancement Statistics Link — Hyperlink to the Naval Education and Training
Professional Development and Technology Center (NETPDTC) advancement statistics
web site.

Course Data Link — Hyperlink to the NSIPS Course Data entry page.
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8.3 Career Development Board Data E1-E6
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Figure 8-6-CDB Data ptl
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Career Development Board Data E1-E6

1.

CDB Type — (Required) A CDB Type is required CDB Comments Type Description
to be selected from the following list: : gionin

NOTE: The first CDB created will always, by
default, be a "Reporting™ type CDB
that cannot be changed.

T lHImo|0 i@

===

A. Annual Indicator — Select the appropriate value
for the CDB being conducted. This value must
match the value selected on the Career N
Development Tab and is only available for
Reserve CDB’s (* Resexrve pessomel donot have a § MonthCDB requireraent)

=i

Figure 8-7-CDB Data — Sample Messages

CDB Type 2 — Selected from the menu displayed in Figure 8-7. When the CDB type
selected above also serves to complete an additional purpose the additional type is
selected here. CDB Type 2 cannot be selected unless a primary type is selected.

CDB Type 3 — Serves the same purpose as CDB Type 2 except a type 3 cannot be
selected unless a Type 2 is also selected.

CDB Type 4 — Serves the same purpose as CDB Type 2 & 3 above except a type 4
cannot be selected unless a Type 2 & 3 are also selected.

DEPT - The Department to which currently assigned. The Department is updated each
time the CDB page is opened. (Corporate data.)

DIV — The Division to which currently assigned. The Division is updated each time the
CDB page is opened. (Corporate data.)
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Career Development Board Data E1-E6

Career Development Comments
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Yes No =ing
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continue with the RankRate selected,

Figure 8-8—CDB Data — Sample Messages
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Career Development Board Data E1-E6

7.

10.

CDB Interview Date — (Required) The date the CDB was conducted is required to be
entered in this field. Scheduled CDBs may be completed in any order once a Reporting
CDB has been verified at the current command. (i.e., a 12 month CDB may be done even
though a 6 Month CDB has not been completed however; the interview date for the 12
Month CDB must be greater than the 6 month required date, and less than the 24 month
required date.).

A. Once this date has been entered and the career counselor Tabs out of this field, they
will be given the option to load all data from the previous CDB into the current CDB
(with the exception of the CDB Comments). When a scheduled CDB is verified by
the Command Career Counselor, this date will appear as the Completion Date on the
CDB page.

NOTE: Data for "Reporting™ type CDBs will not be brought forward from previous
commands. All data entered on a "Reporting” CDB must be initially verified
by the career counselor at the member's new command.

CDB Interview Rank/Rate — (Required) The Rank/Rate of the individual that the CDB is
being conducted on is required to be entered in this field. Counselors may select a
Rank/Rate other than the individuals current Rank/Rate to allow for special
circumstances; such as CDBs that are done on personnel that are striking for a rating or
frocked.

B. If an Active Duty member has been selected but not advanced, CIMS will generate a
message to notify the career counselor that this condition exists.

C. Additionally, if the Rate/Rank selected is not the same as the member's current
Rate/Rank, the career counselor will also be warned of this condition.

NOTE: Because the details of a CDB are dependent on the grade level associated with
the Rank/Rate entered, the CDB sections will only appear after a Rank/Rate
has been selected.

Report Date — The report date to the current command (Corporate data).
Status — Indicates the current status of a Career Development Board:

A. Pending — A CDB has been started, but is not fully complete. Once a "Pending"
CDB is created, and information from the previous CDB is loaded and saved, an
Individual Career Development Plan (ICDP) form may be created to assist board
members with the actual CDB.

B. Completed — The CDB has actually been conducted, and the information updated.
Indicates that the CDB is now ready to be verified by the CCC.

C. Verify — Available from the CIMS Verify menu for CCC access ONLY! CCC’s may
view all CDBs that are in a Complete status, and verify those that are ready for
inclusion as a part of the permanent record. Verified CDBs cannot be updated.

8-15 Revision 3



CIMS Users Guide September 2012

Career Development Board Data E1-E6 (Cont.)
Advancement/Education/Qualifications Section (CDB Data Tab)

Contains entry points and information related to Advancement, Education and Qualifications.

_ ADVANCEMENT/EDUCATION/QUALIFICATIONS

Projected Advancement Date E5: o E6: ET7:

Advancement Date £4: @ Leadership Training Continuum E5:| €} £l

Total Times Exam Taken:e Total Exam Failsze Total Exam PNA's:@ Total Times Board Eligiblezo
BMR Target Date: 9 ) BMR Completed: |@) ]

Highest Education Level: @@High School Diploma USMAP Enroliment Date: {§§02/2012

TSP Brief Date: IQ By

Warfare Qual Working Toward: W Start Date: @ ) Target Date: @ £l

Figure 8-9-CDB Advancement ptl
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Career Development Board Data E1-E6 (Cont.)

8.3.1

1.

Advancement/Education/Qualifications Section (CDB Data Tab)

Projected Advancement Date — The projected minimum Time in Rate date that the
individual will be eligible for advancement. Dates will only appear when the CDB
Interview Rank/Rate is the same as the individual's current Rank/Rate. Projected
Advancement Dates are calculated based on the individual's current Time in Rate.

Advancement Date — Current Date of Rank (DOR) for personnel in grades E2 and
above. (Corporate data)

Leadership Training Continuum (LTC) — Allows career counselors to enter the
completion date for the LTC level associated with the individual's current Rank/Rate.
This field will only be available when the paygrade associated with the Interview
Rank/Rate entered is E5 — EB6.

Total Times Exam Taken — Indicates the total number of times that the advancement
exam was taken at the grade level associated with the CDB Interview Rank/Rate entered.
This field will only be viewable when the paygrade associated with the Interview
Rank/Rate entered is E3 - E6.

NOTE: The Exam information displayed begins 01 January 2005 and forward, any
exams taken before this date will not be displayed. (Corporate data)

Total Exam Fails — Indicates the total number of times that the advancement exam was
failed at the grade level associated with the CDB Interview Rank/Rate entered. This field
will only be viewable when the paygrade associated with the Interview Rank/Rate
entered is E3 - E6.

NOTE: The Exam information displayed begins 01 January 2005 and forward, any
exams taken before this date will not be displayed. (Corporate data)

Total Exam PNAs — Indicates the total number of times that the advancement exam was
Passed, Not Advanced (PNA) at the grade level associated with the CDB Interview
Rank/Rate entered. This field will only be viewable when the paygrade associated with
the Interview Rank/Rate entered is E3 - EbS.

NOTE: The Exam information displayed begins 01 January 2005 and forward, any
exams taken before this date will not be displayed. (Corporate data)

Total Times Board Eligible — Indicates the total number of times promotion board
eligible at the grade level associated with the CDB Interview Rank/Rate entered. This
field will only be viewable when the paygrade associated with the Interview Rank/Rate
entered is E6 - E8.

NOTE: The Exam information displayed begins 01 January 2005 and forward, any
exams taken before this date will not be displayed. (Corporate data)
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Advancement/Education/Qualifications Section (CDB Data Tab) E1-E6

_ ADVANCEMENT/EDUCATION/QUALIFICATIONS

Projected Advancement Date E5: o E6: ET:

Advancement Date £4: @ Leadership Training Continuum E5: € ]

Total Times Exam Taken:e Total Exam Fails:e Total Exam PNA's:@ Total Times Board Eligible:g
BMR Target Date: Q@ & BMR Completed: (@ [

Highest Education Level: @-Iigh School Diploma USMAP Enroliment Date: @212012

TSP Brief Date: |@ e

Warfare Qual Working Toward: W Start Date: [r By Target Date: [_r ]

Figure 8-10-CDB Advancement pt2
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Advancement/Education/Qualifications Section (CDB Data Tab)E1-E6

8.

10.

11.

12.

13.

14.

15.

BMR Target Date — Allows career counselors to enter the target date for completion of
the Basic Military Requirements rate training manual. This field will only be available
when the paygrade associated with the Interview Rank/Rate entered is E1 - E3.

BMR Completed — Allows career counselors to enter the Basic Military Requirements
rate training manual completion date. This field will only be available when the
paygrade associated with the Interview Rank/Rate entered is E1 - E3.

Highest Education Level — The code and description of the highest level of education
attained. (Corporate data)

USMAP Enrollment Date — Displays the date of enrollment in a USMAP course that
has not been completed. (Corporate data)

TSP Brief Date — Allows career counselors to enter the Thrift Savings Plan brief
completion date.

Warfare Qual Working Toward — Allows career counselors to enter the warfare
qualification an individual has elected to obtain.

Warfare Qual Start Date — Allows career counselors to enter the date an individual
starting working towards attaining warfare qualification entered.

Warfare Qual Target Date — Allows career counselors to enter the target date for
completion for the warfare qualification entered.
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Physical Fitness Program (CDB Data Tab)

Contains an entry point for personal goals and information related to Physical Fitness Program

participation.

GOOD HIGH
GOOD Loy
EXCELLEMT Ly

W
PRT DATA:
FaLL 2006 PARTICIPANT
SPRIMG 2006 PARTICIPANT
FaLL 2004 PARTICIPANT
SPRIMG 2005 TAD
Personal Goals Set: I

Figure 8-11-CDB - Physical Fitness Program
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Career Development Board Data E1-E6 (Cont.)

8.3.2 Physical Fitness Program (CDB Data Tab)

1. PRT Data - Displays the Physical Fitness Program cycles, Status and Overall Score
from the past 8 PRT cycles. (Corporate data)

2. Personal Goals Set — Allows career counselors to enter any PRT related personal goals.
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Career Management (CDB Data Tab)

Contains entry points and information related to Career Management.

' CAREER MANAGEMENT

Reenlistment Intent: |—°

PTS Last Review: @ status: €)
Special Program Package Submissions LDO: @)

Fleet RIDE Qual Date: () By
CMSID Application Submitted: 16 [39 Duty Preference Date: 6 [4

PCS Orders Received: € Welcome Aboard Package Received: {6 £

Figure 8-12-CDB - Career Management ptl
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Career Development Board Data E1-E6 (Cont.)

8.3.3

1.

Career Management (CDB Data Tab)

Reenlistment Intent — Allows career counselors to enter any comments or remarks
regarding Reenlistment Intentions.

PTS Last Review — Displays the Month and Year that a Perform To Serve package was
last reviewed. (Corporate data)

PTS Status — Displays the current status of a Perform To Serve package. This field will
only be available when the paygrade associated with the Interview Rank/Rate entered is
El - E5. (Corporate data)

Special Program Submissions (LDO) — Displays the date a Limited Duty Officer
package was submitted from the CIMS Correspondence Tracking component (Section
10).

Fleet RIDE Qual Date — Allows career counselors to enter the date that a Fleet RIDE
qualification was obtained.

CMSID Application Submitted — Allows career counselors to enter the date that a
Career Management System Interactive Detailing application was submitted.

Duty Preference Date — Allows career counselors to enter the date that a Duty
Preference was submitted.

PCS Orders Received — Allows career counselors to enter the date that Permanent
Change of Station orders were received.

Welcome Aboard Package Received — Allows career counselors to enter the date that a
Welcome Aboard package was received in connection with transfer orders.
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Career Development Board Data E1-E6 (Cont.)

Transition (CDB Data Tab)

Contains entry points and information related to Career Transitions.

DD2648 Signed: € TP Requested:[@ =] TAP Date: €) TAP Completed: @)
Fleet Reserve Application Date: e Approved Fleet Reserve Transfer Date: e

Figure 8-13—-CDB - Transition
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Career Development Board Data E1-E6 (Cont.)

8.3.4

1.

Transition (CDB Data Tab)

DD 2648 Signed — Displays the DD 2648 Date entered by the career counselor from the
CIMS Career Decision page when the Career Decision type is Fleet Reserve, Separation
or Retirement. This field will only be available when a CDB is conducted on Active
Duty personnel. DD 2648-1 Signed — Displays the DD 2648-1 Date entered by the career
counselor from the CIMS Career Decision page when the Career Decision type is
Separation or Retirement. This field display changes appropriately for Active and
Reserve CDB’s.

ITP Requested — Allows career counselors to enter whether or not an Individual
Transition Plan was requested.

TAP Date — Displays the scheduled TAP date as entered on the Career Decisions page.
The Career Decision page is discussed at length in Chapter 9 of this guide.

TAP Completed — Displays the TAP Actual date of completion from the Career
Decisions page. The Career Decision page is discussed at length in Chapter 9 of this
guide.

Fleet Reserve Application Date — Displays the Fleet Reserve application date entered by
the career counselor from the CIMS Career Decision page. (Corporate Data)

Approved Fleet Reserve Transfer Date — Displays the Fleet Reserve Plan Date entered
by the career counselor from the CIMS Career Decision page. (Corporate Data)

8-25 Revision 3



CIMS Users Guide

September 2012

Career Development Board Data E1-E6 (Cont.)

Goals & Comments Section

GOALS & COMMENTS
PACT Decision: o h(}%

Short Term Goals: 6

Long Term Goals:
Board Comments:

Max

RKR

1000 Characters ( 1000 remaining) |

View 100 First [4] 1-12 of 12 LalsfI

___). PACT Decision Description

AD Continuing in PACT prodgram

A School Application Submitted

Designated (Navy Wide Exarn)

Designated (Commanding Officer)

Declined A SchooliContinue at present DUSTA
Ineligible/Erroneous Enlistment Information
Ineligible/Physical Disgualification
Ineligiblef Psychological Disgualification
IneligiblesConduct Disgualification
Ineligible/Acedemic Disqualification
Ineligible/Security Clearance Disgualification
Ineligible/Other Reason for Disgualification

FBGEERERRIE

Figure 8-14-CDB - Goals & Comments

8-26 Revision 3



CIMS Users Guide September 2012

Career Development Board Data E1-E6 (Cont.)

8.3.5 Goals & Comments Section

1. PACT Decision — PACT Decision - A PACT decision code is required to be selected in
order to complete CDBs conducted on PACT personnel. NOTE: This field will only be
visible until the Sailor has completed the requirements of the PACT program.

2. Short Term Goals — (Required) Allows career counselors to enter any Short Term Goals
associated with the CDB. Up to 60 characters may be entered in this field.

3. Long Term Goals — (Required) Allows career counselors to enter any Long Term Goals
associated with the CDB. Up to 60 characters may be entered in this field.

4. Board Comments — (Required) Allows career counselors to enter any Board Comments
made that are associated with the CDB. Up to 1,000 characters may be entered in this
field.
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Career Development Board Data E7-E9 (Cont.)

CDB Type: W o Ancal GP[0f vear o] DEPT: (G orv: G
coBType z | U@ coaType: [ @ coBTed: [ | @

~~TDB mtervew Date: WP 0TTODZ0TT

C Pending & Completed
coB imerview Rankiate: 2  reportvate: Dyoszo11
CAREER INFORMATION

GOALS & COBMENTS
|

Figure 8-15-Career Development Board Data E7-E9 (Cont.)
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1.

CDB Type - (Required) A CDB Type is required to =@ temments Tyee Descrption
be selected from the following list: : > Mont

NOTE: The first CDB created will always, by
default, be a "Reporting™ type CDB that
cannot be changed.

A. Annual Indicator — Select the appropriate value
for the CDB being conducted. This value must
match the value selected on the Career
Development Tab and is only available for
Reserve CDB'’s. {* Ruswres penomssl domst havea 5 MonihCDB requirasen)
Figure 8-16-Comments Type Descriptions

CDB Type 2 — Selected from the menu displayed in Figure 8-16. When the CDB type
selected above also serves to complete an additional purpose the additional type is
selected here. CDB Type 2 cannot be selected unless a primary type is selected.

CDB Type 3 — Serves the same purpose as CDB Type 2 except a type 3 cannot be
selected unless a Type 2 is also selected.

CDB Type 4 — Serves the same purpose as CDB Type 2 & 3 above except a type 4
cannot be selected unless a Type 2 & 3 are also selected.

DEPT - The Department to which currently assigned. The Department is updated each
time the CDB page is opened. (Corporate data.)

DIV — The Division to which currently assigned. The Division is updated each time the
CDB page is opened. (Corporate data.)
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Carpder Drvedopmeent Commeenls Fird | 1af1 i

| coe Type: O A sva @[osvear F DEPT: ) ov: @

N Y coB Type 3 [ €D cosTypes: [ €
ETT

T Pending 1 Completed

P

OO Infirviie Dabe: .-U?MH-Q}

08 inarview Rankrate: [N  Report Date: @HO&2011

1 CAREER INFORMATION
1 GOALS & COMMENTS

Figure 8-17-Career Development Board Data E7-E9 (Cont.)
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7.

10.

CDB Interview Date — (Required) The date the CDB was conducted is required to be
entered in this field. Scheduled CDBs may be completed in any order once a Reporting
CDB has been verified at the current command. (i.e., a 12 month CDB may be done even
though a 6 Month CDB has not been completed however; the interview date for the 12
Month CDB must be greater than the 6 month required date, and less than the 24 month
required date.).

A. Once this date has been entered and the career counselor Tabs out of this field, they
will be given the option to load all data from the previous CDB into the current CDB
(with the exception of the CDB Comments). When a scheduled CDB is verified by
the Command Career Counselor, this date will appear as the Completion Date on the
CDB page.

NOTE: Data for "Reporting™ type CDBs will not be brought forward from previous
commands. All data entered on a "Reporting” CDB must be initially verified
by the career counselor at the member's new command.

CDB Interview Rank/Rate — (Required) The Rank/Rate of the individual that the CDB
is being conducted on is required to be entered in this field. Counselors may select a
Rank/Rate other than the individuals current Rank/Rate to allow for special
circumstances; such as CDBs that are done on personnel that are striking for a rating or
frocked.

If an Active Duty member has been selected but not advanced, CIMS will generate a
message to notify the career counselor that this condition exists.

Additionally, if the Rate/Rank selected is not the same as the member's current
Rate/Rank, the career counselor will also be warned of this condition.

NOTE: Because the details of a CDB are dependent on the grade level associated with
the Rank/Rate entered, the CDB sections will only appear after a Rank/Rate
has been selected.

Report Date — The report date to the current command (Corporate data).
Status — Indicates the current status of a Career Development Board:

Pending — A CDB has been started, but is not fully complete. Once a "Pending" CDB is
created, and information from the previous CDB is loaded and saved, an Individual
Career Development Plan (ICDP) form may be created to assist board members with the
actual CDB.

Completed — The CDB has actually been conducted, and the information updated.
Indicates that the CDB is now ready to be verified by the CCC.

Verify — Available from the CIMS Verify menu for CCC access ONLY! CCC’s may
view all CDBs that are in a Complete status, and verify those that are ready for inclusion
as a part of the permanent record. Verified CDBs cannot be updated.
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CAREER INFORMATION

Projected Advancement Date ES:§)) E9:
Advancement Date (213§ Leadership Training Continuum  E7: [r By
Board Package Submitted: 6 e Last Record Review: 6 X
Selection Board Remarks: @
Degree Working Toward: m
Degree Start Date: Q@ &
Highest Education Level: Q—Iigh School Diploma USMAP Enrollment Date: @02}2012
PRT DATA:

12012 PARTICIPANT SATISFACTORY
Personal Goals Set: @
Reenlistment Intent: @
Special Program Package Submissions LDO:@ CWO:@ CMC: @ By SEA:@
CMSID Application Submitted: @ ] Duty Preference Date: @ L
PCS Orders Received:@ Welcome Aboard Package Received: @ &
DD2648 Signed:@ ITP Requested: m TAP Dale:@ TAP Completed: @
Fleet Reserve Application Date: ) Approved Fleet Reserve Transfer Date:¢Z)

Figure 8-18-Career Development Board Data E7-E9 (Cont.)
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Career Development Board Data E7-E9 (Cont.)

8.3.6

1.

10.

11.

12.
1588

14.

L3,

Career Information (CDB Data Tab)

Projected Advancement Date — The projected minimum Time in Rate date that the
individual will be eligible for advancement. Dates will only appear when the CDB
Interview Rank/Rate is the same as the individual's current Rank/Rate. Projected
Advancement Dates are calculated based on the individual's current Time in Rate.

Advancement Date — Current Date of Rank (DOR) for personnel in grades E2 and
above. (Corporate data)

Leadership Training Continuum (LTC) — Allows career counselors to enter the
completion date for the LTC level associated with the individual's current Rank/Rate.
This field will only be available when the paygrade associated with the Interview
Rank/Rate entered is E5 - E7.

Board Package Submitted — Allows career counselors to enter the date that a selection
board package was submitted.

Last Record Review — Allows career counselors to enter the date that the individual last
reviewed their personnel record.

Selection Board Remarks — Allows career counselors to enter any remarks related to the
selection board process.

Degree Working Toward — Allows career counselors to enter any college degree
progress information.

Degree Start Date — Allows career counselors to enter the date an individual started
working towards attaining a college degree.

Highest Education Level — The code and description of the highest level of education
attained. (Corporate data)

USMAP Enroliment Date — Displays the date of enrollment in a USMAP course that
has not been completed. (Corporate data)

PRT Data — Displays the Physical Fitness Program cycles, Status and Overall Score
from the past 8 PRT cycles. (Corporate data)

Personal Goals Set — Allows career counselors to enter any PRT related personal goals.

Reenlistment Intent — Allows career counselors to enter any comments or remarks
regarding Reenlistment Intentions.

Special Program Submissions (LDO) — Displays the date a Limited Duty Officer
package was submitted from the CIMS Correspondence Tracking component (Section
10).

Special Program Submissions (CWO) — Displays the date a Chief Warrant Officer
package was submitted from the CIMS Correspondence Tracking component (Section
10).
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CAREER INFORMATION

Projected Advancement Date ES: @) E9:
Advancement Date (> \ag Leadership Training Continuum E7:/€@
Board Package Submitted: 6 ) Last Record Review: 3 £
Selection Board Remarks: (6
Degree Working Toward: @
Degree Start Date: r [51
Highest Education Level: @-Iigh School Diploma USMAP Enrollment Date: @02}2012
PRT DATA:

12012 PARTICIPANT SATISFACTORY
Personal Goals Set: @
Reenlistment Intent: @
Special Program Package Submissions LDO:@ CWO:@ CMC: @ By SEA:@
CMSID Application Submitted: @ ) Duty Preference Date: @ e
PCS Orders Received:@ Welcome Aboard Package Received: @ !
DD2648 Signed:@ ITP Requested: TAP Dale:@ TAP Completed: @
Fleet Reserve Application Date: @ Approved Fleet Reserve Transfer Date:@

Figure 8-19—Career Development Board Data E7-E9 (Cont.)
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8.3.7

16.

17.

18.

19.

20.

21.

22.

23

24.

25.

26.

217.

Career Information (CDB Data Tab) Cont.

Special Program Submissions (CMC) — Displays the date a Command Master Chief
package was submitted from the CIMS Correspondence Tracking component (Section
10).

Special Program Submissions (SEA) — Displays the date a Senior Enlisted Academy
package was submitted from the CIMS Correspondence Tracking component (Section
10).

CMSID Application Submitted — Allows career counselors to enter the date that a
Career Management System Interactive Detailing application was submitted.

Duty Preference Date — Allows career counselors to enter the date that a Duty
Preference was submitted.

PCS Orders Received — Allows career counselors to enter the date that Permanent
Change of Station orders were received.

Welcome Aboard Package Received — Allows career counselors to enter the date that a
Welcome Aboard package was received in connection with transfer orders.

DD 2648 Signed — Displays the DD 2648 Date entered by the career counselor from the
CIMS Career Decision page when the Career Decision type is Fleet Reserve, Separation
or Retirement. This field will only be available when a CDB is conducted on Active
Duty personnel. DD 2648-1 Signed — Displays the DD 2648-1 Date entered by the career
counselor from the CIMS Career Decision page when the Career Decision type is
Separation or Retirement. This field display changes appropriately for Active and
Reserve CDB’s.

ITP Requested — Allows career counselors to enter whether or not an Individual
Transition Plan was requested.

TAP Date — Displays the scheduled TAP date as entered on the Career Decisions page.
The Career Decision page is discussed at length in Chapter 9 of this guide.

TAP Completed — Displays the TAP Actual date of completion from the Career
Decisions page. The Career Decision page is discussed at length in Chapter 9 of this
guide.

Fleet Reserve Application Date — Displays the Fleet Reserve application date entered by
the career counselor from the CIMS Career Decision page. (Corporate Data)

Approved Fleet Reserve Transfer Date — Displays the Fleet Reserve Plan Date entered
by the career counselor from the CIMS Career Decision page. (Corporate Data)
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9. CAREER DECISIONS PAGE
9.1 Career Decisions Page

The following pages are used to enter significant career decisions into the system for reporting
and tracking purposes. The following decision types are tracked using these pages: Extensions,
Reenlistments, Separations, Transfers to the Fleet Reserves, and Retirements.

NOTE: Fields on these pages change based upon the decision type entered.
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Career Decisions Page

Corporate Data Section

Active Duty

RankRate: [l  Covvent DSC: g0 |

© rre: 11012007 @ EROS: 0snsaoor @ SonEAOS: 11152007 |

D peBo: osneon @ oEms: osorzonr B DERE:

SeparaionHeenlistment Hleel Heserwe
Retirement Exiensions

W Save | | 2uReturnito Search |

Figure 9-1-Career Decision-AD Corp Data

Reserves

T T R R

q ADSIY @rro: oansoizoor @ EOS: 0anTrz007 ©@son Eaos: I

@ creorcmo: 3 Dreeo: o7o1ess @ oEMS: @ oers: 02121082 ]

gnwm:__

Separ alionHeenlizstmen Fleel Reserve
Retirement Exlensions

—

progr@n Kk
PlanType: [ o Planned Date: | (o |

Comimisnts: |

=
|

Hﬁwcl .'.lhumus:-nrml +f‘_}hwwusn|.-:t| ':-r:“‘”"""“l

Figure 9-2—Career Decision-Reserve Corp Data
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Career Decisions Page

9.11

1.

a WD

Corporate Data Section

SSN - Social Security Number of the member the Career Decision is about. (Corporate
data)

Name — Full Last Name, First Name Middle Name of the member. (Corporate data)
Rank/Rate — Rate/Rank the member is currently being paid. (Corporate data)
Current DSC - Current Duty Status Code of the member. (Corporate data)

ADSD - Current Active Duty Start Date. This information is only displayed for Active
Duty personnel. (Corporate data)

6. PRD - Current Projected Rotation Date. (Corporate data)

10.
11.
12.

13.

Active Duty EAOS - Current Expiration of Active Obligated Service is only displayed
for Active Duty personnel. Reserve EOS - Current Contract Expiration Date is only
displayed for Reserve personnel. (Corporate data)

NOTE: This Field is the only field that displays differently in this section for Active
Duty and Reserve members.

Soft EAOS - Current Soft Expiration of Active Obligated Service is only displayed for
Active Duty personnel. (Corporate data)

CREO/ECMO - Displays the current Career/Reenlistment Objectives code for Active
Duty personnel or the current Enlisted Career Management Objective code for Reserve
personnel. (Corporate data)

NOTE: The CREO/ECMO is re-calculated each time the Career Decisions Page is
loaded based on the current NAVADMIN.

PEBD - Pay Entry Base Date. (Corporate data)
DIEMS - Date of Initial Entry into Military Service. (Corporate data)

DIERF - Date of Initial Entry into Reserve Forces is only displayed for Reserve
personnel. (Corporate data)

DeptID - Unit Identification Code and command short name the member is currently
assigned to. (Corporate data)
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Career Decisions Page

Plan Type: Reenlistment

Active Duty

| Cateer Decisions |

ssi: un-:_ Rank Rate I Comient DSC: 10
ADSD: 05162001 PRD: 11/01/2007 EAOS: 05152007 Soft EAOS: 111152007
CREO ECMO: 2 PEBD: 0571672001 DIEMS: 050772001 DIERS:

oepro: I

Scpar ahwonHeenbsiment | leel Heserve

Retir erment |l ensions

Planned Date: [ w® |

. 4

 Pntwe FE @ A

| DaysSeng [ @ MowyBasepas[ (G EstensedaidLeave Aot [ (D
| Mumber of Years: | ] ®

Location: | D e[ @
| Reetlisting OfMcer: [ [22)
| Lavst Maane, Fie st Naimes ML, Fank
- Comumnent: »
| ® 3
¥
Cocustors .

ﬂim] .'.'Lmi-hs-rml

Figure 9-3—Career Decision — Ad Reenlistment

_ #]
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Career Decisions Page

9.1.2 Plan Type: Reenlistment — Active Duty
14. Plan Type — Career Decision Plan Type (Required
: Field): Select REN from the lookup values or type
IEH—I— |E}rten5||:|n REN for an Extension.
IFLT |FIEEt Resenve 15. Career Decision Planned Date (Required Field):
IHEN |Heen|istment Enter the scheduled Reenlistment Date. You may
RET |Hetirement enter a date manually in the format MM/DD/YYYY
iEEF‘ |Eenarati|:|n or you may select the date calendar button U to the
: right of the field and select the Reenlistment date from
Cancel the pop-up calendar.
_ . 16. Number of Leave Days Selling: Enter a number
Figure 9-4-Career Decisions between 00 & 60, half days are allowed e.g., 12.5
Plan Types days.
17.

18.

19.

20.

21.
22,

23.

Monthly Base Pay: Members base pay in whole @\

dollars e.g., 1800.

Estimated Paid Leave Amount: This amount is
automatically calculated and entered by the

|Septemherj |2EIEI?j
5 M T W T F 5

system upon completing the Days Selling & 1
Monthly Base Pay fields. 2 3 4 5 6 7 8

- . N 9 10 11 12 13 14 15
Number of Years Reenlisting (Required Field): 15 ” 19 20 21 22

Enter the total number of years that the member is
reenlisting up to the limit of 6 years. You may
enter data in this field manually or by selecting
the drop-down arrow then selecting from one of (4] Current Date [»)
the displayed options.

23 24 25 26 27 28 29
a0

Location (Required Field): Enter location of the Figure 9-5-Calendar Box
reenlistment.

Time: Reenlistment time using standard military time format e.g., 1400.

Reenlisting Officer (Required Field): Information in blocks 20 — 22 will be used later
to create a Reenlistment Certificate and certificates for family members. The format
for this field is as follows: Last Name, First Name MI., Rank e.g., Sailor, Thomas
R., Captain

Comments: This is a free text field and may be left blank. Text in this field may be
spell checked by clicking on the & icon located below the Comments block.
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Plan Type: Reenlistment

Reserves

[ Career Decisions

ssh: I "o Ranicﬂue:! Current DSC: 200
ADSD: PRD: 1051502007 EOS: 021972007 Soft EAOS:
CREQOECMO: 3 PEBD: 011111980 DIEMS: DIERF: 05/29/1983
peptio: I

SeparationReenlistment Fleet Reserve
Hetiremen/Extensions

Plan Type: IF*E" @ Q. Planned Date: |ugmm i

umm[m HotuBasnP.vl 008 Estimated Paid Leave Amt: [ $800 65

i

Number of Years: |4 PNEC: 0000€)) BSC: @D BILNEC: €8)

#1ls

SRB Qualitier: [T @ Descr Type: [T2AG9) . 6 Year Contract

Location: ([N D Time:[133
Recunsing oricer: | D

Last Name, Fir st Name ML, Rank

Comments: Cake and Ice Cream Follow - Request for Division members to have the remainder =

ofthe day as Liverty € |

@ save | QA Retunito Search |

Figure 9-6-Career Decision — Reserve Reenlistment ptl
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9.13 Plan Type: Reenlistment — Reserves

[EXT |Extension
IFLT |FIeetHesewe
|REM |Reenlistrment

Extension.

14. Plan Type — Career Decision Plan Type (Required Field):
Select REN from the lookup values or type REN for an

15. Career Decision Planned Date (Required Field): Enter
the scheduled Reenlistment Date. You may enter a date

IHET |Hetirement manually in the format MM/DD/YYYY or you may select
IEEF' |5enaratinn the date calendar button ¥ to the right of the field and

Zancel

Figure 9-7—Career Decisions

17.

18.

19.

20.

21.
22.
23.

24.

select the Reenlistment date from the pop-up calendar.

16. Number of Leave Days Selling: Enter a number between

Plan Types

Monthly Base Pay: Members base pay in whole
dollars e.g., 1800.

Estimated Paid Leave Amount: This amount is
automatically calculated and entered by the system
upon completing the Days Selling & Monthly Base
Pay fields.

Number of Years Reenlisting: (Required Field):
Enter the total number of years that the member is
reenlisting up to the limit of 6 years. You may enter
data in this field manually or by selecting the drop-
down arrow then selecting from one of the displayed
options.

Primary Navy Enlisted Classification Code: This
Code is loaded from Corporate Data.

00 & 60, half days are allowed e.g., 12.5 days.

|Septemherj |2EIEI?j
5 M T W T F 5

1
23 4 5 6 7 B
910 11 12 13 14 15
16 17[18] 19 20 21 22
23 24 25 26 27 28 29
30

(4] Current Date [»)

Figure 9-8—Calendar Box

Billet Sequence Code: This Code is preloaded from Corporate Data.

Billet Navy Enlisted Classification Code: This Code is preloaded from Corporate Data.

Selective Reenlistment Bonus Qualifier: Rank/Rate which the SRB will be based on.

Enlistment Description Type: Code used to describe the type of enlistment contract e.g.,
T2A. Pressing the Lookup button next to the field will display all options available for the

SRB Qualifier used.
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Plan Type: Reenlistment (Cont.)

Reserves

[ Career Decisions |

ssi: I No: I ot Crrent DSC: 200
ADSD: PRD: 10152007 EOS: 021 %2007 Soft EAOS:

CREOECMO: 3 PEED: 0141171980 DIEMS: DIERF: 0572911983

pepio: I

SeparationReenlistment Fleet Reserve

Hetirement/Extensions

Plan Type: |REN © o Planned Date: |ugm4_rzm o
Days Selling:[ 12890 Monthly Base Pay: [ 2008%) Estimated Paid Leave Amt: [ §800.

Number of Years: [4 ydid]  PNEC: 0000 €)  BSC: €D BILNEC: €8)

SRB Qualifier: [M1 @I, Descr Type: [T2465) Q. 6 Year Contract

Location: ([N @ Time:[133
Reentisting officer: - |G

Last Name, First Name ML, Rank

Cormmnents:

Cake and lce Cream Follow - Request for Division members to have the remainder 5 |
of the day as Liberty

ﬁSwel ,C{Rduninﬂwdll

Figure 9-9-Career Decision — Reserve Reenlistment pt2
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Plan Type: Reenlistment (Cont.)

Reserves

25. Location: (Required Field): Enter location of the reenlistment.

26. Time: Reenlistment time using standard military time format e.g., 1400.

27. Reenlisting Officer: (Required Field): Information in blocks 20 — 22 will be used later to
create a Reenlistment Certificate and certificates for family members. The format for this
field is as follows: Last Name, First Name MI., Rank e.g., Sailor, Thomas R., Captain.

28. Comments: This is a free text field and may be left blank. Text in this field may be spell
checked by clicking on the @ icon located below the Comments block.
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Plan Type: Extension — Active Duty

[ Career Decisions |

ssi: I oo rRankRate: i  conemosc: 19
ADSD: 05/16/2001 PRD: 11/01/2007 EAOS: 05152007 SoMEAOS: 1111572007
CREOECMO: 2 PEBD: 05/16/2001 DIEMS: 05/07/2001 DHERF:

vepuio: [

SeparationHeenlistment Fleet Reserve
Retirement Extensions =5

PlanType: [E7 gy | PlannedDate:[— 5y iy
Days Selling: [_@ Monthly Base Pay: | @)  Estimated Paid Leave Amt: | 6

Humber of Montlis: I-_@

Comumnents:

&
L b

&) Save | L\ Return to s-w:n|

Figure 9-10-Career Decision —AD Extension
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9.14 Plan Type: Extension Active Duty
14. Career Decision Plan Type (Required Field): For an

[ExT |E}rten5i|:|n Extension enter EXT.
IFLT |Fleet Reserve 15. Career Decision Planned Date (Required Field):
'REM |Heen|istment Enter the Date the Extension becomes active You
! may enter a date manually in the format
IHET |Hetirement MM/DD/YYYY or you may select the date calendar
IEEF‘ |Eenaratinn button ¥ to the right of the field and select the

cancel Reenlistment date from the pop-up calendar.

_ 16. Number of Leave Days Selling: Enter a number
Figure 9-11-Career between 00 & 60 half days are allowed e.g., 12.5 days.

Decisions Plan Types

17.

18.

19.

20.

Monthly Base Pay: Members base pay in whole | S )

dollars e.g., 1800. | September »| [2007 -

Estimated Paid Leave Amount: This amount is 5 M T W T F 3
automatically calculated and entered by the 1
system upon completing the Days Selling & 2 3 4 5 B T 8
Monthly Base Pay fields. 910 11 12 13 14 15

16 17[18] 19 20 21 22

23 24 25 26 27 28 29
a0

Number of Months Extending (Required Field):
Enter the total number of months that the member
is extending their enlistment up to the limit of 48
months. You may enter data in this field (4] Current Date [
manually or by selecting the drop-down arrow

then selecting from one of the displayed options. Figure 9-12—Calendar Box

Comments: This is a free text field and may be left blank. Text in this field may be
spell checked by clicking on the @ icon located below the Comments block.
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Plan Type: Extension

Reserves

[ Career Decisions |

sst o S <ot Curre DSC: 200
ADSD: PRD: 10152007 EOS: 021972007 Soft EAGS:
CREQOECMO: 3 PEBD: 017111980 HEMS: DIERF: 057291983
o —

SeparationMeenlisiment Fleet Reserve
Retirement Extensions

PlanType: [E7 @) @ PlannedDate:[ @9 0
LLITIR S0 2 L) 0

Days Setiing:| @9  MonthlyBasePay:| @ Estimated Paid Leave Amt:[ &9
Number of Months: | @9 PNEC: 0000 €F) Bsc: €D BILNEC: €D

Hom Ehigeh

S-P:Bmah‘lﬂ:l @Q Da-u:Tm:[_Wq

—

& Save | ﬂﬁmmm'

Figure 9-13-Career Decision — Reserve Extension
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9.15 Plan Type: Extension Reserves

14. Career Decision Plan Type (Required Field): For
an Extension enter EXT.

[EXT |Extension
IFLT |FIeetHesewe

15. Career Decision Planned Date (Required Field):
Enter the Date the Extension becomes active You

[REN |Reenlistrnent may enter a date manually in the format

IHET |Hetirement MM/DD/YYYY or you may select the date calendar

'SEP |Senaratinn button =¥ to the right of the field and select the

: Reenlistment date from the pop-up calendar.
SEEEL 16. Number of Leave Days Selling: Enter a number

between 00 & 60 half days are allowed e.g., 12.5
Figure 9-14—-Career days.
Decisions Plan Types 17. Monthly Base Pay: Members base pay in whole

dollars e.g., 1800.
18. Estimated Paid Leave Amount: This amount _EI

is automatically calculated and entered by the

system upon completing the Days Selling & | September -] [2007 -
Monthly Base Pay fields. 5 M T W T F 5
19. Number of Months Extending (Required 1
Field): Enter the total number of months that the 72 1 4 5 B T 8
member is extending their enlistment up to the 910 11 12 13 14 15
limit of 48 months. You may enter data in this 16 1? 19 20 21 23

field manually or by selecting the drop-down
arrow then selecting from one of the displayed
options. 40

23 24 25 36 27 328 19

20. Primary Navy Enlisted Classification Code: (4] Current Date [¥)
This Code is loaded from Corporate Data.

Figure 9-15-Calendar Box

21. Billet Sequence Code: This Code is preloaded from Corporate Data.

22. Billet Navy Enlisted Classification Code: This Code is preloaded from Corporate
Data.

23. Selective Reenlistment Bonus Qualifier: Rank/Rate which the SRB will be based
on.

24. Enlistment Description Type: Code used to describe the type of enlistment contract.
e.g., T2A. Pressing the Lookup button next to the field will display all options
available for the SRB Qualifier used.

25. Comments: This is a free text field and may be left blank. Text in this field may be
spell checked by clicking on the & icon located below the Comments block.
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Plan Type: Separation

Active Duty
ssu: . vo- RankRate: [l currentDSC: 100
ADSD: 05/26/1999 PRO: 0910172012 EAOS: 01/152012 Soft EAOS: 01/15/2014
CREO/ECMO: 2 PEBD: 05/26/1999 DIEMS: 04/10/1998 DIERF:

oono: [

Separabon/ReenlistmentFleet Reserve

Retirement/Extensions b ke 2 Last
+]
PlanType: [sep (@)@, PlannedDate:] @[ CARIT Date: )
TapDate: | @GV @I Tap completed
DD2648 Date:] (O

Lump Sum Leave Calculator

Days Selling: '_w Monthly Base Pay: —_0 Estimated Paid Leave Amt: @

From: | D 10 | D From: | D e[ D

Comments: F@ &

Figure 9-16—-Career Decision —AD Separation ptl
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9.16

14.

15.

16.

17.
18.
19.
20.
21.
22.

23.
24.

25.

26.

27.

Plan Type: Separation — Active Duty
Career Decision Plan Type (Required Field): For a Separation enter SEP.

Career Decision Planned Date (Required Field): Enter the Date the Extension becomes
active. You may enter a date manually in the format MM/DD/YYY'Y or you may select

the date calendar button ¥ to the right of the field and select the Reenlistment date from
the pop-up calendar.

CARIT Date: This is the date Career Information Training Class was completed and is
loaded from the members Training Record.

NOTE: CARIT training may be entered by Command and Department/Division
Career Counselors at Electronic Service Record>Electronic Service
Record>Use>Course Data which is discussed in Section 20.

Tap Date: This is the Scheduled Transition Assistance Program class date.

Tap Completed: Check this box if the above TAP class is complete.

DD2648 Date: Date the Retirement/Separation Worksheet was completed.

Leave Days Selling: Number of days the member is selling back before Separation.
Monthly Base Pay: Members base pay in whole dollar amounts only e.g., 1800.

Estimated Paid Leave Amount: This is the ESTIMATED amount the member can
expect for their sold leave.

NOTE: Thisisonly an ESTIMATE and should only be used as such. The actual
amount a member will receive will be determined by the Disbursing office.

PDTY From Date: Permissive Temporary Duty From Date.
PDTY To Date: Permissive Temporary Duty To Date.

Terminal Leave From Date: Separation Leave start date and is less that the Separation
planned date.

Terminal Leave To Date: Separation Leave end date and will be equal to the Separation
planned date.

Comments: This is a free text field and may be left blank. Text in this field may be spell
checked by clicking on the @ icon located below the Comments block.
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Plan Type: Separation

Reserves
ssi: [ - I Rank/Rate: ]l currentosc: 200
ADSD: PRD: 01/3122013 EOS: 101972013 Soft EADS:
CREO/ECMO: 3 PEBD: 1072012004 DIEMS: DIERF: 02/26/2004
oepuo: [

SeparationReenlistmentTleel Reserve
RetirementExtlensions

PlanType: [sep (@)@, Planned Date:| (1%
@ I 1ap Completed
DD2648.1 5
Baia | 7]

Days Seling:| €  MonthiyBasePay:| @ EstmatedPaidLeaveamt:] @

Comments: P &

Figure 9-17—-Career Decision — Reserve Separation
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9.1.7 Plan Type: Separation Reserves

14. Career Decision Plan Type (Required Field): For a
Separation enter SEP.

[EXT |Extension
IFLT |FIeetHesewe

15. Career Decision Planned Date (Required Field):
Enter the Date the Separation becomes active. You

|REM |Reenlistrment may enter a date manually in the format

RET |Hetirement MM/DD/YYYY or you may select the date calendar

iEEF‘ |Eenarati|:|n button E* to the right of the field and select the

: Reenlistment date from the pop-up calendar.
Cancel 16. Tap Completed: Check this box if the above TAP

class is complete.
Figure 9-18-Career 17. DD2648-1 Date: Date the Retirement/Separation
Decisions Plan Types Worksheet was completed.

18. Leave Days Selling: Number of days the member is
selling back before Separation.

19. Monthly Base Pay: Members base pay in whole @\
dollar amounts only e.g., 1800.
yed |Septemherj |2EIEI?j

20. Estimated Paid Leave Amount: This is the c M T WwTF 5
ESTIMATED amount the member can expect for

their sold leave. 1
. 2 3 4 5 6 7 8

NOTE: Thisisonlyan ESTIMATE and
should only be used as such. The @I 219 1419
; 16 17 [18] 19 20 21 22

actual amount a member will receive

will be determined by Disbursing. 23 24 25 26 27 28 29

a0

21. Comments: This is a free text field and may be @ Current Date [

left blank. Text in this field may be spell checked
by clicking on the & icon located below the
Comments block. Figure 9-19—Calendar Box
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Plan Type: Fleet Reserves

Active Duty
ssi: I voe [T RankRate: ] currentosc: 100
ADSD: 12/17/2001 PRD: 09/01/2013 EAOS: 07/12/2015 Soft EAOS: 07/12/2015
CREO/ECMO: 2 PEBD: 12/17/2001 DIEMS: 10/3172001 DIERF:

ver: I

SeparationReenlistmentFlest Reserve

RetirementExtensions

Program
(#]
PlanType: [fLT @)@,  Planned Date:| @®5  carimoate: @D
Tap Date: | B 5 ®1 1ap completed
DD2648 Date: | D

Lump Sum Leave Calculator
Days Selling: —ﬁ Monthly Base Pay: —ﬂ_ Estimated Paid Leave Ami: r@
Request Status

Acknowiledge | DTG of | Application ————
Date: | © # Message: | @ Date: D

Terminal Leave
From: | @{E To: ,r @@ From: _' @[E To: | @Eﬁ

Comments: P ¥ |

Figure 9-20—-Career Decision — AD Fleet Reserve
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9.18

14.

15.

16.

17.
18.
19.
20.
21.
22.

23.

24.

25.
26.
27.

Plan Type: Fleet Reserves Active Duty

Career Decision Plan Type (Required Field): For a transfer to the Fleet Reserves enter
FLT.

Career Decision Planned Date (Required Field): Enter the Date the transfer to Fleet
Reserves becomes active.

NOTE: Not the date of the Retirement Ceremony. You may enter a date manually in

the format MM/DD/YYYY or you may select the date calendar button = to
the right of the field and select the Reenlistment date from the pop-up
calendar.

CAREER INFORMATION TRAINING CLASS Date: This is the date CARIT class
was completed and is loaded from the member’s Training Record.

NOTE: CARIT Class training may be entered by Command and Department/Division
Career Counselors at Electronic Service Record>Electronic Service
Record>Use>Course Data which is discussed in Section 20.

Tap Date: This is the Scheduled Transition Assistance Program class date.

Tap Completed: Check this box if the above TAP class is complete.

DD2648 Date: Date the Retirement/Separation Worksheet was completed.

Leave Days Selling: Number of days the member is selling back before Separation.
Monthly Base Pay: Member’s base pay in whole dollar amounts only e.g., 1800.

Estimated Paid Leave Amount: This is the ESTIMATED amount the member can
expect for their sold leave.

NOTE: Thisisonly an ESTIMATE and should only be used as such. The actual
amount a member will receive will be determined by Disbursing.

Acknowledge Date: Enter the date of the Request Acknowledgement Message.
NOTE: The date entered here will always be before the Career Decision Planned
Date.
Date Time Group of Message: Enter the Full Date Time Group of the acknowledgement
message.

NOTE: The date entered here will always be before the Career Decision Planned
Date.

Application Date: Enter the date the official request was made to the approval authority.
PDTY From Date: Permissive Temporary Duty From Date.
PDTY To Date: Permissive Temporary Duty To Date.
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28. Terminal Leave From Date: Separation Leave start date and is less than the Separation
planned date.

29. Terminal Leave To Date: Separation Leave end date and will be equal to the Separation
planned date.

30. Comments: This is a free text field and may be left blank. Text in this field may be spell
checked by clicking on the @ icon located below the Comments block.
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Plan Type: Fleet Reserves

Reserves

Jf Career Decisions

ssi: I Y Rank Rate: ] Cwvent DSC: 200
ADSD: PRD: 0973002007 EOS: 11/03/2005 Soft EADS:
CREO/ECMO: PEBD: 0111415980 DIEMS: MERF: 071819749

SeparationHeenlistimen Fleel Reserve

Retirement/Extensions

PlanType: [EEEEEUN O Planned Date: | © v

Commimants:

®
Lo L

& save | &4 Return to Search I

Figure 9-21-Career Decision — Reserve Fleet Reserve

Microsoft Internet Explorer A x|

'E The Plan Twpe, 'FLT' - Fleet Reserve, is inwalid for a reserve member, (29100,123)
L

(8].4 |

Figure 9-22—Career Decision — Reserve FLT Error Message
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9.1.9 Plan Type: Fleet Reserves
1. Career Decision Plan Type: For a transfer to the Fleet Reserves enter FLT.

NOTE: FLT is not a valid value for Reserve Members and will display Error Message
(A!
2. Planned Date:

A. Error Message: This error message is displayed when a Career Decision Plan of
FLT is attempted for a Reserve member.

3. Comments: Enter user comments here.
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Plan Type: Retirement
Active Duty

ssu: I oo I Foocrotcfl  CurrentDSC: 190

ADSD: 07/M15/1996 PRD: 09/01/2014 EAOS: 03/11/2014 Soft EADS: 03M10/2014

CREOQECMO: 2 PEBD: 071519896 DIEMS: 041211996 MERF:

ooouo: [ I

Separation/ReenlistmentFleet Reserve -
Eind | View 23 First &5 4 ofq L4

RetremenUExtensions e

]

Plan Type: [RET (@) @,  Planned Date: | [ s Y CARIT Date:

Tap Date: | ) 1 @I Tap completed

DD2648 Date: | O

Days Selling: _w Monthly Base Pay: | 0 Estimated Paid Leave Ami: Q |
Ao e | @5 message: @ A -~ I

PDTY Date Terminal Leave

From: | B To: | L )] From: | SHE To | 25 3

Comments: F (L

Figure 9-23—-Career Decision — AD Retirement
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9.1.10
14.
15.

16.

17.
18.
19.
20.
21.
22.

23.

24.

25.
26.
217.
28.

Plan Type: Retirement — Active Duty
Career Decision Plan Type (Required Field): For a Retirement enter RET.

Career Decision Planned Date (Required Field): Enter the Date the Retirement
becomes active.

NOTE: Not the date of the Retirement Ceremony. You may enter a date manually in

the format MM/DD/YYYY or you may select the date calendar button 3 to
the right of the field and select the Reenlistment date from the pop-up
calendar.

CAREER INFORMATION TRAINING CLASS Date: This is the date CARIT class
was completed and is loaded from the member’s Training Record.

NOTE: CARIT Class training may be entered by Command and Department/Division
Career Counselors at Electronic Service Record>Electronic Service
Record>Use>Course Data which is discussed in Section 20.

Tap Date: This is the Scheduled Transition Assistance Program class date.

Tap Completed: Check this box if the above TAP class is complete.

DD2648 Date: Date the Retirement/Separation Worksheet was completed.

Leave Days Selling: Number of days the member is selling back before Separation.
Monthly Base Pay: Members base pay in whole dollar amounts only e.g., 1800.

Estimated Paid Leave Amount: This is the ESTIMATED amount the member can
expect for their sold leave.

NOTE: Thisisonly an ESTIMATE and should only be used as such. The actual
amount a member will receive will be determined by Disbursing.

Acknowledge Date: Enter the date of the Request Acknowledgement Message.

NOTE: The date entered here will always be before the Career Decision Planned
Date.

Date Time Group of Message: Enter the Full Date Time Group of the acknowledgement
message.

NOTE: The date entered here will always be before the Career Decision Planned
Date.

Application Date: Enter the date the official request was made to the approval authority.
PDTY From Date: Permissive Temporary Duty From Date __.
PDTY To Date: Permissive Temporary Duty To Date .

Terminal Leave From Date: Separation Leave start date and is less that the Separation
planned date.
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29. Terminal Leave To Date: Separation Leave end date and will be equal to the Separation
planned date.

30. Comments: This is a free text field and may be left blank. Text in this field may be spell
checked by clicking on the @ icon located below the Comments block.
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Plan Type: Retirement

Reserves

ssi: [ N oo RankRate: [l Current DSC: 200

ADSD: PRD: 04/30/2013 EOS: 12/07/2013 Soft EADS:

CREOQ/ECMO: 1 PEBD: 08/30/2001 DIEM 5: DIERF: (873072001

PlanType: |ReT (@)@,  Planned Date: | (150
O 1ap completea
DD26481 P
Date: (173
Days Sefing:| @)  MonthlyBasePay:| (@) Estimated PaidLeave Amt:| @D
Acknowledge — e DTGl rg————
Date: D Message: 22}
Comments: P &

Figure 9-24—-Career Decision — Reserve Retirement
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9.1.11 Plan Type: Retirement Reserves

14. Career Decision Plan Type (Required Field): For a
Retirement enter RET.

[EXT |Extension
IFLT |FIeetHesewe
|REM |Reenlistrment

15. Career Decision Planned Date (Required Field):
Enter the Date the Retirement becomes active.

NOTE: Not the date of the Retirement Ceremony.

IRET |Retirement You may enter a date manually in the
[SEP |Senarati|:|n format MM/DD/YYYY or you may select
: the date calendar button ¥ to the right of
L EnEEL the field and select the Reenlistment date
from the pop-up calendar.
Figure 9-25—-Career 16. Tap Completed: Check this box if the above TAP
Decisions Plan Types class is complete.

17. DD2648 Date: Date the Retirement/ Separation
Worksheet was completed.

18. Leave Days Selling: Number of days the member @\

is selling back before Separation.
| P |Septemherj |2EIEI?j

5 M T W T F 5

1
2 3 4 5 B 7 B
§ 10 11 12 13 14 15

19. Monthly Base Pay: Member’s base pay in whole
dollar amounts only e.g., 1800.

20. Estimated Paid Leave Amount: This is the
ESTIMATED amount the member can expect for

their sold leave. 16 17 [18] 18 20 21 22
NOTE: Thisisonlyan ESTIMATE and 23 24 25 26 27 28 29
should only be used as such. The 0

actual amount a member will receive

will be determined by Disbursing. (4] Current Date [¥)

Figure 9-26—-Calendar Box
21. Acknowledge Date: Enter the date of the Request Acknowledgement Message.

NOTE: The date entered here will always be before the Career Decision Planned
Date.

22. Date Time Group of Message: Enter the Full Date Time Group of the
acknowledgement message.

NOTE: The date entered here will always be before the Career Decision Planned
Date.

23. Comments: This is a free text field and may be left blank. Text in this field may be
spell checked by clicking on the @ icon located below the Comments block.
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10. CORRESPONDENCE TRACKING

This section covers the Correspondence Tracking page and provides Career Counselors the
ability to track 20 Active Duty and 9 Reserve correspondence types. Data entered onto this page
may be used for reporting and statistical analysis in CIMS Online/CIMS Analytics and the Navy
Retention and Monitoring System (NRMS).
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Correspondence Tracking

SEM: M Wk Fate R <ot 050 10

apste 1izazod@  PRO: 1001720080 EMOSsnsudEREOS: omuno/@d seaos  sumiaoz @
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Figure 10-1-Correspondence Tracking — Corporate Data
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10.1

o > w D E

Correspondence Tracking
SSN — SSN. (Corporate data)
Name — Full Last Name, First Name Middle Name. (Corporate data)

Rate/Rank — Rate/Rank level the member is currently being paid. (Corporate data)
Current DSC - Current Duty Status Code. (Corporate data)

ADSD - Current Active Duty Service Date is only displayed for Active Duty personnel.
(Corporate data)

6. PRD - Current Projected Rotation Date. (Corporate data)

10.

11.
12.
13.

EAOS - Current Expiration of Active Obligated Service is only displayed for Active
Duty personnel. (Corporate data)

EOS - Current Contract Expiration Date is only displayed for Reserve personnel.
(Corporate data)

Soft EAOS - Current Soft Expiration of Active Obligated Service is only displayed for
Active Duty personnel. (Corporate data)

CREO/ECMO - Displays the current Career/Reenlistment Objectives code for active
duty personnel or the current Enlisted Career Management Objective code for Reserve
personnel. The CREO/ECMO is re-calculated each time the CDB page is opened based
on the current NAVADMIN.

PEBD - Pay Entry Base Date. (Corporate data)
DIEMS - Date of Initial Entry into Military Service. (Corporate data)

DIERF - Date of Initial Entry into Reserve Forces is only displayed for Reserve
personnel. (Corporate data)
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Correspondence Tracking
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Figure 10-2—Correspondence Tracking — Program & Package Detail

Program Type code Description A
ADC ADCS
ASC A School
[adel] COMYERSION
csB Career Status Honus
S ChiefWarrant Officer Program Type code Description B
GRD GUARD 2000 ACD ACDU Recall
HAR HARP BSM HIM to BSH
H%T High Year Tenure Waiver WS MGIE-SE Kicker
e mimited Db Cmeer MSS MGIB-SR Suspension
ocs Officer Candidate School MST MGIB-SR Termination
OHA OHARF REBS Reserve Bonus Suspension
OTH OTHER EBT Eeserne BHonus Termination
FTS Perorm To Serve SRR SELRES Retirement Request
SCR SCORE R Ade B0 Waver
SEA SEA
SPG SPECIAL PROGRAMS
STA STA-21
STR STAR
LS US MAP
Figure 10-3—Correspondence Tracking — Figure 10-4—Correspondence Tracking —
AD Program Type Codes Reserve Program Type Codes
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10.2

Correspondence Tracking Status Codes and Type Codes

PROGRAM TYPE - A 3 digit code used to describe the program type applied for.
You may also use the lookup list to select one of 20 Active Duty program types O oro
Reserve program types @.

NOTE: More than one Program Type package may be tracked at one time.
Additional packages may be added by using the Add Row button.

PACKAGE TYPE - The Package Type Package Type Description

Code is a one digit number used to 1 1306/7
describe how the request was made and 2 Message
may be entered manually or by selecting 3 Board Package
the type for the available lookup list in 4 Elgctronic
Figure 10-5. 2 Request

i Letter

PACKAGE SUBMISSION DATE -
Date the current program request was

X Figure 10-5-Correspondence Tracking —
submitted for approval.

Package Type Codes

& [Approved
EICDnversiun Approved
PROGRAM STATUS - Code used to D |Disapproved
identify the current status of the package [E [Separate
and may be entered manually or by H [In-house
selecting one of the values from the
lookup list in Figure 10-6.

|1_|In Rate Approved

|E|F'ending
NOTE: Not all values are valid with all R [PTS Reenlistrnent
program types, an error 'S [submitted

message will appear if the
selected Status code is not
valid.

T [cSB Accepted
U [cSB Rejected

Figure 10-6-Correspondence
Tracking — Program Status Codes

PROGRAM STATUS DATE - Date of the current status entered in MM/DD/YYYY
format.

COMMENTS - This button is used to open a comment block and allows entry of a
statement of up to 250 characters. The word “Comments” changes to red when a
comment is present for viewing.
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Sponsor Assignment

SSH;L m:mré RankRateJl]l  Cwrent DSC: |

SPONSOR ASSIGNED DATA

PGData | Sponsce Contactindo | >

Estimated
PG SSN Department Rank Rate  Name Reported Arival Date View Orders

O O NOEE O o veond ®

Figure 11-1-Sponsor Assignment — PG Data Tab

SSN: & Hame:* Rmmﬂm‘e:a Current DSC: |g|

SPONSOR ASSIGNED DATA
' { Sponsor Contact Info

Customize | Find | View All | B
Ty

Assigned
Date

1oy [ I © |

‘Primary Phone ‘Alternate Phone Email

14 [+]

Figure 11-2-Sponsor Assignment — Sponsor Contact Data Tab
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11.

N oo gk w DN

10.
11.
12.
13.
14.

SPONSOR ASSIGNMENT

SSN - Social Security Number of the member being assigned as the sponsor. (Corporate
data)

Name — Sponsor’s Full Last Name, First Name Middle Name. (Corporate data)
Rank/Rate — Rate/Rank the member is currently being paid. (Corporate data)
Current DSC - Current Duty Status Code of the member. (Corporate data)

PG SSN - Social Security Number of the Prospective Gain being given a sponsor.
Department — Gaining Unit Identification Code (Corporate data)

Rank/Rate Name — Identifies the current Rank/Rate and Full Last Name, First Name
Middle Name of the gaining member (Corporate data)

Reported — Date the member reported on board.
NOTE: If the member has not yet reported to the command then leave this field blank.

NOTE: Once a Reported date is entered and saved then a New CDB Plan will be
created for the gaining Command.

Estimated Arrival Date — This date shows the date the member is expected to report on
board the new command. (Corporate data)

View Orders — Use this link to view the member’s orders. (Corporate data)
Assigned Date — Enter the date the sponsor was assigned.

Primary Phone — Enter the Primary phone number of the Sponsor.
Alternate Phone — Enter an Alternate phone number for the Sponsor.
Email — Enter the Email address for the Sponsor.

NOTE: Once this page has been Verified by the Command Career Counselor all
information will be viewable by Career Counselors at the detaching
command.
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Rating Conversion

The Rating Conversion page is a tool used to help members considering a rating conversion to
determine fields they may be qualified for and is based solely on the ASVAB scores displayed
on the page. Career Counselors should investigate each desired rating further to determine if a
member is fully qualified for that field.

[ Rating Corversion |
ssi: I m-ne:* Rank Rate: JI]  Current DSC: 13
Level: L High School Diploma Years: 12
B ASVAB/AFCT Test ID: 020 AFOT: 86  MNAPTCD: Series (k) Test NFOT Score:
Most Recent Test Date: 11/06/2003 Test Site UIC: [N
GS: 60 WK: 60 NOAO: 60  AS: 48 MC: 50 VE: 59 AL 0 RADIO: 0
AR: 5T PC: 56 Cs: 0 MHK: 66 EL 58 DLAB: 666 SONAR: 0 ESTS: O
Calculate Eligibility Ratings| €)
ABE, ABF, ABH, AC, AD, AE, AECF, AG, AIRCREW, AM, AME, AO, AS, AT, AW, AZ, BM, BU, CE, CS, CS(SS), CTA,
CTI, CTM, CTN, CTR, CTT, CTT(AEF), DC, EA, EM, EN, EN(ATF), EO, EOD, ET(AECF), ET(SS), FC(RECF), FT(SS), GM,
GSE, GSM, HM, HT, HT(ATF), IC, IC(ATF}, IS, IT, LN, MA, MC, MM, MIX(SS), MN, MR, MT, NC, ND, 0S, PC, PR, PS,
OM, RP, SB, SECF, SH. SK, SK(SS), SNISS), SO, ST(SS), STG, STGIAEF), SW, UT, YN, YN(SS).

Figure 12-1-Rating Conversion Page
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12.

o a r~ w D PR

RATING CONVERSION

SSN — SSN. (Corporate data)

Name — Full Last Name, First Name Middle Name. (Corporate data)

Rate/Rank — Rate/Rank level the member is currently being paid. (Corporate data)
Current DSC - Current Duty Status Code. (Corporate data)

Education — Highest education level attained and the equivalent years. (Corporate data).

ASVAB Test Description — Information contained in this section describes the test given
including the date and UIC of the test site. (Corporate data)

Scores — Displays the test results for each subsection of the test described in Section 6 of
this page. (Corporate data)

Calculate Button — When this button is pressed the page will calculate all the ratings that
the member may qualify for.

NOTE: These calculations are based strictly on the ASVAB scores and do not take
into consideration any other requirements that may exist for a particular
rating.

Eligible Ratings — This box appears only after the Calculate Button is pressed.

NOTE: Ratings displayed in this box are based solely on the ASVAB Scores, other
Rating Requirements may exist.
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United States Military Apprenticeship Program

The USMAP Information page can be used to check the current progress of service member’s
apprenticeship program. All information contained on this page is corporate data and cannot be
updated using this page. Updates may be accomplished at the USMAP site.

{ USMAP_ '\
D 24 5 Q-
ssi: Name: | RankRateill  Cwrrem DSC: g

aJ!.IMS Symbol: 0817 COMPUTER-PERIPHERAL-EQUIPMENT OPERATOR

@ Status: 1 Active

@' Pre-Registration Credit: ]
© pateEmolled: 0712012004

11 Additional Credit:
Q Date Completed:
@ Total Hours Earnedd:

ﬂ Last Update: 07/23/2004 @ Total Hours Required: 2000

-

NETC USMAP Data

Figure 13-1-USMAP Page
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13.

o > w D E

© ® N o

10.

11.

12.

13.

14.

UNITED STATES MILITARY APPRENTICESHIP PROGRAM

SSN — SSN. (Corporate data)

Name — Full Last Name, First Name Middle Name. (Corporate data)

Rate/Rank — Rate/Rank level the member is currently being paid. (Corporate data)
Current DSC - Current Duty Status Code. (Corporate data)

AIMS Symbol — Code and Name of the program the service member has applied for.
(Corporate data)

Status — Current status of the program. (Corporate data)

Date Enrolled — Date of enrollment in to the program. (Corporate data)

Date Completed — Date the member completed the program. (Corporate data)
Last Update — Date the USMAP record was last updated. (Corporate data)

Pre-Registration Credit — Number of credits awarded toward the completion of the
program based on experience in the field, listed in hours. (Corporate data)

Additional Credit — Other credits awarded towards the completion of the program, listed
in hours. (Corporate data)

Total Hours Earned — Number of credit hours earned since registering for the program.
(Corporate data)

Total Hours Required — Total number of hours required to complete the Apprenticeship
program. (Corporate data)

USMAP Data Link — Activating the link will open a new window on the USMAP page
at https://usmap.cnet.navy.mil/pls/usmap/login.pkiWarning, where more information on
the member’s USMAP progress can be viewed or updated by the registered member.
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Verify Process

Career Development Board

The Verification process is available only to Command Career Counselors and used to validate
information entered by the Department/Division Career Counselors on the Career Development
board’s page. This allows the Command Career Counselor to make corrections, additions or
other changes to the record before it becomes permanent in the database. Command Career
Counselors should make every effort to ensure that information in CDB’s is accurate and
complete.
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Career Development e c]ek ]

ssi-Q I o © G © rankRate: g @ current DSC: 290
ADSD: @) PRO: @)202013  eaos: @212011  gos: @R0712013 SoEAOS: @
creokcmo: 1 @  Peso: @/202001 DIEMS: @) DIERF: 2072001
ve Il T Warfare Quat: (B
perT: @ DEPT Career Counselor: @
ov: @ DIV Career Counselor:  ©
@ I Temporary Rate Start Date: . 1‘: e Complete Date: '

D PACT: Kaon  APACT No Coast Guaranlee - Arman
sponsor | D S —
emaio: | © ——

Type Required Date Completion Date Venhed @m"m 2
Reporting: 05202010 @ 0472072010

Perform To Serve: 1

6 Month: 1072002010 Special Program: 1

12 Month: 0472012011
18 Month:  10v20/2011
24 Month: 0472002012
36 Month:  04/20/2013

48 Month: 042002014

mnnnnn@m

60 Month: 04720012015

TRFISEP: | )

B @

Other: | )
CAREER DEVELOPMENT TRAINING
COTC CompletionDate: | €) )  RASWCompletionDate: | @) i

Figure 14-1-Verify — CDB Corporate Data Section ptl
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14.
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1S

10.

11.
12.
13.

14.

15.

VERIFY PROCESS

Career Development Board

SSN — SSN. (Corporate data)

Name — Full Last Name, First Name Middle Name. (Corporate data)

Rate/Rank — Rate/Rank level the member is currently being paid. (Corporate data)
Current DSC — Current Duty Status Code. (Corporate data)

ADSD - Current Active Duty Service Date is only displayed for Active Duty personnel.
(Corporate data)

PRD - Current Projected Rotation Date. (Corporate data)

EAOS - Current Expiration of Active Obligated Service is only displayed for Active
Duty personnel. (Corporate data)

EOS - Current Contract Expiration Date is only displayed for Reserve personnel.
(Corporate data)

Soft EAOS - Current Soft Expiration of Active Obligated Service is only displayed for
Active Duty personnel. (Corporate data)

CREO/ECMO - Displays the current Career/Reenlistment Objectives code for active
duty personnel or the current Enlisted Career Management Objective code for Reserve
personnel. The CREO/ECMO is re-calculated each time the CDB page is opened based
on the current NAVADMIN.

PEBD - Pay Entry Base Date. (Corporate data)
DIEMS - Date of Initial Entry into Military Service. (Corporate data)

DIERF - Date of Initial Entry into Reserve Forces is only displayed for Reserve
personnel. (Corporate data)

UIC - Unit Identification Code and the short title of the unit to which currently assigned.
(Corporate data)

Warfare Qual — The current Enlisted Warfare Designator qualified for. (Corporate data)
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Verify Process

Career Development Board

<0803
ssi- @ [ oo © I © rankRate: I @ Current 0SC: 200

ADSO:Q) PRO: @302013 Enos: @212011  gos: @R0772013 Soft EAOS: @
CReOECMO: 1 @)  PeBD: @§/20/2001 DIEMS: ) DIERF: B/20/2001
uc: I I Wartare Quat: @
oerT: @ DEPT Career Counselor: &)
Div: @0 DIV Career Counselor: @
@ I Temporary Rate Start Date: | M @ complete Date: |

@B PACT: Kuox  APACT,No Coast Guarantee - Aman

sporcor | D prove: ) I
eman: I D AitPhone: ) P |
ADDITIONAL BOARDS CONDUCTED

Iwe ReguiredOate CompletionDate Verfed | @) omerType: 2

Reporting: 05202010 @ 047202010
Pertorm To Serve: 1

6Month:  10/20/2010 Speciol Progrom: 1

12 Monthe:  04/20/2011
18 Month: 10/20/2011
24 Month: 042002012
36 Monthe  04/20/2013
48 Month: 042072014

60 Monthc 042002015

-
L

-t

TRFISEP:

J

TI:'ITI:ITI.'I?I.'I@II

-
¥

Other:
CAREER DEVELOPMENT TRAINING
COTC CompletionDate: | €@ ) RASW Completion Date: | €y iy

Figure 14-2—Verify — CDB Corporate Data Section pt2
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Verify Process

Career Development Board

16.

17.

18.

19.

20.

21.

22.

23.

24.

25.

26.

DEPT - The Department to which currently assigned. The Department is updated each
time the CDB page is opened. (Corporate data)

Dept Career Counselor Assigned — The Rate/Rank and name of the Department Career
Counselor that the member is currently assigned to. This assignment is made from either
the CIMS Individual Dept/Div Assign (Section 6) or Mass Department CC Assign menu
(Section 7), and is updated each time the CDB page is opened.

DIV — The Division to which currently assigned. The Division is updated each time the
CDB page is opened. (Corporate data)

Div Career Counselor Assigned — The Rate/Rank and name of the Division Career
Counselor currently that the member is currently assigned to. This assignment is made
from either the CIMS Individual Dept/Div Assign (Section 6) or Mass Department CC
Assign menu (Section 7), and is updated each time the CDB page is opened.

Temporary Rate Indicator — This checkbox is used to indicate that a Reserve member
is in a Temporary Rate and the Career Counselor wished to track the member.

Start Date/Complete Date — Enter the Reserve member’s Start Date and when complete
enter the Complete Date in these boxes.

PACT - This data only appears if the individual is a PACT member and identifies the
program contracted for.

NOTE: PACT members require an additional CDB at 18 months which is displayed in
the Board Tracking section for that member.

Sponsor — The Rate/Rank and name of the sponsor assigned by the Ultimate Duty
Station.

Phone — The primary contact phone number of the sponsor assigned. This is entered by
the person making the sponsor assignment and is required.

Email — The Email address of the sponsor assigned. This is entered by the person
making the sponsor assignment and may be left blank.

Alt Phone — The secondary contact phone number of the sponsor assigned. This is
entered by the person making the sponsor assignment and is required.
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Figure 14-3-Verify — CDB Corporate Data Section pt3
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Verify Process

Career Development Board

217.

28.

29.

30.

31.

Completion Date — Date the Reporting CDB was completed. This date will
automatically populate from the CDB interview date when a CDB is verified by the
Command Career Counselor.

NOTE: Since Reserve personnel do not require a 6 Month CDB, the Reporting
Completion Date is also written as the 6 Month Completion Date on
verification.

Verified — The Verified block displays a checkmark next to each CDB that has been
completed and Verified for the member currently displayed.

NOTE: A Checkmark will not appear in this field until the record has been marked
verified and saved by the CCC.

Additional Boards Conducted — Check boxes in this section represent that a CDB not
regularly scheduled has been started. When a CDB of a type listed in this box is saved, a
check will appear in the related box.

CDTC Completion Date — Displays the most current completion date of the Career
Development Training Course. Field also allows entry of more recent training
completion dates. Data entered into this field will not be recorded in the same manner as
on the Course Data menu and will not be displayed in the members ESR as a completed
course but will display on all CIMS reports where this data would normally be displayed.

NOTE: Course completion dates entered on the CDB page are not corporate data and
not displayed on ESR pages.

FTSW Completion Date — The most current completion date of the First Term Success
Workshop course. Field also allows entry of more recent training completion dates. Data
entered into this field will not be recorded in the same manner as on the Course Data
menu and will not be displayed in the members ESR as a completed course but will
display on all CIMS reports where this data would normally be displayed.

NOTE: Course completion dates entered on the CDB page are not corporate data and
not displayed on ESR pages.
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Verify Process

Career Development Board — Data

When validating a CDB the CCC will highlight the Status Verified. It is essential that the CCC
review every field for accuracy and completeness before saving the CDB. Once a CDB has been

marked Verified and Saved it can no longer be changed. For detailed information on this page
please see Section 8.

{ Career Development ' CDBData

sst: N Nowe: DNNNNSS  RonkRote: QU Current DSC: 100
I ADSD: 022372004 PRD: 0201/2008 EAOQS: 0272212008 Soft EAQS: 02/22/2009 I

I CREQOVECMO: 3 PEBD: 02r23/2004 DIEMS: DIERF:

Career Development Comments Fing | View All

IZ_ Q Reporting

% 0B Interview RankRate: [T . Report Date: 1171 e2oos @) DEPT: N5 @) OV @

__ ADVANCEMENTEDUCATIONCQUALIFICATIONS
_ NAVY KNOWLEDGE ONLINE

_ PHYSICAL FITNESS PROGRAM

" CAREER MANAGEMENT

__TRANSI

Short Term Goals: |12/182007 &

Long Tenm Goals: |12/182007 &

Board Comments: |Career Development Board Comments. &
=

Leadesship Tle: || cpo

Leader ship Leadership Comments. =

Comments:

|L

Figure 14-4-Verify — CDB Data
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Verify Process

14.2

1.

Verify — CDB Data
CDB Type — (Required) A CDB Type is required to be selected from the following list:

NOTE: The first CDB created will always, by default, be a "Reporting" type CDB that
cannot be changed.

CDB Interview Date — (Required) The date the CDB was conducted is required to be
entered in this field. Scheduled CDBs must be completed in order, but TRF/SEP and
"Other" type CDBs may be completed at any time after reporting to the current
command. (l.e., a 6 month CDB must be done after the "Reporting” CDB has been
completed, but before the 12 Month CDB Required Date, where an "Advancement" type
may be completed any time between the member's report date and today).

CDB Interview Rank/Rate — (Required) The Rank/Rate of the individual that the CDB
is being conducted on is required to be entered in this field. Counselors may select a
Rank/Rate other than the individuals current Rank/Rate to allow for special
circumstances; such as CDBs that are done on personnel that are striking for a rating or
frocked. (E.g., in the case of an AN who has been selected for AM3, but not yet
advanced, the career counselor would have the option to record a CDB as either AN or
AM3.)

Status — Indicates the current status of a Career Development Board. Command Career
Counselors may Verify any Pending or Completed CDB.

NOTE: Extreme caution should be taken when validating a CDB still in the Pending
state. A Pending status means that the CDB has not been completed and may
still require additional information be entered.

5. Report Date — The report date to the current command (Corporate data)

6. DEPT — The Department to which currently assigned. The Department is updated each

time the CDB page is opened. (Corporate data)

DIV — The Division to which currently assigned. The Division is updated each time the
CDB page is opened. (Corporate data)
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Verify Process

Career Development Board — Data

'f Career Development | CDBData

ssh: I Moe: I RokRate: R Current DSC: 10
ADSD: 02/23/2004 PRD: 02/01/2008 EAOQS: 0202212008 Soft EADS: 02/22/2009

CREOECMO: 3 PEBD: 02/23/2004 DIEMS: DIERF:

Career Development Commenls

CDB Type: IZ_ C,  Reporting
CDB Interview Date: [11/1872007 Cpending © Completed & Verified |

CDB Interview RankRate: |SN O\ Report Date: 11/18/2006 DEPT: N5 DIV:

_ TRANSITION
GOALS & COMMENTS
PACT Decision: ) W Continuing in PACT program
Short TermGoals: |\ 6
LongTermGoals: [\ @
Board Comments: \
Leadership Tile: | \ [12)
Leadership
Conments: PACT Decislon Description

REcECRERQRRER

Figure 14-5-Verify — CDB Goals & Comments
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Verify Process

Career Development Board

8.

10.

11.

12.

13.

PACT Decision — This field only appears if the individual is a PACT member and is
used to identify the member’s current status in the program.

Short Term Goals — (Required) Allows career counselors to enter any Short Term Goals
associated with the CDB. Up to 60 characters may be entered in this field.

Long Term Goals — (Required) Allows career counselors to enter any Long Term Goals
associated with the CDB. Up to 60 characters may be entered in this field.

Board Comments — (Required) Allows career counselors to enter any Board Comments
made that are associated with the CDB. Up to 1,000 characters may be entered in this
field.

Leadership Title — (Required) Only available to personnel with Command Career
Counselor access from the CIMS Verify menu. A Leadership Title is required to be
entered prior to verifying the CDB.

Leadership Comments — (Required) Only available to personnel with Command Career
Counselor access from the CIMS Verify menu. Leadership Comments are required to be
entered prior to verifying the CDB. If Leadership Comments have been entered, and the
record is saved in a Complete or Pending status, the Leadership Comments block will be
blanked out on save. This is to prevent personnel from viewing comments prior to final
verification.
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15. CALCULATORS - RETIREMENT

[ Retirement Calc

* USN 0 " RESERVE

Year of Retirement: IM (2]

Grade: [zl ©

‘WMonthly Base Pay: [ 3100000 € Calculate Final Pay | @

Total 1 ©

Points
Earnedl:

Calculate High - 3 Pay| €

(6] (10
‘Years: [27 -] months: [08 ] Calculate REDUXHigh 3 Pay |
I 27 'I (] -

o Clear |
Months: I I @

Years:

High 3, Monthly Base Pay calculations require that an average of Base Pay for the
previous 36 months to he done.

Year: 2008 Monthly Pay: 675.00 Annual Pay:  3100.00

Figure 15-1-Calculators — Retirement - USN
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151

CALCULATORS — RETIREMENT - USN

USN/RESERVE Selector — Select the appropriate option for the type of calculation
desired.

2. Year of Retirement — The retirement year.

3. Grade - Enter the paygrade or select the appropriate paygrade from the lookup.

4. Monthly Base Pay — Enter the Base Pay for the member.

10.

11.
12.

NOTE: When Calculating High 3 pay it is necessary to perform the calculation for the
average of Base Pay of the previous 36 months before entering the Monthly
Base Pay amount.

Total Points Earned — Enter the total number of reserve points earned and is grayed out
and unavailable for USN type Retirement Calculations.

NOTE: Minimum amount is 1000 and the maximum number of points earned is
limited to 12500 points.

Years of Creditable Service — Select or enter the number of years and months creditable
towards retirement.

Total Active Federal Military Service — Select or enter the number of years and months
of total service.

NOTE: Years and Months fields must contain an entry even if that entry is 00.

Calculate Final Pay — Clicking this button will perform calculations for members who
are not eligible High 3 or REDUX categories.

Calculate High — 3 Pay - Clicking this button will perform calculations for members
who are not eligible Final Pay or REDUX categories.

Calculate REDUX/High 3 Pay — Clicking this button will perform calculations for
members who are not eligible High 3 or Final Pay categories.

Clear Button — Clicking this button will clear all fields and calculation results.

Estimated Retirement Amount — Results of the calculations display in this section of
the page.

NOTE: These calculations are only an estimate and intended to provide the member
information to make career decisions.

NOTE: Every effort to use the appropriate calculator is important for each member, so
that decisions made are based on the most accurate information possible.
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CALCULATORS - RETIREMENT - Reserve

[/ Retirement Calc

Retirement Calculator

| T USN *' RESERVE |

Year of Retirement: [20pg

Grade: o)
‘Monthly Base Pay: | $1000.00 _

. [r2500' @ Calutate High 3P|
Points

Earned:

- “ro=re af Creditable Service

4 Total Active Federal Military Service -

"Years: Months:

"Years: Months: Calculate REDUXHioli 3 Pay,

High 3, Monthly Base Pay calculations require that an average of Base Pay for the
previous 36 months to he done.

Estimated Retirement Amount

Year: 2008 Monthly Pay: 86206 Annual Pay: 1041667

Figure 15-2—Calculators — Retirement - Reserve
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152 CALCULATORS — RETIREMENT - Reserve

1. Total Points Earned — Enter the total number of reserve points earned and is only
available for RESERVE type Retirement Calculations.

2. Calculate REDUX/High 3 Pay — Is grayed out and unavailable for Reserve type
Retirement Calculations.

3. Years of Creditable Service — Is grayed out and unavailable for Reserve type
Retirement Calculations.

4. Total Active Federal Military Service — Is grayed out and unavailable for Reserve type
Retirement Calculations.
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CALCULATORS - SRB

& USN CFTS ' RESERVE
'SRB Qualifier: € [cTia225 @, Description Type: [T14

Tvpe REENEXT: o B Year Contract

‘Base Pay Per Month: [ $1000.00/ €)

Search Results

SRB Qualifier Description Type SRB Max Amt Long Description

, ) CThi1 10000 B ¥ear Contract
Reenlistment Term: I B years "I e CThA T28 5000 15t 3 Year Contract
CThit TiC 4000 2nd 3 Year Contract

'Months Until EAOS: | 013 Months -1@
'Time in Service: ‘r’ears:l 04 *I 'I'u'lolrths:l 14 'I @
'Broken Service Status: [ 1 - Mo Broken Service = ©

@ calculate SRE | clear | @)

= Required tems

®

Zone: A Base Pay:  $1000.00 SRB Amount: $34500.00
Award Level: (.0 Total Active Military Service: 115

Figure 15-3-Calculators — SRB
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153

10.

11.
12.

CALCULATORS - SRB

USN/FTS/RESERVE Selector — Select the appropriate option for member the
calculation is performed.

SRB Qualifier — Enter the qualifier or part of the qualifier then use the lookup button to
locate one.

NOTE: Qualifiers listed in the lookup use the current CREO categories and are based
upon the USN/FTS/Reserve option selected above.

Description Type — Select the Description Type Code by using the lookup button.
Options in the lookup search results use the SRB Qualifier used in that field (see inset).
This field is only available for RESERVE calculations. (Reserve Only)

Type REEN/EXT - This field displays the Long Description from the selection in the
Description Type Code lookup. This field is not editable and only displays for
RESERVE calculations. (Reserve Only)

Base Pay Per Month — Enter the members base pay before allowances and special pays.
(USN & FTS Only)

Reenlistment Term — Use the drop down list to select the number of years the member is
planning to reenlist. Select three, four, five, or six years. (USN & FTS Only)

Months Until EAOS — Enter the number of months from one to 36 Months or leave
blank if there are no months remaining.

Time in Service — Years and months the member has spent in Service from one to 14
years. The Months field must contain a number between 00 and 11 months.

Broken Service Status — Select the option from the drop down mention that corresponds
with the members’ current status.

Calculate SRB Button — Clicking this button performs the calculation based upon the
criteria entered on the page.

Clear Button — Clicking this button will clear all fields and calculation results.
Estimated SRB Amount — This section displays the calculator’s results.

NOTE: These calculations are only an estimate and intended to provide the member
information to make career decisions.

NOTE: Every effort to use the appropriate calculator is important for each member, so
that decisions made are based on the most accurate information possible.
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CALCULATORS - SBP

SBP Cost Estimate Form

& Spouse Only " Child Only " Spouse and Child Only
Last Name: ‘Member’s 6
T © il
'SBP Base [s1000.00 Spouse NNV @
Amount: o DOB:
Projected - Youngest .
Retirement Date: 0770172009 53 ° chaapog: | 5o
Supplement SBP  ® Yes C No a Q ¥ Entered service prior to 2 March 1990
@ calculate 58P | cear | ®
SBP Monthly Cost and Annuity Estimates
Member Birth Date: _
Spouse Birth Date: _
Child Birth Date:
Monthly Cost: Annity Under 62: Annuity 62 & Over:
Spouse Cost/Annuity: $55.38 £550.00 §350.00
Child Cost/Annuity:
Spouse & Child/Annuity:
5% Supplemental SBP Cost: $64.58 $400.00
10% Supplemental SBP Cost: §73.78 $450.00
15% Supplemental SBP Cost: §8298 $500.00
20% Supplemental SBP Cost: §92.18 $550.00

Figure 15-4—Calculators — SBP Cost Estimate Form
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CALCULATORS - SBP

Spouse/Child/Spouse and Child Selector — Select the appropriate option for member
the calculation is performed.

2. Last Name — Enter the last name of the member. (Not Required)

SBP Base Amount —Enter the member’s base retirement pay before allowances and
special pays.

4. Projected Retirement Date — Enter the retirement date.

5. Supplement SBP — Select the option appropriate for the calculation desired.

6. Member’s DOB - Enter the member’s date of birth by manually entering the date or

10.

11.
12.

using the date selector next to the field.

Spouse DOB - Enter the spouse’s date of birth by manually entering the date or using the
date selector next to the field. Enter a date in this field for Spouse Only and Spouse and
Child Only calculations.

NOTE: When performing a Spouse Only calculation the Youngest Child DOB must
be blank; and when performing a Child Only calculation the Spouse DOB
must be blank.

Youngest Child DOB - Enter the member’s youngest child’s date of birth by manually
entering the date or using the date selector next to the field. Enter a date in this field for
Child Only, and Spouse and Child Only calculations.

Calculate SBP Button — Use this button to perform the calculation.

Entered service prior to 2 March 1990 Checkbox — Check this box if the member
entered service prior to 2 March 1990.

Clear Button — Clicking this button will clear all fields and calculation results.
Estimation Worksheet — This section displays the calculator’s results.

NOTE: These calculations are only an estimate and intended to provide the member
information to make career decisions.

NOTE: Itisadvisable for the Career Counselor to perform SBP estimates for each
scenario and review the results carefully with the member.
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Section Sixteen—Certificates

16-1 Revision 3



CIMS Users Guide

September 2012

16. CERTIFICATES

This section will aid you in the creation of a variety of Certificates for use in ceremonies. The
Menu below displays the Certificates that you can produce within.

Search:

>

= Career Information Management
[ se

[+ Inquire

[- Calculatars

[+ Werify

- Cedificates
— Reenlisttnent
— Reenlistment o Wife)
— Reenlistrment fto Hushand)
— Honorahle Discharge
— Eleet Reserve
— Betirement o Wife)
— Retirerment (o Hushand)
— Parent (Female Retireg)
— Parent (Male Retiree)
— Child (Female Retires)
— Child (Male Retiree)
[> Forms
[ Reports
[+ Lists
[ Electronic Serice Record
[= Contract Administration

Reenlistment
Enter any infarmation you have and click Search.

/ Find an Existing Value {_Add a New Value |

Search by: Run Control ID begins with 6

Search | Advanced Search

Find an Existing VWalue | Add a Mew Yalue e

Figure 16-1-Certificate Menu
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16.1 CERTIFICATES

1. Run Control ID - Enter the Run Control ID you want the Print Manager to use for this
certificate.

2. Search — Press the Search button to search for the Run Control ID entered above.
Alternately you may leave the Run Control ID field empty and search to see a complete
list of all available IDs.

3. Add a New Value — Use this link to add a new value to the Run Control ID list.

NOTE: There is currently no limit to the number of Run Control IDs that a user may
have, but users are not able to remove a Run Control ID from the list once
created. It is advisable to limit the number created.

NOTE: Ifitis necessary to create and print several certificates in sequence, using one
Run Control ID for the certificates causes the print manager to create them in
the order requested.

NOTE: The Run Control ID page is identical for each of the Certificates in this
section.
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CERTIFICATES - Reenlistment

|I' Reenlistment
R
Run ControlID:  ALPHA @ report Manager wn_|Q

Certificate Date: e 1211912007 [+

EmpliD: Ol - 2
Full Rating: I O
Rate Wairtare Q '__G

Designaton:

e oromico: N ©

{First Name MI Last Mame, Rank, Branch/Class)

Official Title: |Executive Officer ©

@ save | QRetumto search | 18 previous inuist | 4B Nestinuist | | 4 Retres | ES Add

Figure 16-2—Certificate Reenlistment
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16.2

CERTIFICATES - Reenlistment
Certificate Date — Enter the award date for the certificate.

2. EmplID - Enter the members SSN. Note: Enter the SSN manually or part of the SSN and

N oo g bk~ ow

©

use the lookup button to search for members that contain that part of the SSN.
Name — Members full name. (Corporate Data).

Full Rating — Members rating spelled out (Corporate Data).

Rate— Members Rate (Corporate Data).

Warfare Designator — Members Warfare designator (if any) (Corporate Data).

Name of Official — Enter the signing official’s information in the following format First
Name MI Last Name, Rank, Branch/Class.

Official Title — The signing official’s title spelled out.

9. Run Button — Activates the Process Scheduler Request page. Review your request and

10.

press ok to initiate the request.

Report Manager Link — Navigates to the Report manager to view the status of the request
and view/print the certificate.

NOTE: With the exception of the SSN all information contained on this page is
editable, modify data as necessary.

NOTE: The page will allow both upper and lower case entries but will convert the
case to match current norms for certificates.
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CERTIFICATES - Report Manager

/ Report List Y ServerList |

View Reports:loperator 'l ProcessType:ICnrstal 'l Refresh |e
Status: I 'l Last: |_1 IDa\,rs 'l

Report List

nize | Fine Vi 4 1| B8 First [ 1 o0 B Last

Process Name User D mﬁ Report Description Request DateTime  Format Status Details E;:; it
NCIMCD11 TRIFLEUlL 706981 Reenlistment Ceriicate g?ﬁﬁgﬁf ’;‘f_;%%at Processing  Details

NCIMC13W  TRIPLEUIc 706980  Refirement toWife e e “(L\:;%%at Posted Details Lview | e
NCIMED11 TRIPLEUIC 706873 Resnlistment Certificats fgfégfifﬂ ’E‘f_;”cl%at Fosted Details | view |
NCIMGD11 TRIPLEUIC 706872 Reenlistment Certificate ?SIEEEEE\; ’;‘f_;%%at Posted Details [ view |

Go backto Reenlistment e

Figure 16-3—Certificates - Report Manager

Report Detail

Report ID: 2837TRO Process Instance: 70B921 Message Log
Name: MCICOT 1 Process Type: Crystal

Fun Status: Success

Reenlistment Cerdificate

Distribwtion Node: WEDB Expiration Date: IDTIDEIEDDE

File List

Hame File Size {wtes) Datetime Created

CEW MCIMCO11 FOE981. 100 N 070172008 2:44:47 000000FPM CDT
QNCIMCDH TOE981.PDF a3,a048 Q70172008 2:44:47.000000FPM COT

pssglirace tre 492 070172008 2:44:47.000000PM CDT

Distribute To

Distrilnttion ID Type ‘Distribution 1D

Llser TRIFLEUI:

Figure 16-4—Certificates - Report Detail
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16.3

CERTIFICATES — Report Manager/Report Detail

Status — This column displays the current status of the requested
Report/Form/Certificate.

View Button — This button only appears once the Status has changed to Posted. Clicking
this button will load the report detail page.

Refresh Button — Pressing the Refresh button will update all information in the Report
List. You must refresh the page for the View button to appear.

4. Go back link — Clicking this link will navigate back to the previous page.

5. PDF link — Clicking the PDF link allows the opening or saving of the created document.
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16.3.1 CERTIFICATES - Reenlistment

CERTIFICATE OF REENLISTMENT

To all who shall see these presents, greetings:
Know ve, that by the authority vested in me

I do here by reenlist

in the
UNITED STATES NAVY
Having solemmnly sworn
to support, defend and bear true faith and allegiance to the
Constitution of the Unired States: to obey the orders of the President
of the United States and all superiors; and to abide by the rules and
regulations prescribed under naval law and the Uniform Code of
Military Justice, the enlistee is thus entitled to all honors, courtesies

and privileges accorded by Naval law, custom and tradition,

Solemmly sworn to before me this 19th dayv of December, 2007

Figure 16-5-Certificates of Reenlistment
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CERTIFICATES - Reenlistment (to Wife)

[ Reenlistmentito Wife)

6 Run 6

Fun Control ID:  CDB Report Manager

Certificate Date: €W [1211972007 (1
certificate Reciient ||| AN 2 ©

Name:
’ (First Name Last Name)

Name of Ofriciat: | 2

(First Name, Middle Initial, Last Name, Rank, Branch/Class)

omciaimwie: [N $©

B save | | S\ Returnto Search | ] Previous in List | +E] Mext in List | ) Refresh | ErAdd

£

Figure 16-6—-Reenlistment (to Wife)
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16.3.2
1.

CERTIFICATES - Reenlistment (to Wife)
Certificate Date — Enter the award date for the certificate.

2. Certificate Recipient Name — First and Last name of The Enlistee’s Wife.

Name of Official — Enter the signing official’s information in the following format First
Name MI Last Name, Rank, Branch/Class.

4. Official Title — The signing official’s title spelled out.

5. Run Button — Activates the Process Scheduler Request page. Review your request and

press ok to initiate the request.

Report Manager Link — Navigates to the Report manager to view the status of the request
and view/print the certificate.

NOTE: The page will allow both upper and lower case entries but will convert the
case to match current norms for certificates.

NOTE: The Process Manager and Report Manager are discussed in more detail in the
Reenlistment Certificate portion of this section.
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CERTIFICATES - Reenlistment (to Wife)

Certificate of Appreciation

From the United States Navy

To all who shall see these presents, greelings:

To

By the ﬂ.'frhm'i'rlr vested in me, it is my p.’fa_':r.rre fo express the grmqﬁ:f appreciation
of the United States Navy, to you, for your unselfish, patiotic and devoted service
during vour husband's military caveer . Youwr unfailing support and understanding
helped immeasurably to make possible his lasting conmibution to the nation. To
those whe say a single man cannot make a difference, I say wrong. Yowr husband
did! He made our Neny stronger and kepr owr nation safe. With his service to the
Navy now complere, he will be able to spend more time with yvou in the furure. The
United Stares Navy thanks vou and I thank you.

Given this 6th day of Julv, 2007

Evecurive Qificer

Figure 16-7-Reenlistment (to Wife)
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CERTIFICATES - Reenlistment (to Husband)

[ Reenlistment(to Husband) '

@ Run 6

Fam Control ID:  CREQ R Manager

certificate Date: [07/0212007 5

Name:
: {First Name Last Name)

e oorico: [ ©

(First Name, Middle Initial, Last Name, Rank, BranchiClass)

omcialTwie: | 4

B save | S\Retumnto Search | +[E Previous in List | 4[E] Mexdt in List | ) Retresh | EAdd |

Figure 16-8—Reenlistment (to Husband)
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16.3.3
1.

CERTIFICATES - Reenlistment (to Husband)
Certificate Date — Enter the award date for the certificate.

2. Certificate Recipient Name — First and Last name of The Enlistee’s Husband.

Name of Official — Enter the signing official’s information in the following format First
Name MI Last Name, Rank, Branch/Class.

4. Official Title — The signing official’s title spelled out.

5. Run Button — Activates the Process Scheduler Request page. Review your request and

press OK to initiate the request.

Report Manager Link — Navigates to the Report manager to view the status of the request
and view/print the certificate.

NOTE: The page will allow both upper and lower case entries but will convert the
case to match current norms for certificates.

NOTE: The Process Manager and Report Manager are discussed in more detail in the
Reenlistment Certificate portion of this section.
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CERTIFICATES - Reenlistment (to Husband)

Certificate of Appreciation
From the United States Navy

To all who shall see these presents, greetings:
To

By the authority vested in me, it is my pleasure to express the gratefil appreciation
of the United States Navy, to you, for vour unselfish, faithful, and dedicated
assistance during the naval service of your wife. Your unfailing support and
understanding have helped immeasurably to make possible your wife's decision to
continue a naval career.

Given this 3id day of Decemnber, 2007

Figure 16-9—-Reenlistment (to Husband)

16-16 Revision 3



CIMS Users Guide September 2012

This Page Intentionally Left Blank

16-17 Revision 3



CIMS Users Guide September 2012

CERTIFICATES - Honorable Discharge

{ Honorable Discharge
@ Run |e

Fun Control I CERTS Repoit Manager
Process Instance: 7065987

Certificate Date: o ||:|TIIJ1 12007 [

e © I I ©

Fol Rt I (43
Rate’'Warfare a '- G

Designator:

e oromco: | 7

(First Marme Ml Last Mame, Rank, BranchiClass)

omcare: )

B Save | | L Refresh |

Es2dd

Figure 16-10—Certificates — Honorable Discharge
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16.3.4
1.

CERTIFICATES - Honorable Discharge
Certificate Date — Enter the award date for the certificate.

2. EmplID - Enter the members SSN. Note: Enter the SSN manually or part of the SSN and

N oo g bk~ ow

©

use the lookup button to search for members that contain that part of the SSN.
Name — Members full name. (Corporate Data).

Full Rating — Members rating spelled out (Corporate Data).

Rate— Members Rate (Corporate Data).

Warfare Designator — Members Warfare designator (if any) (Corporate Data).

Name of Official — Enter the signing official’s information in the following format First
Name MI Last Name, Rank, Branch/Class.

Official Title — The signing official’s title spelled out.

9. Run Button — Activates the Process Scheduler Request page. Review your request and

10.

press ok to initiate the request.

Report Manager Link — Navigates to the Report manager to view the status of the request
and view/print the certificate.

NOTE: With the exception of the SSN all information contained on this page is
editable, modify data as necessary.

NOTE: The page will allow both upper and lower case entries but will convert the
case to match current norms for certificates.

NOTE: The Process Manager and Report Manager are discussed in more detail in the
Reenlistment Certificate portion of this section.
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CERTIFICATES - Honorable Discharge

Eunnrahle Eiﬁtharge

Jrom the Armed forces of the United Stares of America

This is to certify that

was Honorably Discharged from the

United States Navy

on the 2nd day of January, 2008. This certificate is awarded as a

testimonial of Honest and Faithful Service

COMMANDING QFFICER

Figure 16-11-Certificates — Honorable Discharge
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CERTIFICATES - Fleet Reserve

{ Fleet Reserve |

Fun ComtrollD: CERTS Report Manager

Run @

Certificate Date: €§[07:01/2007 5

v @) - I ©

Ful Rating: B O
Rate Warfare at-—e

Dresignaton:

Retirement Year s:el_ Q

nameoromicio: [ ©

{First Mame Ml Last Mame, Rank, BranchiClass)

Official Title: i (9]

& Save |  [SAReturnto Search | +{Z Previous in List | +E Mexd in List | i, Refresh |

Ee£dd

Figure 16-12—Certificates — Fleet Reserve
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16.3.5
1.

CERTIFICATES - Fleet Reserve
Certificate Date — Enter the award date for the certificate.

2. EmplID - Enter the members SSN. Note: Enter the SSN manually or part of the SSN and

© N o g &~ w

10.

11.

use the lookup button to search for members that contain that part of the SSN.
Name — Members full name. (Corporate Data)

Full Rating — Members rating spelled out (Corporate Data)

Rate— Members Rate (Corporate Data)

Warfare Designator — Members Warfare designator (if any) (Corporate Data)
Retirement Years — Number of years credited toward retirement.

Name of Official — Enter the signing official’s information in the following format First
Name MI Last Name, Rank, Branch/Class.

Official Title — The signing official’s title spelled out.

Run Button — Activates the Process Scheduler Request page. Review your request and
press ok to initiate the request.

Report Manager Link — Navigates to the Report manager to view the status of the request
and view/print the certificate.

NOTE: With the exception of the SSN all information contained on this page is
editable, modify data as necessary.

NOTE: The page will allow both upper and lower case entries but will convert the
case to match current norms for certificates.

NOTE: The Process Manager and Report Manager are discussed in more detail in the
Reenlistment Certificate portion of this section.
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CERTIFICATES - Fleet Reserve

Fleet Reserve

e

United States Navy

This is to certify that

was fransferred from, active duty to the Fleet Reserve, of the
United States Navy on the 30th day of September, 2007 after 22 years of

service. This certificate is awarded as a Testimonial of Faithful

and Honorable Service.

Commanding Officar

UNITED STATES NAVY

Figure 16-13—Certificates — Fleet Reserve

16-24 Revision 3



CIMS Users Guide September 2012

This Page Intentionally Left Blank

16-25 Revision 3



CIMS Users Guide September 2012

CERTIFICATES - Retirement (to Wife)

f Retirement (to Wife)

Fun Control Il: - CERTS E ﬂw r MB

FProcess Instance 706988

Centificate Date: €9 [07:01/2007 i
conicnscecvor I ©

Hame:
(First Name Last Name)

Name o omicia:: | (5

(First Mame, Middle Inilial, Last Name, Rank, Branch/Class)

orticiai Te: | 9

B Save | | LLReturnto Search ] +[E] Previous in List | 4[5 Mext in List | t) Refresh | Eradd

Figure 16-14—Certificates — Retirement (to Wife)
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16.3.6
1.

CERTIFICATES - Retirement (to Wife)
Certificate Date — Enter the award date for the certificate.

2. Certificate Recipient Name — First and Last name of The Enlistee’s Wife.

Name of Official — Enter the signing official’s information in the following format First
Name MI Last Name, Rank, Branch/Class.

4. Official Title — The signing official’s title spelled out.

5. Run Button — Activates the Process Scheduler Request page. Review your request and

press ok to initiate the request.

Report Manager Link — Navigates to the Report manager to view the status of the request
and view/print the certificate.

NOTE: The page will allow both upper and lower case entries but will convert the
case to match current norms for certificates.

NOTE: The Process Manager and Report Manager are discussed in more detail in the
Reenlistment Certificate portion of this section.
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CERTIFICATES - Retirement (to Wife)

Certificate of Appreciation
From the United States Navy

To all who shall see these presents, greefings:

To

By the authority vested in me, it is my pleasure to express the grateful appreciation
of the United States Navy, to you, for your unselfish, patriotic and devoted service
during your husband's military career . Your unfailing support and understanding
helped immeasurably to make possible his lasting contribution to the nation. To
those who say a single man cannot make a difference, I say wrong. Your husband
did! He made our Navy stronger and kept our nation safe. With his service fo the
Navy now complete, he will be able to spend more time with you in the future. The
United States Navy thanks you and I thank you.

Given this 3rd day of December, 2007

Execurrve Officer

Figure 16-15—Certificates — Retirement (to Wife)
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CERTIFICATES - Retirement (to Husband)
Jf Retirement {to Husband)
@ :
Run ControlID: CERTS Report Manager ¢I e

Frocess Instance; 706988

Certificate Date: €9 [07/01/2007 5

Name:
(First Name Last Mame)

e srorcio: [ ©

(First Mame, Middle Initial, Last Name, Rank, BranchiClass)

oficial Te: | (2

& save |  SiReturnto Sean:hl 5] Previous in List | +[E] Mext in List | i1 Refresh ‘

Figure 16-16—Certificates — Retirement (to Husband)
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16.3.7
1.

CERTIFICATES - Retirement (to Husband)
Certificate Date — Enter the award date for the certificate.

2. Certificate Recipient Name — First and Last name of The Enlistee’s Wife.

Name of Official — Enter the signing official’s information in the following format First
Name MI Last Name, Rank, Branch/Class.

4. Official Title — The signing official’s title spelled out.

5. Run Button — Activates the Process Scheduler Request page. Review your request and

press ok to initiate the request.

Report Manager Link — Navigates to the Report manager to view the status of the request
and view/print the certificate.

NOTE: The page will allow both upper and lower case entries but will convert the
case to match current norms for certificates.

NOTE: The Process Manager and Report Manager are discussed in more detail in the
Reenlistment Certificate portion of this section.
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CERTIFICATES - Retirement (to Husband)

Certificate of Appreciation
From the United States Navy

To all who shall see these presents, greefings:

To

By the authority vested in me, it is my pleasure to express the grateful appreciation
of the United States Navy, to you, for vour unselfish, pamiotic and devoted service
during your wife's military career . Your unfailing support and understanding
helped immeasurably to make possible her lasting contribution to the nation. To
those who say a single woman cannot make a difference, I say wrong. Your wife
did! She made our Navy stronger and kept our nation safe. With her service to the
Navy now compiere, she will be able to spend more time with you in the funwe. The
United States Navy thanks you and I thank you.

Given this 30th day of September, 2007

Commarnding Offfcer

Figure 16-17—Certificates — Retirement (to Husband)
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CERTIFICATES - Parent (Female Retiree)

[/ Retirement (Parent of Femalel) '\

Fun Control ID: CERTS Report Manager

Centificate Date: €P[07/0112007 5
Certificate Recipient _ e

Hame: :
(First Marme Last Marme)

et N ©

Hane:

Run Q

wame oforicior | G

(First Mame, Middle Initial, Last Name, Rank, BranchiClass)

oiciat ie: | 9

B save | | QuReturnto Search | +) Previous in List ‘ 3 Next in List | , Refresh |

Figure 16-18—Certificates — Parent (Female Retiree)
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16.3.8
. Certificate Date — Enter the award date for the certificate.

o

CERTIFICATES - Parent (Female Retiree)

1
2. Certificate Recipient Name — First and Last name of The Enlistee’s Wife.
3.
4

. Name of Official — Enter the signing official’s information in the following format First

Retiree’s First Name — Enter the Members first name.

Name MI Last Name, Rank, Branch/Class.
Official Title — The signing official’s title spelled out.

6. Run Button — Activates the Process Scheduler Request page. Review your request and

press ok to initiate the request.

Report Manager Link — Navigates to the Report manager to view the status of the request
and view/print the certificate.

NOTE: The page will allow both upper and lower case entries but will convert the
case to match current norms for certificates.

NOTE: The Process Manager and Report Manager are discussed in more detail in the
Reenlistment Certificate portion of this section.
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CERTIFICATES - Parent (Female Retiree)

Certificate of Appreciation

From the United States Navy

To all who shall see these presents, greetings:

By the authority vested in me, it is my pleasure to express the grateful appreciation
of the Unired States Navy, to you, for enduring the frequent and long separarion
Sfrom your daughter, Jennifer, as she served her country. These months, indeed
vears that she spent away from you constitute a clear and noble demonstration of
her love for you and her family. You see, she left you in order fo ensure that you
inherited a safer world, a surer peace. To those who say a single woman cannot
make a difference, I say wrong. Your daughter did! She made our Navy stronger
and kept our nation safe. With her service to the Navy now complete, she will be
able to spend more fime with you in the future. The United States Navy thanks both
you and your daughter for enduring these separations.

Given this 3rd day of December, 2007

Exscurive Officar

Figure 16-19—Certificates — Parent (Female Retiree)
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CERTIFICATES - Parent (Male Retiree)

[ Retirement (Parent of Male)

Fun Comtrol Il CERTS Repart Manager

Certificate Date: o 07/0142007 [
Certicate Recivien | &

Haine: -
(First Mame Last Mame)

st I ©

Hame;

3

vome ot orico: O

(First Name, Middle Initial, Last Mame, Rank, Branch/Class)

oncarrme:

) Save |  JS\Return to Search | #{Z] Previous in List | 4[5 Met in List | %, Refresh |

Figure 16-20—Certificates — Parent (Male Retiree)
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16.3.9

o

CERTIFICATES - Parent (Male Retiree)

1. Certificate Date — Enter the award date for the certificate.

2. Certificate Recipient Name — First and Last name of The Enlistee’s Wife.
3.
4

. Name of Official — Enter the signing official’s information in the following format First

Retiree’s First Name — Enter the Members first name.

Name MI Last Name, Rank, Branch/Class.
Official Title — The signing official’s title spelled out.

6. Run Button — Activates the Process Scheduler Request page. Review your request and

press ok to initiate the request.

Report Manager Link — Navigates to the Report manager to view the status of the request
and view/print the certificate.

NOTE: The page will allow both upper and lower case entries but will convert the
case to match current norms for certificates.

NOTE: The Process Manager and Report Manager are discussed in more detail in the
Reenlistment Certificate portion of this section.
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CERTIFICATES - Parent (Male Retiree)

Certificate of Appreciation
From the United States Navy

To all who shall see these presents, greetings:

Te

By the authority vested in me, it is my pleasure to express the grateful appreciation
of the United States Navy, to you, for enduring the frequent and long separation
from your son, KEVIN, as he served his country. These months, indeed years that he
spent away from you constitute a clear and noble demonstration of his love for you
and his family. You see, he left you in order to ensure that you inherited a safer
world, a surer peace. To those who say a single man cannot make a difference, I say
wrong. Your son did! He made our Navy stronger and kept our nation safe. With
his service to the Navy now compiete, he will be able to spend more time with you in
the future. The United States Navy thanks both you and your son for enduring these
separarons.

Given this 30th day of September, 2007

Commandmg Gfficer

Figure 16-21—-Certificates — Parent (Male Retiree)
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CERTIFICATES - Child (Female Retiree)

f Retirement {Child of Fernale)

5]

Run
Fun Comtrol ID:  CERTS Feport Manaoer 6

Certificate Date: Qluwmxzun #)

Hame:
s (First Mame Last Mame)

(First Mame, Middle Initial, Last Name, Rank, Branchi/Class)

oncorne: O

B Save | | S\ Returnto Search ] +[E Previous in List | +[E| Mext in List i rts Refresh | Eaad |

Figure 16-22—Certificates — Child (Female Retiree)
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16.3.10 CERTIFICATES - Child (Female Retiree)

1.

Certificate Date — Enter the award date for the certificate.

2. Certificate Recipient Name — First and Last name of The Enlistee’s Wife.

Name of Official — Enter the signing official’s information in the following format First
Name MI Last Name, Rank, Branch/Class.

4. Official Title — The signing official’s title spelled out.

5. Run Button — Activates the Process Scheduler Request page. Review your request and

press ok to initiate the request.

Report Manager Link — Navigates to the Report manager to view the status of the request
and view/print the certificate.

NOTE: The page will allow both upper and lower case entries but will convert the
case to match current norms for certificates.

NOTE: The Process Manager and Report Manager are discussed in more detail in the
Reenlistment Certificate portion of this section.
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CERTIFICATES - Child (Female Retiree)

Certificate of Appreciation

From the United States Navy

To all who shall see these presents, greetings:

To

By the authority vested in me, it is my pleasure to express the grateful appreciation
of the United States Navy, to you, for enduring the frequent and long separation
from yvour mother as she served her countrv. These months, indeed years thar she
spent away from you constitute a clear and noble demonstration of her love for you
and her family. You see, she left you in order to ensure that you inherited a safer
weorld, a surer peace. To those whe say a single woman cannot make a difference, I
saqy wrong. Your mother did! She made our Navy stronger and kept our nation sqfe.
With her service to the Navy now complete, she will be able to spend more time with
vou in the future. The United States Navy thanks both you and your mother for
enduring these separations.

Given this 30th day of September, 2007

Commanding Gfficar

Figure 16-23—Certificates — Child (Female Retiree)
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CERTIFICATES - Child (Male Retiree)

[ Retirement (Child of Male) |

e Run e

Run Comtrol I CERTS Report Manager

Certificate Date: o 07/0172007 | [+

Name:
‘ (First Mame Last Mame)

e sronco: [ ©

(First Mame, Middle Initial, Last Mame, Rank, BranchiClass)

oiciat Twie: | )

B Save | LSLRetun to Search [ 1[5 Previous in List j 4[5 Mext in List | %) Refresh | Ertdd

Figure 16-24—Certificates — Child (Male Retiree)
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16.3.11 CERTIFICATES - Child (Male Retiree)

1.

Certificate Date — Enter the award date for the certificate.

2. Certificate Recipient Name — First and Last name of The Enlistee’s Wife.

Name of Official — Enter the signing official’s information in the following format First
Name MI Last Name, Rank, Branch/Class.

4. Official Title — The signing official’s title spelled out.

5. Run Button — Activates the Process Scheduler Request page. Review your request and

press ok to initiate the request.

Report Manager Link — Navigates to the Report manager to view the status of the request
and view/print the certificate.

NOTE: The page will allow both upper and lower case entries but will convert the
case to match current norms for certificates.

NOTE: The Process Manager and Report Manager are discussed in more detail in the
Reenlistment Certificate portion of this section.
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CERTIFICATES - Child (Male Retiree)

Certificate of Appreciation
From the United States Navy

To all who shall see these presents, greefings:

To

By the aquthority vested in me, it is my pleasure to express the grateful appreciation
of the United States Navy, to you, for enduring the frequent and long separation
Jrom vour father as he served his country. These months, indeed years that he spent
away from you constitute a clear and noble demonstration of his love for you and
his family. You see, he left you in order to ensure that you inherited a safer world, a
surer peace. To those who say a single man cannot make a difference, I say wrong.
Your father did! He made our Navy stronger and kept our nation safe. With his
service to the Navy now complete, he will be able to spend more fime with you in the
future. The United States Navy thanks both you and vour father for enduring these
separations.

Given this 30th day of September, 2007

Commumding Officer

Figure 16-25-Certificates — Child (Male Retiree)
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17. FORMS

The Forms section within CIMS provides the opportunity to produce Individual Career
Development Plans (ICDP), and Pre-separation Checklist for Active and Reserve Members.

NOTE: The Reserve Pre-separation Checklist (DD2648-1) is not yet available for use
and as such will produce the DD2648 Active duty version until a future

updates add the Reserve form.

{ 1CDP FORME1E9

Run Control I CDB

Report Manager

enpro: [ .

First 1.5 ot 7 Last

CDB Imerview (CDB iterview

select UIC  CDB Type

Date
1 [ Reporting 05/19/2004
20 | 6 vontn 10/06/2004
37 [ 12vortn 0410772005
= 02/2812006
s\ | lomer Type 0410312007

Grade (Print Form

. I =

Rank Rate

i@

L4 Returni to Sean:hl 17 Previous in List | 45| Next in List | o Refresh |

LLLLL

Figure 17-1-Forms — ICDP for E1-E9

17-2

Revision 3



CIMS Users Guide September 2012

171

FORMS — ICDP FORM E1-E9

EmplID — Member SSN. Enter a partial SSN then click the lookup button to search for
records matching the partial SSN entered.

2. Select — Checkbox selects the CDB used to produce the ICDP form.
Print Form — Button begins the form creation and print process.

NOTE:

NOTE:

NOTE:

NOTE:

NOTE:

There is currently no limit to the number of Run Control I1Ds that a user may
have, but users are not able to remove a Run Control ID from the list once
created. It is advisable to limit the number created.

If it is necessary to create and print several forms in sequence, using one Run
Control ID for the forms causes the print manager to create them in the order
requested.

The Run Control ID page is identical for each of the Forms/Certificates and
Reports.

The Process Manager and Report Manager are discussed in more detail in the
Reenlistment Certificate portion of this guide.

Regardless of CDB Interview Date any CDB Verified by the CCC after 28
July 2012 will be displayed on a newer version of the ICDP form. The newer
form contains fewer fields and is formatted slightly different. All information
contained in the CDB remains stored in the database.
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FORMS — ICDP FORM E1-E9-Pg1lof?2

24 Month Individual Caresr D'l'l'llimlm FPlan (FCDF) tar;

CVN 74 JOHN C STENNIS

| CEFT | D AAD2 | Feoort Dute:  DA/DGIE008 | ADSD: DB1N2001 l EAOS DANNZOOT l PRO: D4D1/2008 ]
ADVANCEMENT /| EDUCATION /QUALIFICATIONS
aatvancemest Tene ne Ex ¢ (e B 7oso Pockogr Scbmimed ] ] Service Receed | OO Reviewsd:  S4/0WI005
Leadershig Trsning Cortinum | EX: - & ET
Diati At areed E4 ES Ed _ Recommnded. Nest Papireds. Retantan: ¥
Expminabon Partsoaton & of Tiwa Taken: 0 I & ol Tima PHA: 0 I & of Time Faledt 0 & ol Tima Board Eigitls o
Edutanon Level  Hiph Sehool Dgiowa UEMAF Enmded
oe Level 308 [ ozmacons  Lever awe
DA Wabehed: quarierdech pocew. man
Warfure Qusstcason Stk Desgraton. SW | StariDase:  gawznos Estimated Comaletion: DLOMI006
_HAVY KHOWLEDGE ONLINE
N Panad Regiwsson D40ianod | Tutoss: 0004 | Lonming conter
Havy E Leamieg/NET
Foane MiPaylogn: GamIos | TSP (408200 | memans
Heas & Wslneps Famarks
5 Veciorn Mol (5VM Orerfason: [UTHIDMM | Ses Werrior Tutonal  D409/2004 Carser Progress
PHYSICAL FITHESS PROGRAM
1, FALL 3007 . BARTICIEANT - GOOD MEDIM 5
PRT Data 2 s
3 T
4 B
Persnal Goals Set
CAREER MANAGEMENT
Reanisimend Intprians
Parform To SereePTS) Paiicy Fiaet FADE Gua Dale | P12 Lot Feview st
Specia’ Program Intereats
JASE Career Mansgemen: System| JOkES ) Dty Prefererce Update DT | Fersony Mioes anoe Upd s D004 I Apaeato SulfTed
PCS Drders Ceders Rerered | Wielcome Absand Package | Message Receved [ ARGAUS Date: NIEZ008
TRANSITION
COI848 & Indwidual Transion Plan (TTP) Dute Sigred ITP Bequestes | Seheduled TAF Daie
Popsesvs d=Baion USHR Recruser Contacted
F oty Reoraton Assisante
Paranal Braperty
Flasl Raserve Apzdcataon Submaed Flest Reserve Cale

Page 1012

Figure 17-2-Forms — ICDP for E1-E9, Page 1 of 2
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17.3 FEORMS - ICDP FORME1-E9-Pg2o0f?2

CYH 74 JOHN C STENNIZ

24 Month Individual Caresr mwr Plan (ICODP) for:

Hofis Tocam the CDB hedd on 4MR006

Stk T Goals: Thee Formes seclion within CIMS. peovides The opeousty io pr

Ling Term Gosls Thee Fgrang se-chion within CIMS provides. the opeordundy fo pr

Boaed Commenis Mol These i correnty fo il 12 the number of Rue Control 10 Mal & User may Rave, bul users ire nol able 10 remzve & Rus Conirel 1D fross fe 91 once erested. I is

ddwitate by vl e e orealed
DEPARTMENT HEAD COMMENTS  Mose: Théne i3 cummently ao Sl 1o Iné numse of Bun Condeod (02 N 0 Loy ey fne, Bof users e aof abie 1 reacve & Ran Controd 10 fom Me il
G it T A Savale B0 T M AueTibar Crediid

Hetes from the COB held on 4T2003

[ e ] Thep Formg pa-chion within CIMS péoviden the apsortunity 19 pr

Long Tem Goaly Thet Feemea sechon within CIMS peovides. he opooturdy io pr

Board Cormmenty Figte: Thase i Garrenily ro bl 55 the number of Run Control ID% Tt & user My Riv, Bul ubeds ate nod able 1 remdwe & Rus Contnal I fram e I nce created, B i

advisabie b il T samber coealed
DD COMMENTS.  Nole: Than is curmanliy no Bmi o S number of Rurn Controd 10,5 8hal 8 vser may have, buf osans o ol alis 10 rvmowe 8 Bom Condeod 10 from the 22 onoe crealed. &
i ahvisadee b0 Bl e ol craadied

Hoters from the COB held on MRG0

Sihoet Tarm Goals The Foemns me-chion within CIMS peovides the ppaortundy 1o pr

Loty T Geais Ty Formia pachion within CIMS peovides the opsartundy 19 g0

Board Comments Mole: Thesre i oarently ra bl 5o the number of Ran Conirol 108 tha 8 user way s, bul ssens are nof abls o remass 5 Fun Conirol 1D fom e il onoe oresbed. 1t s

advisasle b lemd T remiber creabed
DD COMMENTS  Noke Than & cumaa)y no BT 10 2 aurmber of Fun Cooered 105 5000 8 oiber My’ Naee, DUE Gars B nod a8 10 rvmone 8 1IRum Contmd 10 im0 Bt once craaied &
i ahAsalee S0 Bt e number crealed

Hofes focam the CDB held on 4MR004

St Termn Goals: Ther Forsra section within C kS provdes e opaotusily io pr

Long Term Goads Thet Foemes se-Chion within CIMS peorvides: the opaorundy 1o pr

Board Comments Mole: These is cavently no lim 1o the number of Fun Conérol 108 that & uses may hirve, bl ssens ane nof abls fo remove 8 Ran Conirol 1D o the a2 onoe created. 1t is

adviiatie by i Be sanber erealed
LEPD COMMENTS. ol Theve @ curmivlly no Bl 1o B nonber of Ran Covirad 40,3 3580 & vier midy hive, Duf 3 e nod abes 10 remove 8 Run Conbey 10 fronm the 538 anoe craafed.
8 e 5o el T Rurtie” Craalid

Page 2 ol 2

Figure 17-3—-Forms — ICDP for E1-E9, Page 2 of 2

17-5 Revision 3



CIMS Users Guide September 2012
17.4 FORMS - CDB Minutes Report
Run Control ID: 4 Report M3anager ik
Active/Reserve List 1
& Active " Reserve
" Completed & verified
From Date: [01/01/2010 [ End Date: [12/31/2010 [
Sort Options 4
| C Name C' CDB Date ' Dept/Div
uic: @,
|5nva ﬁ!—- — iLE} - _h.'_i_] H] Miﬂiﬂ ELMIII .ﬂ.ﬁj

Figure 17-4-FORMS - CDB Minutes Report — Part 1
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175 FORMS - CDB Minutes Report

1. Active/Reserve List — Selection determines whether Active or Reserve members are
displayed on the report.

2. CDB Status — Completed will display CDB’s that are in a completed status and not yet
Verified. Verified will display CDB’s that have been Verified during the date range
selected below.

3. Reporting Date Period — From and To date range is used to display CDB’s for a specific
period.

4. Sort Options — Determines the order that data is presented on the report.

5. Select UIC — Reports may only be generated for UIC’s a specific user has access. Only
one UIC’s report may be generated at a time.
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FORMS — CDB Minutes Report

DEPTIDIV: s -f- DB Date/Type-E))423/2010 1 Reporting

Short Term Goals: YGET TRNSCRIPT FROM OVERSEAS
Long Term Goals: @)GET & BACHELOR DEGREE

Board Comments {f)eoaro conoucTeo oy I T OFICS OF
DISCUSSION: PTS, ESR, OFFICER PROGRAMS, SPECIAL PROGRAMS, SPONSORIHIP AND
MENTORSHIP PROGRAMS, WC, HOW TO NEGOTIATE FOR ORDERS, NEW FLEET RIDE
INSTRUCTION, COLLEGE COURSES AND PROGRAMS, CAR AND HOUSE BUYING, FINANCILAL
PLANING, HTY, EVALUTION REPORT, PLANS AFTER THE MAWY.

memeer; s mentor: [
ﬂ'ccc Comments: e

DEFTIDIV: - CDB DateType: 32010 7 @ Month

Board Comments: CDE WAS CONDUCTED BY ALTERNATE DIV CC, NO RECORD ON FILE.
NCC Comments:

DEFTDIV: - CDB DatelType: 32010 / Reparting

Short Term Goals:

Long Term Goals:

Board Comments:  Enter inital Caresr Diavelopment Board Comments,
DD Comiments: oD

H =
DEPTIONV: - CDB DatelType: AR2010 /| Reporting

Short Term Goals:

Long Term Goals:
Board Comments-  ©nter mital Caresr Develop t Board C 185

TEST Comments: TEST

DEPTDAV: - CDB DateiType: 31372010 / Reporting

Short Term Goals

Long Term Goals:
Board Comments:  Enter nitial Career Development Board Comments.

TEST Comments: TEST

Figure 17-5-FORMS - CDB Minutes Report — Part 2
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17.6
1.
2.
3.
4.
S.
6.
7.
8.

\

FORMS — CDB Minutes Report

Name — Displays the member Rate/Rank and Full Name.
Dept/Div — Displays the members assigned Department/Division.
CDB Date/Type — Date of displayed CDB and the Type.

Short Term Goals — Any text entered in this field the CDB Comments blocks are
displayed here.

Long Term Goals - Any text entered in this field the CDB Comments blocks are
displayed here.

Board Comments - Any text entered in this field the CDB Comments blocks are
displayed here.

Leadership Title — Displays the Title of the Leadership member approving the CDB for
Verification.

Leadership Comments — Displays comments made by the Command Leadership member.
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18. LISTS - MULTI UIC SELECTION FOR LISTINGS (ACTIVE/RESERVE)

& Aot T Reserve
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Figure 18-1-Multi UIC Selection for Listings (Active/Reserve)
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18.1 Multi UIC Selection for Listings (Active/Reserve)

Updates to most Listings allow generating reports for multiple UICs at once. To increase
performance some limitations are imposed on this feature and the limitations are different for
Active Duty and Reserve list reports. Specifics are identified below.

NOTE: The Download button on List reports is not compatible with MS Office® 2007
products like Excel®and as such saving/viewing data by using this button will
not be available.

All List Reports are currently supporting multiple UIC selection except the Advancement
Information Advancement Statistics List. The Advancement Statistics List only allows the
selection of one active duty UIC or one Reserve UIC.

1. Select — Use these checkboxes to select the UIC/UICs for the desired listing.
2. UIC - The Unit Identification Code of the command.
A. There is a 3000 member limit on active duty lists so when selecting larger commands
selecting multiple UICs will not be possible.

NOTE: Since the system counts the number of members after a checkbox is selected it
will be necessary to wait for the system before selecting the next UIC. An
error warning will be displayed if too many UICs (members) have been
selected. The displayed UIC list is based upon access granted through the
SAAR process. If a required UIC is not displayed see page 5 of this guide.

3. Command — Command short name of the UIC.

4. NOSC - (Reserve lists only) displays the UIC for the Navy Operational Support Center
(NOSC) that the command belongs to.

B. Users are only permitted to select multiple UICs when they belong to the same
NOSC.

NOTE: NOSCSs with a large number of UICs may wish to limit the number selected
in order to expedite processing of the report.
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LIST — Advancement Information Listings (Active/Reserve)
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Figure 18-2-List — Advancement Search (Active & Reserve)
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18.2 Advancement Information Listings (Active/Reserve)

1. All - Displays a list of all command personnel in the selected paygrade, data displayed on
this listing directly pertains to advancement.

2. Time in Rate Eligible — Displays a list of command personnel with the required time in
rate to be eligible for the selected exam cycle.

3. Advancement Statistics — Displays navy wide or command advancement statistics for
the selected exam cycle and/or criteria.

NOTE: There is no fundamental difference between the Active Duty and Reserve
functionality for this page other than the Active/Reserve status of the

personnel displayed although some columns displayed on the listings may
vary.
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Advancement Information — All E1/E2 (Active Duty)

Active Advancement Information for E1/E2 Listing
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Figure 18-3-List — Advancement Information — All E1/E2 (Active Duty)
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18.2.1  Advancement Information — All E1/E2 (Active Duty)
Rank/Rate — The current Rate/Rank to which actually advanced.
Name — The name of the individual listed.

Dept — Displays the individuals assigned Department.

Div — Displays the individuals assigned Division.

BR/CL — The current Branch/Class.

SPI - The current Special Program Indicator.

NOTE: The SPI code for USN personnel will be blank.

TIR Date — The current Time in Rate Date.

8. DOR - The current Date of Rate.

9. Proj Adv Date — Projected date the member will be advanced to the next paygrade.

o g ~ w DBk

~

10. Recc — This column indicates displays a “Y”” when a member is recommended for advancement from the most current
Evaluation.

11. Last EVAL - Date of last evaluation.
12. Degree — Indicates the member’s highest degree earned.
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Advancement Information — All E3/E4/E5 (Active Duty)
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Figure 18-4-List — Advancement Information — All E3/E4/E5 (Active Duty)
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18.2.2
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Advancement Information — All E3/E4/E5 (Active Duty)
Rank/Rate — The current Rate/Rank to which actually advanced.
Name — The name of the individual listed.

Dept — Displays the individuals assigned Department.

Div — Displays the individuals assigned Division.

BR/CL — The current Branch/Class.

SPI - The current Special Program Indicator.

NOTE: The SPI code for USN personnel will be blank.

SEL - This column indicates members selected for the next paygrade.
TIR Date — The current Time in Rate Date.

9. DOR - The current Date of Rate.

10.

11.
12.
1588
14.
15.
16.
17.
18.
19.

Recc — This column indicates displays a “Y” when a member is recommended for advancement from the most current
Evaluation.

Last EVAL - Date of the members last Evaluation.

# Taken — Displays the total number of times the member has taken the exam for the next paygrade.

Sel — Member is selected for the next paygrade.

# PNA - Displays the number of times the member has passed but not advanced the exam.

# Fail — Displays the total number of exam fails for the next paygrade.

LTC - Leadership Training Course column indicates whether the member has attended the course.

Degree — Indicates the member’s highest degree earned.

Profile Info — This link allows users to view exam profile sheets from previous tests taken.

Exam Analysis — Link opens a pop up window with exam statistics for all exams taken and is organized by topics and cycle.
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Advancement Information — All E6 (Active Duty)
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Figure 18-5-List — Advancement Information — All E6 (Active Duty)
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18.2.3
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Advancement Information — All E6 (Active Duty)
Rank/Rate — The current Rate/Rank to which actually advanced.
Name — The name of the individual listed.
Dept — Displays the individuals assigned Department.
Div — Displays the individuals assigned Division.
BR/CL — The current Branch/Class.
SPI - The current Special Program Indicator.
NOTE: The SPI code for USN personnel will be blank.
SEL - This column indicates members selected for the next paygrade.
TIR Date — The current Time in Rate Date.

9. DOR - The current Date of Rate.

10.

11.
12.
1588
14.
15.
16.
17.
18.
19.

Recc — This column indicates displays a “Y” when a member is recommended for advancement from the most current
Evaluation.

Last EVAL - Date of the members last Evaluation.

# Taken — Displays the total number of times the member has taken the exam for the next paygrade.

Sel — Member is selected for the next paygrade.

# PNA - Displays the number of times the member has passed but not advanced the exam.

# Fail — Displays the total number of exam fails for the next paygrade.

LTC - Leadership Training Course column indicates whether the member has attended the course.

Degree — Indicates the member’s highest degree earned.

Profile Info — This link allows users to view exam profile sheets from previous tests taken.

Exam Analysis — Link opens a pop up window with exam statistics for all exams taken and is organized by topics and cycle.
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Advancement Information — All E7/E8/E9 (Active Duty)
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Figure 18-6-List — Advancement Information — All E7/E8/E9 (Active Duty)

18-12 Revision 3



CIMS Users Guide September 2012

18.2.4

o g ~ w DBk

~

Advancement Information — All E7/E8/E9 (Active Duty)
Rank/Rate — The current Rate/Rank to which actually advanced.
Name — The name of the individual listed.

Dept — Displays the individuals assigned Department.

Div — Displays the individuals assigned Division.

BR/CL — The current Branch/Class.

SPI - The current Special Program Indicator.

NOTE: The SPI code for USN personnel will be blank.

SEL - This column indicates members selected for the next paygrade.
TIR Date — The current Time in Rate Date.

9. DOR - The current Date of Rate.

10.

11.
12.
13.
14.
15.

Recc — This column indicates displays a “Y” when a member is recommended for advancement from the most current
Evaluation.

Last FITREP — Date of the members last Evaluation.

# Board Elig — Displays the number of times the member has been Board Eligible but not advanced.
LTC — Leadership Training Course column indicates whether the member has attended the course.
Degree — Indicates the member’s highest degree earned.

Profile Info — This link allows users to view exam profile sheets from previous tests taken.

18-13 Revision 3



CIMS Users Guide September 2012

18.3 Advancement Information Listings (Reserve)

Advancement Information — All (Reserve)
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Figure 18-7-List — Advancement Information — All (Reserve)
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18.3.1

© N o g~ w0 D PR

10.
11.
12.
13.
14.
15.

Advancement Information — All (Reserve)
UIC — Unit Identification Code
Rank/Rate — The current Rate/Rank to which actually advanced.
Name — The name of the individual listed.
Dept — Displays the individuals assigned Department.
Div — Displays the individuals assigned Division.
TIR Date — The current Time in Rate Date.
DOR - The current Date of Rate.

Recc — This column indicates displays a “Y”” when a member is recommended for advancement from the most current
Evaluation.

Last EVAL - Date of the members last Evaluation.

# Taken — Displays the total number of times the member has taken the exam for the next paygrade.
# Fail — Displays the total number of exam fails for the next paygrade.

# Board Elig — Displays the number of times the member has been Board Eligible but not advanced.
LTC - Leadership Training Course column indicates whether the member has attended the course.
Degree — Indicates the member’s highest degree earned.

Profile Info — This link allows users to view exam profile sheets from previous tests taken.
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Advancement Information — TIR List
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Figure 18-8-List — Advancement Information — TIR List
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18.3.2
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Advancement Information — TIR List
UIC - Unit Identification Code
Rank/Rate — The current Rate/Rank to which actually advanced.
Name — The name of the individual listed.
Dept — Displays the individuals assigned Department.
Div — Displays the individuals assigned Division.
BR/CL - The current Branch/Class. (Active Duty Only)
SPI - The current Special Program Indicator. (Active Duty Only)
NOTE: The SPI code for USN personnel will be blank.
SEL — This column indicates members selected for the next paygrade. (Active Duty Only)

9. TIR Date — The current Time in Rate Date.

10.
11.

12.
13.
14.

DOR - The current Date of Rate.

Recc — This column indicates displays a “Y”” when a member is recommended for advancement from the most current
Evaluation.

Last EVAL - Date of the members last Evaluation.
LTC — Leadership Training Course column indicates whether the member has attended the course.
Degree — Indicates the member’s highest degree earned.
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Advancement Information — Advancement Statistics (UIC)
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Figure 18-9-List — Advancement Information — Advancement Statistics (UIC)
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18.3.3
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Advancement Information — Advancement Statistics (UIC)

ERATE - Exam Rate

GRP — Rating category sub grouping

CMD TOTAL - Command wide number of members in the Exam Rate who took the exam at the selected UIC.
CMD ADV -Command wide total number of Exam Rate participants who advanced this cycle.

CMD % ADV - Actual command wide percentage of Exam Rate participants who advanced this cycle from the selected
command.

6. CMD PNA - Total number of members command wide in the Exam Rate who passed the exam but did not advance this cycle.

10.
11.
12.
13.
14.
15.
16.
17.
18.
19.
20.
21.
22.

CMD % PNA - Actual command wide percentage of Exam Rate participants who passed the exam but did not advance this
cycle.

CMD FAIL - Total number of members command wide in the Exam Rate who failed the exam this cycle.

CMD % FAIL —Actual percentage command wide of Exam Rate participants who failed the exam this cycle.

CMD DISC - Exam discrepancies reported.

CMD % DISC - Percentage of exam discrepancies reported.

CMD ADV SS - Minimum Standard Score of members command wide in the Exam Rate advanced this cycle.

TOTAL - NAVYWIDE total of members in the Exam Rate who took the exam.

NAVY ADV - NAVYWIDE total number of Exam Rate participants who advanced this cycle.

NAVY % ADV - NAVYWIDE percentage of Exam Rate participants who advanced this cycle.

NAVY PNA - NAVYWIDE total number of members in the Exam Rate who passed the exam but did not advance this cycle.
NAVY % PNA — NAVYWIDE percentage of Exam Rate participants who passed the exam but did not advance this cycle.
NAVY FAIL - NAVYWIDE number of members in the Exam Rate who failed the exam this cycle.

NAVY % FAIL - NAVYWIDE percentage of Exam Rate participants who failed the exam this cycle.

NAVY DISC — NAVYWIDE exam discrepancies reported.

NAVY % DISC - NAVYWIDE percentage of exam discrepancies reported.

NAVY ADV SS - NAVYWIDE minimum Standard Score required to advance this cycle.
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Advancement Information — Advancement Statistics (NAVYWIDE)
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Figure 18-10-List — Advancement Information — Advancement Statistics (NAVYWIDE)
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18.3.4
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Advancement Information — Advancement Statistics (NAVYWIDE)
ERATE - Exam Rate.
GRP - Rating category sub grouping.
TOTAL - Total number of members in the Exam Rate who took the exam.
ADV - Advanced. Total number of Exam Rate participants who advanced this cycle.
% ADV - Percent Advanced. Actual percentage of Exam Rate participants who advanced this cycle.

PNA — Passed Not Advanced. Total number of members in the Exam Rate who passed the exam but did not advance this
cycle.

% PNA — Percent Passed Not Advanced. Actual percentage of Exam Rate participants who passed the exam but did not
advance this cycle.

FAIL — Total number of members in the Exam Rate who failed the exam this cycle.

9. % FAIL — Percent Failed. Actual percentage of Exam Rate participants who failed the exam this cycle.

10.
11.
12.

DISC - Exam discrepancies reported.
% DISC - Percentage of exam discrepancies reported.
ADV SS - Advancement Standard Score. Minimum Standard Score required to advance this cycle.
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18.4 Losses Listings (Active & Reserve)
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Figure 18-12-Losses Listings (Reserve)
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18.4.1
1.

Losses Listings (Active & Reserve)

All Listing — Displays a list of all enlisted personnel with their current
enlistment/extension information and expected loss details. (Active & Reserve List)

EAOS L.isting — Displays enlistment/extension information, expected EAOS and any
career decision plans for the member. (Active List)

EOS Listing — Displays enlistment/extension information, expected EOS and any career
decision plans for the member. (Reserve List)

HYT Listing — Use this listing to identify members close to HYT and assist with
tracking HYT waiver status. (Active & Reserve List)

PRD L.isting — In addition to the members new command this listing also displays PRD
and sponsor information. (Active List)

AGE 60 Listing — Use this listing to identify members approaching the age of 60 and
assist with tracking waiver status. (Reserve List)
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Losses List — ALL (Active)

Active Losses Lisling
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Figure 18-13-Losses List — ALL (Active)
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Losses List — ALL (Active)
UIC — Unit Identification Code
Rank/Rate — The current Rate/Rank to which actually advanced.
Name — The name of the individual listed.
Dept — The currently assigned Department for the individual.
Div — The currently assigned Division for the individual.
CC - Career Counselor indicator.
EAOS - Expiration of Active Obligated Service Date.
EXT OTH - Extension Months Other.
EXT SCH — Extension Months School.
EXT OPR - Operative Extension Months.

. SEAOS - Soft Expiration of Active Obligated Service Date.

PRD - Projected Rotation Date.
HYT Date — High Year Tenure Date.

PTS REVIEW STATUS - Status of the most recent Perform to Serve application

EDLN RSN - Estimated Date of Loss to the Navy Reason Code.
EDLN Date — Estimated Date of Loss to the Navy.
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Losses List — ALL (Reserve)

All Reserve Losses Listing
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Figure 18-14-Losses List — ALL (Reserve)
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Losses List — ALL (Reserve)
UIC - Unit Identification Code

Rank/Rate — The current Rate/Rank to which actually advanced.

Name — The name of the individual listed.

Dept — The currently assigned Department for the individual.
Div — The currently assigned Division for the individual.

CC - Career Counselor indicator.

EOS — Expiration of Enlistment.

EXT OTH - Extension Months Other.

EXT SCH - Extension Months School.

EXT OPR - Extension Months Operative.

. SEOS - Soft Expiration Obligated Service.

HYT Date — High Year Tenure Date.
Age 60 Date — Date the member turns 60.
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Losses List — EAOS (Active)
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19.

20.

Losses List — EAOS (Active)
UIC - Unit Identification Code
Rank/Rate — The current Rate/Rank to which actually advanced.
Name — The name of the individual listed.
Dept — The currently assigned Department for the individual.
Div — The currently assigned Division for the individual.
CC — Career Counselor indicator.
ADSD - Active Duty Service Date
Zone — Current PTS Zone
EAOS - Expiration of Active Obligated Service Date.
EXT OTH - Extension Months Other.

. EXT SCH - Extension Months School.

EXT OPR - Extension Months Operative.

SEAQS - Soft Expiration of Active Obligated Service Date.
EDLN RSN - Estimated Date of Loss to the Navy Reason Code.
EDLN Date — Estimated Date of Loss to the Navy.

Plan Date — Career Decision Plan Date.

Plan Type — Career Decision Plan Type.

TAP Date — Transition Assistance Program Scheduled Class Date (This date is entered on the Career Decisions Page. More

information on the Career Decisions Page can be found in chapter XX)

TAP Attended — Transition Assistance Program Attended. This column displays Y or N and is entered on the Career Decisions

Page. More information on the Career Decisions Page can be found in chapter XX)

Career Decision Link — Link opens a new page and navigates to the Career Decisions page for the member selected.

18-29

Revision 3



CIMS Users Guide

September 2012

Losses List — EOS (Reserve)
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Figure 18-16-Losses List — EAOS (Reserve)
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Losses List — EOS (Reserve)
UIC - Unit Identification Code

Rank/Rate — The current Rate/Rank to which actually advanced.

Name — The name of the individual listed.

Dept — The currently assigned Department for the individual.
Div — The currently assigned Division for the individual.

CC - Career Counselor indicator.

EOS — Expiration of Enlistment.

EXT OTH - Extension Months Other.

EXT SCH - Extension Months School.

EXT OPR - Extension Months Operative.

. SEOS - Soft Expiration Obligated Service.

Plan Type — Career Decision Plan Type.
Plan Date — Career Decision Plan Date.

Career Decision Link — Link opens a new page and navigates to the Career Decisions page for the member selected.
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Losses List—HYT (Active)
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Figure 18-17-Losses List— HYT (Active)
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Losses List—HYT (Active)
UIC — Unit Identification Code
Rank/Rate — The current Rate/Rank to which actually advanced.
Name — The name of the individual listed.
Dept — The currently assigned Department for the individual.
Div — The currently assigned Division for the individual.
CC — Career Counselor indicator.
Grade — Paygrade.
ADSD - Active Duty Start Date.
HYT Date — Projected HYT Date.
EAOS - Expiration of Active Obligated Service Date.

. SEAOS - Soft Expiration of Active Obligated Service Date.

EDLN RSN - Estimated Date of Loss to the Navy Reason Code.
EDLN Date — Estimated Date of Loss to the Navy.

. Waiver Status — High Year Tenure waiver status displayed from the CIMS Correspondence Tracking Comment.

Waiver Submit Date — Submission date of the members High Year Tenure waiver displayed from the CIMS Correspondence

Tracking Comment.
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Losses List—HYT (Reserve)
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Figure 18-18-Losses List— HYT (Reserve)
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18.4.7 Losses List—HYT (Reserve)

UIC — Unit Identification Code

Rank/Rate — The current Rate/Rank to which actually advanced.
Name — The name of the individual listed.

Dept — The currently assigned Department for the individual.
Div — The currently assigned Division for the individual.

CC — Career Counselor indicator.

PEBD - Pay Entry Base Date.

HYT Date — Projected HYT Date.

EOS — Expiration of Enlistment.

SEOS - Soft Expiration Obligated Service.

. Waiver Status — High Year Tenure waiver status displayed from the CIMS Correspondence Tracking Comment.

© © N o gk~ w DN E
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Waiver Submit Date — Submission date of the members High Year Tenure waiver displayed from the CIMS Correspondence
Tracking Comment.
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Losses List — PRD (Active)
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Figure 18-19-Losses List — PRD (Active)
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18.4.8  Losses List — PRD (Active)
1. UIC - Unit identification Code
2. Rank/Rate — The current Rate/Rank to which actually advanced.
3. Name — The name of the individual listed.
4. Contact Information — This icon navigates to the Contact Information page for the member.

NOTE: The only options available from the list in A are EMPL (Employer) and OFF (Office). Any other phone numbers
must be entered through address and phone section under ESR.

Dept — The currently assigned Department for the individual.

Div — The currently assigned Division for the individual.

CC — Career Counselor indicator.

PRD - Projected Rotation Date.

SEAQS - Soft Expiration of Active Obligated Service Date.

10. ULT UIC - Unit Identification Code Ultimate Duty Station.

11. ULT CMD - Short name of the Ultimate Command identified in ULT UIC.
12. EST Detach Date — Estimated Date of Departure.

13. Sponsor Assigned — Name of Sponsor Assigned.

© o N o G

14. Sponsor Pri Phone — Sponsor Primary Phone.

15. Sponsor Alt Phone — Sponsor Alternate Phone.

16. Sponsor Email — Sponsor Email.

17. View Orders — The orders link allows the user to view the member’s orders in a new window by clicking this link.
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Losses List — Age 60 (Reserve)

Reserve Age 60 Listing

WC  RankRate Mame D_“—“fﬂ
. ADM ADM - -uwww:s 091 0/2015
100 100 042012 D04r2012
: i O © ONgm mOuiQ: ®: @ ®
200 200 20arxn0 02092010
WORI2011  OORI2011
25014 102562014

z
7
R

Figure 18-20-Losses List — Age 60 (Reserve)
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18.4.9  Losses List — Age 60 (Reserve)

UIC - Unit Identification Code

Rank/Rate — The current Rate/Rank to which actually advanced.
Name — The name of the individual listed.

Dept — The currently assigned Department for the individual.
Div — The currently assigned Division for the individual.

CC - Career Counselor indicator.

DOB - Date of Birth.

Age 60 Date — Date the member turns 60.

EOS - Expiration Obligated Service.

© © N o gk~ w DN E
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SEOS - Secondary Expiration Obligated Service.

[N
[N

. Waiver Status — Age 60 waiver status displayed from the CIMS Correspondence Tracking Comment.

[EEN
N

Waiver Submit Date — Submission date of the members Age 60 waiver displayed from the CIMS Correspondence Tracking
Comment.
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18.5 Personnel Information Listings (Active Duty & Reserve)

Personnel Information Search Criteria

= Active ) Reserve

o & Citizenship e © CDTCIFTSWI/RASW e ) Dependent Care Certificate e ) Education
© ¢ Language @ Orra @ O security clearance @ Cusmar € © wartare Qualification

Figure 18-21-Personnel Information Listings (Active Duty & Reserve)
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18.5.1
1.

Personnel Information Listings (Active Duty & Reserve)

Citizenship Listing — Displays a list of all enlisted personnel with their citizenship codes
and code descriptions.

CDTC/FTSW/RASW L.isting — When a CDTC listing is selected, all personnel assigned
to the selected UICs will be displayed with completion dates for the Career Development
Training Course. When a FTSW listing is selected, all E4 and below personnel are
displayed, along with their First Term Success Workshop date. When the RASW listing
is selected, all E6 and below reserve personnel are displayed, along with the Reserve
Affiliation Success Workshop date.

Dependent Care Certificate Listing — Displays a list of all enlisted personnel and their
dependent status. For those individuals that may require a Family Care Certificate, the
date the certificate is entered by the supporting Pay & Personnel Support Activity is also
included.

Education Listing — Displays a list of all enlisted personnel with their highest education
level completed.

Language Listing — Displays a list of personnel who are proficient in a foreign language.
The listing will display each foreign language proficiency if an individual is proficient in
more than one foreign language.

PEA - The Physical Fitness Assessment list displays command personnel’s PFA status
for the selected test cycle.

Security Clearance — Displays a list of command personnel and their individual security
clearance as well as which agency investigated.

USMAP Listing — Displays a list of personnel that have enrolled in a United States
Military Apprenticeship Program as reported by the Naval Education and Training
Professional Development and Technology Center.

Warfare Qualification Listing — Displays a list of personnel that have attained a warfare
qualification. The listing displays all warfare qualifications each individual attained,
along with qualification dates for each platform.
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Citizenship Listings
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Figure 18-22—Citizenship Listings
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Citizenship
Code
MY
cD
cD
L6
cD
cC
cC
CA
CA

Description

Mon LS. Citizen

5. Citizen by Maturalization
.S, Citizen by Maturalization
U sigitizen by Maturalization
LS. Citizen by MNaturalization
IS, Citizen Derived Birth
1.5, Citizen Derived Birth
LS. Citizen by Birth

LS. Citizen by Birth
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Citizenship Listing
UIC - Unit Identification Code

Rank/Rate — The current Rate/Rank to which actually advanced.

Name — The name of the individual listed.

Dept — The currently assigned Department for the individual.
Div — The currently assigned Division for the individual.
Citizenship Code — Member's citizenship code.

Description — The citizenship code description.
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Language Listings
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Figure 18-23-Language L.istings
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18.5.3 Language Listing
1. UIC - Unit Identification Code
2. Rank/Rate — The current Rate/Rank to which actually advanced.
3. Name — The name of the individual listed.
4. Dept — The currently assigned Department for the individual.
5. Div — The currently assigned Division for the individual.
6. Language — The language the individual is proficient in.
7. Eval Date — The proficiency evaluation date of the language.
8. Eval Method — The method used to evaluate the language.
9. Proficiency Source — Source used to develop the language proficiency.
10. Listen — Language listening capability level.
11. Speak — Language speaking capability level.
12. Read — Language reading capability level.
13. Write — Language writing capability level.
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CDTC Listings
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Figure 18-24-CDTC Listings
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18.5.4
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CDTC Listing
Rank/Rate — The current Rate/Rank to which actually advanced.
Name — The name of the individual listed.
Dept — The current Department to which the individual is assigned.
Div — The current Division to which the individual is assigned.
CC - Indicates if the member is currently assigned as a Department/Division Career Counselor.
Report Date — The current report date to the unit.
EAOS - The current Expiration of Active Obligated Service.
SEAQS - The current Soft Expiration of Active Obligated Service.
PRD - The current Projected Rotation Date.
CDTC Date — The most recent date that the Career Development Training Course was completed.

NOTE: Dates displayed in red with an asterisk next to them are from the member’s Training record and not yet entered
during individual members Career Development Boards. Dates displayed in Black are from the members Career
Development Board. Since future analytical reports will use data from CDB’s and not the Training record, it is
important to ensure all CDTC and FTSW training dates be recorded during CDB’s.

NOTE: Using the ESR to record completion of the Career Development Training Course and the First Term Success
Workshop into the member’s Training record, discussed in chapter 19 of this manual. Member Training record
entries using ESR and the CDB are required in order to maintain a complete record of all member training.
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FTSW Listing
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Figure 18-25-FTSW Listing
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18.5.5
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FTSW Listing
UIC — Unit Identification Code
Rank/Rate — The current Rate/Rank to which actually advanced.
Name — The name of the individual listed.
Dept — The current Department to which the individual is assigned.
Div — The current Division to which the individual is assigned.
Report Date — The current report date to the unit.
PRD - The current Projected Rotation Date.
FTSW Date — The most recent date that the First Term Success Workshop was completed.

NOTE: Dates displayed in red with an asterisk next to them are from the member’s Training record and not Career
Development Boards. Dates displayed in Black are from the members Career Development Board. Since future
analytical reports will use data from CDB’s and not the Training record, it is important to ensure all CDTC and
FTSW training dates be recorded during CDB'’s.

NOTE: Using the ESR to record completion of the Career Development Training Course and the First Term Success
Workshop into the member’s Training record, discussed in chapter 19 of this manual.
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RASW L.isting
Reserve RASW Listing Customize | Find [ View All| B First [4 137 0037 [¥ Laat
c Rank Rate Name Dept D Report Date RASW Date
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Figure 18-26-RASW Listing

18-50 Revision 3



CIMS Users Guide

September 2012

18.5.6

N o gk w DN E

RASW L.isting
UIC — Unit Identification Code
Rank/Rate — The current Rate/Rank to which actually advanced.
Name — The name of the individual listed.
Dept — The current Department to which the individual is assigned.
Div — The current Division to which the individual is assigned.
Report Date — The current report date to the unit.

RASW Date — The most recent date that the Reserve Affiliation Success Workshop.
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USMAP L.isting
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Figure 18-27-USMAP L.isting
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18.5.7 USMAP Listing

UIC — Unit Identification Code

Rank/Rate — The current Rate/Rank to which actually advanced.

Name — The name of the individual listed.

Dept — The current Department to which the individual is assigned.

Div — The current Division to which the individual is assigned.

Enroll Date — The date enrolled in the USMAP indicated.

Complete Date — The date that the USMAP was completed or cancelled.

DOT # - The USMAP Department of Transportation course number that the member enrolled in.

© © N o gk~ w DN E

Description — The DOT # description.

[EEN
o

Status — The current status of the USMAP participation.

NOTE: View detailed information on a member’s USMAP status by using ESR. ESR is discussed in Chapter 20 of this
manual.
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Dependent Care Certification Listing
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Figure 18-28-Dependent Care Certification Listing
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18.5.8 Dependent Care Certification Listing

UIC — Unit Identification Code

Rank/Rate — The current Rate/Rank to which actually advanced.

Name — The name of the individual listed.

Dept — The current Department to which the individual is assigned.

Div — The current Division to which the individual is assigned.

# Deps — The member's total number of dependents.

Primary Desc — The description of the member's primary dependents.
Secondary Desc — The description of the member's secondary dependents.

© © N o gk~ w DN E

Family Care Plan Date — The date that the Pay & Personnel Support Activity entered/received the Family Care Plan certificate.
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Warfare Qualification Listing

Active Warfare Listing Cus First (4] 1.100 of 227 B Laet
UIC RankRate Name Dept Div Qual me E"ngu Last Platform
1 SW 0511412008 LPD
2 AR SW 120082006 LPD
3 SW  05/18/2009 LPD
4 SW 012402009 LHA
5 SUP SW 062172003
§ SW  03/10/2004
7 © © 0 @AW 10122005 @ [5Y
8 SW 047282004
9 AIR AW 062152003
10 ENG SW 0312012009
1 SW 062172003
12 cs SW  02/17/2009
13 SW  07/01/2006
14 AW 0B/2152003
15 SW 062142003

Figure 18-29-Warfare Qualification Listing
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18.5.9 Warfare Qualification Listing

UIC — Unit Identification Code

Rank/Rate — The current Rate/Rank to which actually advanced.
Name — The name of the individual listed.

Dept — The current Department to which the individual is assigned.
Div — The current Division to which the individual is assigned.

o g r~ w D PR

Qual — The abbreviated warfare qualification held by the member.
NOTE: Individuals may be listed more than once depending on the number of warfare qualifications attained.

~

Last Qual/Re-Qual Date — The date last qualified or re-qualified for the warfare qualification.
8. Revoke Date — Displays the date the warfare qualification was revoked.
9. Last Platform — The last platform on which qualified or re-qualified.

18-57 Revision 3



CIMS Users Guide September 2012

Education Listing

Active Education Listing Customize | Find | View 100 | gl First 4] 4.100 ot 824 O Last

UIC  RankRate Name Dept  Dv  Degee Y3 pescription

1 ARG EF Y 18 Masters Degree

2 a1 Y 16 Baccalaureate Degree

3 Y 16 Baccalaureate Degree

4 Y 17 Baccalaureate Degree

a Y 17 Baccalaureate Degree

] Y 17 Baccalaureate Degree

T (4] 5] (5 ) i BaccalaureElk Degree

a Y 17 Baccalaureate Degree

9 Y 16 Baccalaureate Degree
10 Y 16 Baccalaureate Degree
11 Y 17 Baccalaureate Degree
12 b | 16 Baccalaureate Degree
13 b | 17 Baccalaureate Deqgree
14 Y 16 Baccalaureate Degree
15 b 17 Baccalaureate Degree

Figure 18-30-Education Listing
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18.5.10 Education Listing

UIC — Unit Identification Code

Rank/Rate — The current Rate/Rank to which actually advanced.
Name — The name of the individual listed.

Dept — The current Department to which the individual is assigned.
Div — The current Division to which the individual is assigned.

o g r~ w D PR

Degree — Indicates whether or not the individual has attained a college degree.
NOTE: Order by this column to quickly determine those individuals onboard who have a college degree.

~

# Years Education — Displays the highest grade level completed by the member.
8. Description — The description associated with the total number of year’s education.
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PFA Listing
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Figure 18-31-PFA Listing
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UIC — Unit Identification Code

Rank/Rate — The current Rate/Rank to which actually advanced.

Name — The name of the individual listed.

Dept — The current Department to which the individual is assigned.

Div — The current Division to which the individual is assigned.
Hgt/Wgt/BF% — Height Weight Body Fat percentage Pass or Fail.

Sit/Reach — Displays Pass or Fail for the Sit/Reach portion of the PFA.
Upperbody — Displays standing for Upperbody (Pushups) portion of the PFA.
Core — Displays standing for the Core (Situp) portion of the PFA.

Cardio — Displays standing for the Cardio (Run/Swim) portion of the PFA.

. PFA Status — Displays the participation level for the PFA.

Overall — Displays the final standing of the PFA.

PFA History — This link retrieves the PFA scores for the members previous PFA cycles.
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Security Clearance

B BankBate  Hame Beoi D  imesilves Ercoxi Oate  Chesrence (g
WAM 100  NACLACICC 12262008 Secret
MAN 300 MACLACICC 00009 Secret
a war gy 200 reciacoy o214 Secret
(128 ] 0 RACLACICC 1212652007  Secret
MACLACICC 03242010 Secrel
WA STFF  MAGLACICC 11082008 Secret
MAM 300 NACLACICC 121182008  Secret
HACILACICC DSOS2008 Secret
MMM STFF  HACILACKCC DAIAZ00T  Secret
L] 200 MACAACCC TU005 Secret
WM  STFF  NACLACKCC O7TON2003 Secret
T NACALACICC 07312008 Secret
Laghd 100
EXEC MNACALACICC 12702001 | Secret
15 30 HACRACICC 122072008  Secret

Figure 18-32-Security Clearance

18-62

01152009
04012009
oarnnzoo
01A2008
04212010
12004
10042010
D&MS2008
05092007
omagoar
07012003
08212008

0502003
0162009

Revision 3



CIMS Users Guide

September 2012

18.5.12 Security Clearance
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UIC - Unit Identification Code

Rank/Rate — The current Rate/Rank to which actually advanced.

Name — The name of the individual listed.

Dept — The current Department to which the individual is assigned.

Div — The current Division to which the individual is assigned.

Invest Type — Displays the type of investigation performed.

Invest Date — Displays the completion date of the investigation.
Clearance Elig — Displays clearance level authorized.

Clearance Auth — Displays the member current clearance level assigned.

Clearance Date — Displays the assignment date of the current authorized clearance.
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Unit Tracking Listings (Active Duty)

[ Tracking Criteria i

& Active  Reserve

& flpha Roster " Career Counselor Roster © Career Decision ' CDB Notification
" Correspondence Tracking ¢ pacT GENDET  CSBREDUX PTS
Process Request |

Figure 18-33-Unit Tracking Listings (Active Duty)
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18.6  Unit Tracking Listings (Active Duty)

Alpha Roster — Displays a list of all enlisted personnel currently assigned to the UIC selected,
along with the Department and Division Career Counselor they are assigned to.

Correspondence Tracking — Displays a list of personnel and the status of correspondence
packages entered in the CIMS Correspondence Tracking component that have a submission date
that falls within the date parameter entered by the Career Counselor.

Career Counselor Roster — Displays personnel currently designated as Department and/or
Division Career Counselors at the UIC selected. Career Counselors can select to produce a list
of all personnel designated as Department and Division Career Counselors, only Department
CCs or only Division CCs.

PACT/GENDET - Displays a list of all non-designated personnel currently assigned to the UIC
selected. Specifically identified on the listing are personnel enrolled in the Professional
Apprenticeship Career Track (PACT) program.

Career Decision — Displays a list of personnel with Career Decisions that occur within a time
frame that the Career Counselor enters. Data displayed in this listing is based on information
entered in the CIMS Career Decisions component.

CSB/REDUX - Displays a list of personnel who entered active service on, or prior to; 1 August
1986. Career Counselors can also filter this list to display only those personnel who have been
on active duty for 14 years, 6 months within a specific date parameter.

CDB Notification — Display a list of personnel that have either pending, completed or verified
Career Development Boards (CDBs). Career Counselors can also enter a specific date parameter
to determine who should have had or are scheduled for a CDB.

PTS — Displays a list of E1-E6 Active Duty personnel that are currently serving on their first
enlistment. The listing also displays the status of Perform to Serve (PTS) packages submitted for
those personnel listed.
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Unit Tracking Listings (Reserve)

| Tracking Criteria

Tracking Search Criteria

ocero. [N I

' Active

& Regerve

& Alpha Roster " Career Counselor Roster " Career Decision " CDB Notification
© Correspondence Tracking ¢ GENDET " MGIB-SR " Temporary Rate
Process Request |
Figure 18-34-Unit Tracking Listings (Reserve)
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18.7 Unit Tracking Listings (Reserve)

Alpha Roster — Displays a list of all enlisted personnel currently assigned to the UIC selected,
along with the Department and Division Career Counselor they are assigned to.

Correspondence Tracking — Displays a list of personnel and the status of correspondence
packages entered in the CIMS Correspondence Tracking component that have a submission date
that falls within the date parameter entered by the Career Counselor.

Career Counselor Roster — Displays personnel currently designated as Department and/or
Division Career Counselors at the UIC selected. Career Counselors can select to produce a list
of all personnel designated as Department and Division Career Counselors, only Department
CCs or only Division CCs.

GENDET - Displays a list of all non-designated personnel currently assigned to the UIC
selected.

Career Decision — Displays a list of personnel with Career Decisions that occur within a time
frame that the Career Counselor enters. Data displayed in this listing is based on information
entered in the CIMS Career Decisions component.

MGIB-SR - Displays a list of either Enlisted or Officer personnel currently assigned to the UIC
selected and their associated Montgomery GI Bill (MGIB) status. For Enlisted personnel, Career
Counselors can filter the list to display only personnel that have a six year obligation that are not
receiving the MGIB, or personnel that do not have a six year obligation that are receiving the
MGIB.

CDB Notification — Display a list of personnel that have either pending, completed or verified
Career Development Boards (CDBs). Career Counselors can also enter a specific date parameter
to determine who should have had or are scheduled for a CDB.

Temporary Rate — Displays a list of personnel that may be currently serving in a temporary
rating.
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Alpha Roster (Active Duty)

Active Alpha Roster Listing
WC  RankRate MName CREQ  ReportDate BRCL SP| ACC
3 03 w2009 11 100
3 0511672000 11 100
10/3002008 11 100
i 10122008 11 100
1200752008 11 100
3 0111552010 11 100
060152009 11 100
3 0212002010 11 100
- (4 wi@o @ @ ©
3 05/15/2000 11 100
03M 2009 11 100
3 01/16/2008 11 100
3 081192008 11 100
1 1002142000 11 100
; 01/23/2009 11 100
032010 11 100
10/16/2007 11 100

Figure 18-35-Alpha Roster (Active Duty)

18-68 Revision 3



CIMS Users Guide September 2012

18.8

M L DN e

Alpha Roster (Active Duty)
UIC - Unit Identification Code
Rank/Rate — The current Rate/Rank to which actually advanced.

Name — The name of the individual listed.

CREO - The current Career Reenlistment Objectives group based on the latest NAVADMIN. Recalculation of the CREO
occurs each time the listing is processed/produced. CREO groups are color coded according to numeric value displayed
(indicative of the manning level represented).

NOTE: The CREO for non-rated and E7 and above personnel will be blank.
Report Date — The current report date to the unit.

6. BR/CL - The current Branch/Class.
7. SPI - The current Special Program Indicator.

NOTE: The SPI code for USN personnel will be blank.
ACC - The current Accounting Class Category.

9. Dept — Displays the individuals assigned Department.

10.
11.
12.

Div — Displays the individuals assigned Division.
Dept CC - The Rate/Name of the assigned Department Career Counselor for the individual listed.
Div CC — The Rate/Name of the assigned Division Career Counselor for the individual listed.
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Alpha Roster (Reserve)

Reserve Alpha Roster Listing Cystomize | All | i First 4] 1-42 of 42 (] La
uic Rank Rate %‘E Hanme ECMO Report Date Dept D Dept CC Div CC
1 10/09/2007 300 300
1216/2009 CTL CTL
3 06/ 25/2009 200 200
3 0232009 200 200
W'E 1 07142008 300 300
3 09/3052007 200 200
© ©® oudoos (7 VI © ]
3 05/01/2006 MANT 600
1 11/03/2008 CTL
3 117272007 SEC SEC
1 021 452007 MANT 100
3 020152007 MANT 300
1 04/23/2009 100 100
04/0152010

Figure 18-36—Alpha Roster (Reserve)
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18.8.1
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10.

Alpha Roster (Reserve)
UIC — Unit Identification Code
Rank/Rate — The current Rate/Rank to which actually advanced.
Temp Rate — Indicates if the Rank/Rate displayed is a temporary Rate/Rank for the member or is temporarily advanced.
Name — The name of the individual listed.

ECMO - The current Enlisted Community Management Objective group based on the latest NAVADMIN. Recalculation of
the ECMO occurs each time the listing is processed/produced. ECMO groups are color coded according to numeric value
displayed (indicative of the manning level represented).

NOTE: The CREO for non-rated and E7 and above personnel will be blank.

Report Date — The current report date to the unit.

Dept — Displays the individuals assigned Department.

Div — Displays the individuals assigned Division.

Dept CC — The Rate/Name of the assigned Department Career Counselor for the individual listed.
Div CC - The Rate/Name of the assigned Division Career Counselor for the individual listed.

18-71 Revision 3



CIMS Users Guide September 2012

Correspondence Tracking Listing (Active and Reserve)

Active Correspondence Tracking Listing

customize | Find | view Al | B First 4] 14004 (¥ Last
uic Rank Rate Name Dept  Div Type mﬁ:llﬂnlsgmu §||Iln::|§§mn Status Date  Statu

HYT 01/28/2010  Board Package 0172972010  Conversion Approved
@ © @@ osu@eoos Boar@ackage 080003  SubfBed
ADET TLNE PTS 02105/2008  Electronic 0210572008  Pending

PTS 09r23/2008  Reguest 0952672008  In Rate Approved

Figure 18-37-Correspondence Tracking Listing (Active and Reserve)
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18.8.2  Correspondence Tracking Listing (Active and Reserve)

UIC - Unit Identification Code

Rank/Rate — The current Rate/Rank to which actually advanced.

Name — The name of the individual listed.

Dept — Displays the individuals assigned Department.

Div — Displays the individuals assigned Division.

Type — The type of correspondence request submitted (i.e., LDO, or HYT).

Submission Date — Date the member submitted the correspondence up the chain of command for consideration.
Submission Method — Method by which the correspondence was submitted (i.e., Naval Message, or Electronic).

© © N o gk~ w DN E

Status Date — The last status update completion date.

-
©

Status — The current status of the correspondence submitted.

18-73 Revision 3



CIMS Users Guide September 2012

Career Counselor Roster (Active Duty)

Actiee All Career Counselor Roster Listing Customize | Fing | View Al | = First (4] 1.29 ot 29 [¥] Last
RankRate Hame Dept  Div E&-’-‘M E;,iim Type CC CCDeptDiv  Assigned Date CDTCDate EACS SEAOS  PRD Deassign
DET3 DEPT CHAR 0162009 02X2014 022014 080172012 Deasslgni
c5l D MAIN DEME2003 080452008 043002013 0302014 08012014  Deassign !
DEPT  ADMN 0212372006 11232011 11232011 11012011 Deassign|
DEPT LORS 0212312006 03092012 0JDW2012 041012012  Deassign|
DEPT  ADMN 06/0B/2006 05132013 11132013 070112013 Deassign |
& O B 6 10:gRo0s 10] 0afBe013 0013 ouiBRoi0 | Dedign
MAIN 100 DEPT TEST 10N 52009 053172000 032011 0702010 DEBESIgni
T2 DEPT HQ MAG2009 040472013 Q4042013 Q4200 Dea*:-smn!
TFS1 DEPT  BRAV 0111612009 121102012 121002012 0910172010 Deassign|
ASD DV 050 010612006 120052010 120052010 09/01/2010 | Deassign|
DEPT CCC 110172005 011702012 0172012 0110172012 Deassign |
DEPT  TEMP 1041372009 12132011 12132011 100172010 Deassign|

Figure 18-38-Career Counselor Roster (Active Duty)
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18.8.3  Career Counselor Roster (Active Duty)

Rank/Rate — The current Rate/Rank to which actually advanced.
Name — The name of the individual listed.

Dept — Displays the individuals assigned Department.

Div — Displays the individuals assigned Division.

Current UIC — The member's current UIC.

o g > w DBk

CC UIC - Displays the Department/Division Career Counselor’s assigned UIC.

NOTE: The Current UIC and CC UIC may not always the same. In some cases a Department/Division Career Counselor
are responsible to one or more UICs other than the one they are actually onboard.

7. Type CC - Indicates if the member is a Department or a Division Career Counselor.
8. CC Dept/Div — Displays the career counselor’s actual assigned department or division for which they are responsible.
NOTE: Insome cases, counselors are responsible to one or more departments or divisions that they are not actually in.

9. Assigned Date — Date the member was designated as a Department/Division Career counselor by the Command Career
Counselor.

10. CDTC Date — The most recent date that the Career Development and Training Course was completed.
11. EAOS - The current Expiration of Active Obligated Service.

12. SEAQOS - The current Soft Expiration of Active Obligated Service.

13. PRD - The current Projected Rotation Date.

14. Deassign Button — This button deassigns the Career Counselor as a counselor for the assigned Department or Division
described on that row. Access to individual records is NOT removed unless the assignment is the last (Only) row remaining on
the report. Career Counselors may be deassigned from either the current or detaching commands using this feature.
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Career Counselor Roster (Reserve)

Reserve All Career Counselor Roster Listing

CHUE e e Type ©C CCDeptDiv Assigned Date CDICDate EOS SE0S PRD Deassign

Dept  Div
1 [ Y ] © O s Pel oo =0 o000 D oarkBo10 osfBe010  osfBho0s Bacsipn|
s e p——— e e p— e ————— e — A R |

Rank Rate Hame

Figure 18-39-Career Counselor Roster (Reserve)
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18.8.4  Career Counselor Roster (Reserve)

Rank/Rate — The current Rate/Rank to which actually advanced.
Name — The name of the individual listed.

Dept — Displays the individuals assigned Department.

Div — Displays the individuals assigned Division.

Current UIC — The member's current UIC.

o g > w DBk

CC UIC - Displays the Department/Division Career Counselor’s assigned UIC.

NOTE: The Current UIC and CC UIC may not always the same. In some cases a Department/Division Career Counselor
are responsible to one or more UICs other than the one they are actually onboard.

7. Type CC - Indicates if the member is a Department or a Division Career Counselor.
8. CC Dept/Div - Displays the career counselor’s actual assigned department or division for which they are responsible.
NOTE: Insome cases, counselors are responsible to one or more departments or divisions that they are not actually in.

9. Assigned Date — Date the member was designated as a Department/Division Career counselor by the Command Career
Counselor

10. CDTC Date — The most recent date that the Career Development and Training Course was completed.
11. EOS - The current Expiration of Obligated Service.

12. SEQOS - The current Soft Expiration of Obligated Service.

13. PRD - The current Projected Rotation Date.

14. Deassign Button — This button deassigns the Career Counselor as a counselor for the assigned Department or Division
described on that row. Access to individual records is NOT removed unless the assignment is the last (Only) row remaining on
the report. Career Counselors may be deassigned from either the current or detaching commands using this feature.
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PACT/GENDET Listing (Active Duty Only)

Active GENDET Listing

N

Bank Rate EE!‘BI! Ranh

I'

Dept Dy Beport Date

Hane
1172472008
11/08/2008
11/24/2008
DECK 03012007
0372772009
g+ @ 1zgeos
0412512009
1152472008
031 (2009
04/Z 32008
1172472008
1110972009
120472008
12008
0E/252008

Busitiald
CDE D
1202472008
1 200812008
1212472008
0353172007
047262009
oi3dEhoT
05252000
12242008
O 00200
05232009
122472008
12092000
01032000
11292008
07 252008

hiaitianl
Conmpleted
1172472008

11/08/2008
1112412008
D3mis00r

9

HATL
EAGL
KAGL
KAL)
K491

Figure 18-40-PACT/GENDET Listing (Active Duty Only)
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18.8.5 PACT/GENDET Listing (Active Duty Only)

UIC - Unit Identification Code

Rank/Rate — The current Rate/Rank to which actually advanced.

SEL Rate/Rank — The Rate/Rank selected for advancement to; but not yet advanced to.
Name — The name of the individual listed.

Dept — Displays the individuals assigned Department.

Div — Displays the individuals assigned Division.

Report Date — The current report date to the unit.

Initial CDB Due — The date that the member's reporting CDB was due.

NOTE: Dates that appear highlighted in red indicate that the member has reported on board, but a reporting CDB is
required.

© N o o~ w0 D PP

9. Initial Completed — Indicates the date that the Reporting CDB was completed and verified.
10. PACT Code - Indicates the program enlisted for which enlisted for PACT personnel.
11. PACT Description — The description of the program enlisted for code.
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GENDET Listing (Reserve Only)

Reserve GENDET Listing Customnize | Find | View All | B8 First (4] 1505 [ Last
uIC Rank Rate T—'-E*'"* Name Dept  Div Report Date EOS SEOS ASVAB Calculator
N 051312010 047292016  04/29/2016  ASVAB Calculalor
M 1072009 12062013 1262013 g Igylator
[2] (3 ] © O wkos o505 osBhos  asv@aicuiator
M 12182009 040152016 0450152016 VAR Calculator
M 1W06G/2009 042952012 0452952012 ASV, alculator

Figure 18-41-GENDET Listing (Reserve Only)
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18.8.6 GENDET Listing (Reserve Only)

UIC - Unit Identification Code

Rank/Rate — The current Rate/Rank to which actually advanced.

Temp Rate — Indicates if the Rank/Rate displayed is a temporary Rate/Rank for the member or is temporarily advanced.
Name — The name of the individual listed.

Dept — Displays the individuals assigned Department.

Div — Displays the individuals assigned Division.

Report Date — The current report date to the unit.

EOS - The current Expiration of Obligated Service.

SEQOS - The current Soft Expiration of Obligated Service.

ASVAB Calculator — Link that opens the CIMS Rating Calculator component in a separate window.

© © N o gk~ w DN E
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Career Decision Listing (Active Duty)

Active Career Decision | Eind | View All | #

L] Rank Pate  Mane Dhaxgst Dby SEAOQS EADS MLI‘“" M[i“" Career Decision
C5l KA1 12192010 121 %2010 Separation 052002010 Career Decision
Q g 124010 128010 Exelon 05/%R010 cardB0ecision
PERS 0200152011 020152011 Extension DB/01F,2010 reer Decision
STF 07052010 0752010 Fleet Reserve 063052010 Career Decision

Figure 18-42—Career Decision Listing (Active Duty)
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18.8.7  Career Decision Listing (Active Duty)

1. UIC - Unit Identification Code

2. Rank/Rate — The current Rate/Rank to which actually advanced.

3. Name — The name of the individual listed.

4. Dept — Displays the individuals assigned Department.

5. Div - Displays the individuals assigned Division.

6. SEAOS - The current Soft Expiration of Active Obligated Service.

7. EAOS - The current Expiration of Active Obligated Service.

8. Decision Type — Displays the Career Decision type.

9. Decision Date — The date the Career Decision occurred/will occur.
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Career Decision Listing (Reserve)

Active Career Decision

UIC  RankRate Name Dept D SEAOS  EAOS - Date®™  catees Dacision
09n 812011 09 82011 Reenlistment 12052008 Carear Decigion
© © oo oooo  Reelment 100000 carecfbcision
MAIN MAIN 033072013 0302013 Reenlistrment 033172000 118 izion

Figure 18-43—Career Decision Listing (Reserve)
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18.8.8
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Career Decision Listing (Reserve)
UIC — Unit Identification Code
Rank/Rate — The current Rate/Rank to which actually advanced.
Name — The name of the individual listed.
Dept — Displays the individuals assigned Department.
Div — Displays the individuals assigned Division.
EOS - The current Expiration of Obligated Service.
Decision Type — Displays the Career Decision type.

Decision Date — The date the Career Decision occurred/will occur.
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CSB/REDUX (Active Duty Only)

Active CSBREDUX Listing- ALL
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Figure 18-44-CSB/REDUX (Active Duty Only)
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18.8.9

10.
11.
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CSB/REDUX (Active Duty Only)
UIC - Unit Identification Code
Rank/Rate — The current Rate/Rank to which actually advanced.
Name — The name of the individual listed.
Dept — Displays the individuals assigned Department.
Div — Displays the individuals assigned Division.
DIEMS Date — The date of initial entry into military service.
CSB Election Date — Date the member may make a Career Status Bonus election.
CSB End Date — The last day a member may make a Career Status Bonus election.

Submission Date — Date the member submitted the correspondence up the chain of command for consideration. Displayed
from the CIMS Correspondence Tracking component.

Status — The current status of the correspondence submitted. Displayed from the CIMS Correspondence Tracking component.
Status Date — The last status update completion date. Displayed from the CIMS Correspondence Tracking component.
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MGIB-SR (Reserve Only)

A-SH Listing (Enlisted) | Vig : L
uic Rak Rate Name Dot Div HE;;& GIBE GESD  CONDT GBID LRAD CED mﬂ E0S SEOS 10T Record
MAIN CTL i 038997 0W&00 38 0ANS2013  0ANS20M3 IDT Recand
MANT 100 © 03011999 081 009 24 Q&M 272011 OBM 22011 DT Recapd
CTL F OFEa00s  QOFRRS 110272007 07287005 72 QFETroi or2rot DT Becond
MANT 600 F 091 22004 09N 2004 0421998 0904 72 Qe 12010 09172010 IDT Recard
300 020 F 06004 OBCH0CH04 0BF252004 O6MN004 T2 QE2Ar2010 06200 DT Recond
CTL CTL F 01/28M999 01BN 990 MA009 36 0erz0i2 oezmz DT Recond
1 2 9060 ) (8} 9 (10 n:ur?ge oy @ o u?m 3 oo
Fil 1 00 F MAB002 110 Gr02 110852006 121170009 24 122011 120002011 DT Becand
MANT 020 [ O7RTNeed4  0R2I008 24 QEF2172010 Q2010 IDT Recond
MANT 100 F 11BW2008 1173052006 A%2000 11300006 72 12952012 112920012 IDT Recapd
SEC SEC © 0202007 0SOW2002 111 0RDEZ01  DADARZONY DT Record
100 00 [+ 12ME2008 0202008 24 Q2022011 0ZOX2011  IDT Recond
MAMT 100 [ 1= 05302000 OX2XS/004 T2 Q242010 Q2242000 DT Racapil
300 o F 033002 0ORI0I002 0¥IW002 96 Q22010 QX2WI00  IDT Recond

Figure 18-45-MGIB-SR (Reserve Only)
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18.8.10 MGIB-SR (Reserve Only)

UIC — Unit identification Code

Rank/Rate — The current Rate/Rank to which actually advanced.
Name — The name of the individual listed.

Dept — Displays the individuals assigned Department.

Div — Displays the individuals assigned Division.

GIB Status — Displays the member's current GI Bill status code.
GIBE - Displays the current Gl Bill obligation eligibility date.
GIBSD - Displays the current Gl Bill start date.

CONDT - Displays the current GI Bill conversion date.
GIBTD - Displays the current GI Bill Termination date.

. LRAD - The date last released from active duty.

© © N o gk~ w DN E
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CED - The current enlistment date.

Months Obligated — Number of months obligated for the GI Bill.

EOS - The current Expiration of Obligated Service.

SEQOS - The current Soft Expiration of Obligated Service.

IDT Record — Link that opens the member’s drill history in a separate window.

[ S N N =
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NOTE: When the link appears in red letters, the member may be an unsatisfactory participant. Drill history should be used
to validate drill participation status.
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CDB Notification — Due & Pending (Active and Reserve)

Active CDB Listing (Due)
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Figure 18-46—CDB Notification - Due & Pending (Active and Reserve)
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18.8.11 CDB Notification — Due & Pending (Active and Reserve)

1.

UIC — Unit identification Code

2. Rank/Rate — The current Rate/Rank to which actually advanced.

3. Name — The name of the individual listed.

N o g &

NOTE: Using the Link in this column will open the Career Development Page for the member selected in a separate
window.

Dept — Displays the individuals assigned Department.

Div — Displays the individuals assigned Division.

Required Date — The Career Development Board required completion date.
Reason — The Career Development Board that is due.

NOTE: This Link is only available to the Command Career Counselor and when used, will open the CDB Verification page
in a separate window for the selected member.

NOTE: When the word “Reporting” appears highlighted in red, this indicates that the member has reported on board, and a
reporting CDB has not been done.

Interview Date — Displayed only if the Career Development Board is currently either Pending or Complete.

9. CDB Status — Displayed only if the Career Development Board is currently either Pending or Complete.
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CDB Notification — Completed & Verified (Active and Reserve)
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Figure 18-47-CDB Notification - Completed & Verified (Active and Reserve)

18.8.12 CDB Notification — Completed & Verified (Active and Reserve)

N o g bk~ w DN E

UIC - Unit Identification Code

Rank/Rate — The current Rate/Rank to which actually advanced.

Name — The name of the individual listed.

Dept — Displays the individuals assigned Department.

Div — Displays the individuals assigned Division.

Required Date — The Career Development Board required completion date.
Reason — The Career Development Board that is due.

NOTE: Using the Link in this column will open a new page to the Career Development Page to complete the required
CDB.

Interview Date — The date the CDB was completed.

9. CDB Status — Displayed only if the Career Development Board is currently either Pending or Complete.

10.
11.
12.
13.
14.

Short Term Goals — Short term goals recorded on the CDB.

Long Term Goals — Long term goals recorded on the CDB.

Board Comments — Board comments recorded on the CDB.

Leadership Title — The title of the senior leader at the command making comments.
Leadership Comments — Comments regarding the CDB made by command leadership.
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PTS (Active Duty Only)
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Figure 18-48-PTS (Active Duty Only)
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18.8.13 PTS (Active Duty Only)

[ S ~ Y S
> w DD PP O

15.

16.

17.
18.

© © N o gk~ w D E

UIC — Unit Identification Code

Rank/Rate — The current Rate/Rank to which actually advanced.

Name — The name of the individual listed.

Dept — Displays the individuals assigned Department.

Div — Displays the individuals assigned Division.

ADSD - Active Duty Service Date.

Zone — Displays the members current PTS Zone.

EAOS - The current Expiration of Active Obligated Service.

EXT OTH - Total number of months of "Other" type extensions executed, but not operative.
EXT SCH - Total number of months of "School" type extensions executed, but not operative.

. EXT OPR - Total number of months of operative extensions that the member is currently serving on.

SEAQS - The current Soft Expiration of Active Obligated Service.
PRD - The current Projected Rotation Date.

PTS Submit Date — Date that the Perform to Serve package was received and entered in the PTS system. This date is loaded
from the PTS system.

PTS Last Reviewed — The last review date of the member's PTS package by the PTS manager. This date is loaded from the
PTS system.

PTS Review Status — Status given to the PTS package during the last time of review. This status is loaded from the PTS
system.

NOTE: The link in this column is only available for PTS packages with a status of “INRATE” or “CONVERT”. Activating
this link opens the Administrative Remarks section of ESR in a separate window, enabling the user to complete a
PTS PG-13 as discussed on page 374 of this guide.

PG-13 Submitted — Date the PTS PG-13 was submitted by the Career Counselor.
PG-13 Verified — Date the PTS PG-13 was verified by the PAY/PERSONNEL Supervisor.

18-95 Revision 3



CIMS Users Guide September 2012

Temporary Rate Listing (Reserve Only)

Reserve Temporary Rate Listing

Dept Div  TiRDate DOR Enlist Date PHEC SNEC CDB mﬂ i

WIC  RankRate Name
03/0172006 041672010 05/25/2005 -- [ 112572006
1 (2} Q@ © "wag oneeg g o D F @ 020
07/0172009  08/16/2009 012712005 | 07127712006
010172005 041672005 03122003 I l = 08/12/2004
01/0172008 020772008 0210772008 = 0810772009

Figure 18-49-Temporary Rate Listing (Reserve Only)
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18.8.14 Temporary Rate Listing (Reserve Only)

UIC — Unit identification Code

Rank/Rate — The current temporary Rate/Rank to which advanced.
Name — The name of the individual listed.

Dept — Displays the individuals assigned Department.

Div — Displays the individuals assigned Division.

TIR Date — The current Time in Rate date.

DOR - The current Date of Rate.

Enlist Date — Date of Current Enlistment

© © N o gk~ w DN E

PNEC — Primary Navy Enlisted Classification Code

-
©

SNEC - Secondary navy Enlisted Classification Code

[N
[N

. CDB - This Checkbox indicates that the Reporting CDB is complete when the Checkbox contains a Checkmark.

-
no

Perm Rate Deadline Date — Date the member has to complete all requirements to make their rate permanent. Calculated by
adding 3 years to the Time in Rate date.
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COMMAND SPONSOR COORDINATOR
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This Page Intentionally Left Blank
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Sponsor Coordinator Listing - Criteria Selection

Sponsor Coordinator Listing Search Criteria
@ Active 0 C Reserve

Enl/Off Indicator Filter

@ Enlisted (2 C officer

€ @ sponsor Assignment €@ sponsor Training

© © sponsor History O projected Transters (PRD)

& USNIFTS ° C ACtoRC

@ Al ' Sponsor Not Assigned C Estimated Arrival Date

Figure 18-50-Sponsor Coordinator Criteria Page
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Sponsor Coordinator Listing - Criteria Selection

1.

Type — Selecting ACTIVE generates List Reports for Active Duty members including
FTS. (USN/FTS and AC to RC lists reports are Active Duty only). Selecting RESERVE
generates List Reports for Reserve members.

EnlOff Indicator Filter — The Enlisted Officer Indicator Filter is used to generate listing
for Either Officer’s or Enlisted members base on this selection.

Sponsor Assignment — Displays a list of all PG members with links to Orders, in
addition this listing provides the ability for the Command Sponsor Coordinator (CSC) or
the CCC to assign Sponsors and enter pertinent data for the Sponsors. Data entered may
be viewed by the detaching command in the Prospective Transfers (PRD) list.

Sponsor Training — Displays a listing of all assigned sponsors at the command as well
as the date the sponsor completed Sponsor Training. NOTE: The Sponsor Training
Completion Date is entered on the CDB page. (See Section 8 for more information on the
Sponsor Training Date.)

Sponsor History — Displays a complete listing of Prospective Gains (PG’s) and any
sponsors that have been assigned to these PG’s.

Prospective Transfers (PRD) — Displays a list of personnel preparing to transfer from
the command. The Active Duty List also displays information on Sponsors assigned at
the gaining command.

Filter - USN/FTS — This option is used to generate list reports for USN/FTS members
only. (Active Duty only). AC to RC — AC to RC - This option is used to generate list
reports for Active Duty Sailors that are reporting to a Navy Operational Support Center
(NOSC) for separation and affiliation with the Naval Reserve.
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Sponsor Coordinator Listing - Sponsor Assignment

B > s° Bl ¢ o o
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Figure 18-51-Sponsor Assignment List (Active)

Rank/Rate Report Date Modity Data Sponsor Assigned
N
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Figure 18-52—Sponsor Assignment List (Reserve)
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Sponsor Coordinator Listing - Sponsor Assignment

1.
2.

©l [0 [H 9] [o1 B [

10.

11.
12.
13.
14.
15.

Orders Data Tab — Items on this tab are specific to the PG’s orders and include a link to view the current set of orders.

Sponsor Data Tab — Items on this tab a specific to the Sponsor and provides a link to enter data related to the Sponsor and the
Sponsor program as well as a link to assign or change a sponsor.

NOTE: Changing a Sponsor will clear all information regarding letters sent by the previous sponsor.
Expand Tabs Button — Use this button to display columns from both tabs on one page.

Rank/Rate — The current Rate/Rank to which advanced.

Name — The name of the individual listed.

Ord # - Order number of the current set of orders.

DNEC - Distribution Navy Enlisted Classification Code (NEC) obtained from the member’s orders data.
ULT - Reporting Commands Unit identification Code

ULT ACC - Ultimate Duty Station Accounting Category Code. This code obtained from the member’s orders data.
SPI - The current Special Program Indicator.

NOTE: The SPI code for USN personnel will be blank.

Detach UIC - Detaching Commands Unit identification Code

Estimated Detach Date — Displays the Estimated detaching date.

Actual Detach Date — Displays the date of detachment

Estimate Arrival Date — Displays the Estimated Arrival date to the new command.

View Orders — Link with open a new page and display the most current set of orders for the PG.
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Sponsor Coordinator Listing - Sponsor Assignment

0---0—@

Figure 18-53-Sponsor Assignment List (Active)

[1][e Rank/Rate Hame Report Date Modify Data Sponsor Assigned
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Figure 18-54-Sponsor Assignment List (Reserve)
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Sponsor Coordinator Listing - Sponsor Assignment

Items 1-5 in this section of the List report are discussed on page 349.

16.

17.
18.
19.
20.

21.

22.

23.
24.

25.

PG Quest — Opens a new page that displays the Prospective Gain Questionnaire completed by the PG. For more information
on the PG Questionnaire and the Sponsor Agreement Letter see Page 352 and 353.

NOTE: A blank form will appear if the form has not yet been completed.

PG Info — Displays contact information for the Prospective Gain.

CO Letter Sent — Displays the date the CO’s Letter was sent to the PG.

Sponsor Letter Sent — Displays the date the Sponsor Letter was sent to the PG.
Spouse Letter Sent — Displays the date the Spouse Letter was sent to the PG’s Spouse.

NOTE: The dates for the CO, Sponsor and Spouse letter are entered by the CSC or the CCC using the Modify Data Link on
this List.

Modify Data — This link opens a page that allows the CSC or the CCC to enter data related to the Sponsor and the Sponsor
Program status. Detailed usage of this link and the corresponding page is discussed later in this chapter.

Accepted — Displays the date the Sponsor Agreement letter was accepted by the Sponsor. For more information on the PG
Questionnaire and the Sponsor Agreement Letter see Page 352 and 353.

Sponsor Assigned — Displays the Rate/Rank and Name of the assigned Sponsor.

Add/Change Sponsor Button — This button opens a page that allows the CSC or CCC to assign or change a Sponsor. Use of
this button is discussed later in this chapter.

Report Date — Displays the actual date the PG reported to the gaining command. (Reserve Only)
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Sponsor Coordinator Listing - Sponsor Assignment

Rank/Rate: (1)

Name begins with: 9

viC: “m L]

Search Clear

Rank/Rate Name uic select

M
5o

Figure 18-55-Sponsor Coordinator Listing - Sponsor Assignment
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Sponsor Coordinator Listing - Sponsor Assignment

Activating the Add/Change Sponsor Button opens a new search criteria page which the user may search by any one or more of the
three search criteria presented. The search then displays a list of all members meeting the entered criteria for assignment as a Sponsor.
NOTE: Only one sponsor may be selected.

Rank/Rate — Searches the current Rate/Rank.

Name begins with — Searches using a members name last name first.

UIC - Searches for members at the entered Unit identification Code

Rank/Rate - The members current Rate/Rank.

Name - The name of the individual listed.

UIC - Current Unit identification Code

Select — Enter a check in the box next to the member desired to be assigned as a sponsor.

& 2 E E B B G
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Sponsor Coordinator Listing - Sponsor Assignment — Modify Data Link
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Figure 18-56-Sponsor Coordinator Listing - Sponsor Assignment — Modify Data Link
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Sponsor Coordinator Listing - Sponsor Assignment — Modify Data Link

1. PG Data Tab - Items on this tab are specific to the PG.

2. Sponsor Contact Info Tab — Items on this tab a specific to the Sponsor and the Sponsor Program.

NOTE: Changing a Sponsor will clear all information regarding letters sent by the previous sponsor.

3. Rank/Rate — The current Rate/Rank of the assigned sponsor.

4. Name — The name of the assigned sponsor.

5. DSC - Duty Status Code of the assigned sponsor.

6. Rank/Rate — The current Rate/Rank of the prospective gain.

7. Name - The name of the prospective gain.

8. Detach UIC - Unit Identification Code the PG is departing.

9. ULT_DUTY_STA - Unit Identification Code the PG is reporting to.

10. Estimate Arrival Date — Date the PG is expected to arrive at the reporting command.
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Sponsor Coordinator Listing - Sponsor Assignment — Modify Data Link

| Active Enlrstod USNFTS Sponse
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Figure 18-57-Sponsor Coordinator Listing - Sponsor Assignment — Modify Data Link
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Sponsor Coordinator Listing - Sponsor Assignment — Modify Data Link

Items 1-5 in this section of the List report are discussed on page 349.

11.
12.
1588
14.
15.
16.
17.
18.
19.

20.

Acceptance Date — Date the assigned sponsor read and signed the acceptance letter.

Sponsor Primary Phone — Sponsor’s contact number.

Sponsor Alternate Phone — The Sponsor’s alternate contact number.

Email ID — The Sponsor’s Email address. It is recommended that an official email address be used.
Sponsor Letter Sent Date — The date the sponsor letter was sent to the PG.

CO Letter Sent Date — The date the CO’s letter was sent to the PG.

Spouse Letter Sent Date — The date the Sponsor sent an official letter to the PG’s Spouse.
Sponsor End Date — The date the Sponsor was removed as the PG’s Sponsor.

Reason — The reason code is used to identify why the Sponsor was removed. Valid reasons are C — Cancelled Orders, M-
Modified Orders, R-Reported for duty. These codes can be selected from the lookup using the lookup button.

Description — Displays the description of the Reason Code.
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Sponsor Coordinator - Sponsor Agreement Letter

The Sponsor accesses the Sponsor Agreement Letter by using their Self Service account and
navigating to the location outlined below. The letter displays the PG and pertinent information
pertaining to the PG. Once the Accept button is pressed the View Orders Link and the
Prospective Gain Questionnaire Link become active and the Sponsor is able to view the

documents.
= Employee Self Senice
= Elecironic Senice Record
[* View
[» e-Leave
- Personal Information
ink
= Emergency Cont

Address and Phone
- Official Email Address

- Persgnal Information

- PCS Travel

- Civilian Employer
Information

- E7 Workshest

Sponior Assignmaent Agreement

Prospective Gain Information
Prodpectingg Gain:

LinC:

C o] Ao

Estimated Transfer Date 0400 2011
Estimated Arrival Date: G5/0Lr 2011
Spontor Reipontibilities

1wl write a personsl welcoming letter to I - t5n ten working days of acknowdedging
this assignment and | will forward 8 copy of this letter to the Command Sponsor Coordinaton|C5C)
whin complete.

1wl makee ryself available via phone snd email. Accordingly, | understand that | must update /
verify my contact information to ensure it ks comect a3 & condition of accepting this assignment.

1 will offer mwy assistance to this Sailor and their family in every way possible.
| undierstand that | will be providing this Sailor and their family with the first impression my
command. This individual assessment is critical to the individual s long term attitude toward this

command and the Nawy.

1 witll pronvide this Sailor and their family with aisistance until thiry have become Tamiliar with the
local area and this command.

1 will immediately advise the Command Sponsor Coordinator [CSC) of any ssue which would
prevent mae from camying out rmy respontibilities a5 & spontor,

I rmust verify that my Contact Information is cormect here belore sccepting this assignment.

By clicking on the “Accept” button, | certify that | have attended sponsor training and that | accept
the responisbilities ssocisted with tpontorship of this Sailor a3 cutlined above.

oo |

View Ovders
Prospective Gain Quettionnaine
[These links are only sccessible once ipontorihip is accepled)

Figure 18-58-Sponsor Coordinator Listing - Sponsor Assignment — Modify Data Link
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Sponsor Coordinator - Prospective Gain Questionnaire

The PG accesses the Prospective Gain Questionnaire by using their Self Service account and
navigating to the location outlined below. Upon completion and verified by pressing the Verify
Button, the document is available for the assigned Sponsor to view.

= Employee Self Semnice
= Electronic Service Record
[ Wiew
el T asks
[» e-Leave
— Personal Information
Links
— Emergency Contact
— Address and Phone
— Dfficial Email Address
— Personal Information
— PCS Travel
— Civilian Employer
Information
— E¥ Worksheet
Werification

— Sponsor Agreement
— 3a3in Questionnaire

Prospective Gain Questionnaire
LT LOFTON,JASON TRAVIS

Yes No NIA
1. | am married: o [
2. | have children: o [
3. Children's Names / Ages: [
4. | have other family members: o @
5. Other family Names/Relation: |
6. | have family members enrolled in the EFM: o [l
7. EFM special needs as follows: |
8. My family is accompanying me to my new duty station: e @
9. My family is travelling with me: « [ o
10. | have received passports for my family: « [ o
11. | have pets: o [
12. Pet Types / Number: [
13. | am Shipping a POV: o [
14. | am Shipping Household Goods: e [

15. Date of Packout:

16. Date Shipment Scheduled:
MoveiContact Information

—
—

17. Arriving via: @ pov  Government Air  © Commercial Air ) Other

18. On arrival, | intend to live: @ OnBase { Local Economy O Other
15. Planned Detach Date: £l
20. Expected Arrival Date : [

21. Phone while in transit: I

22. Email address while in transit: |

23. Name and Phone of Other
Person to Contact: [

Comments,Concerns or Any Other Information

24. Additional Comments. Enter any additional information you didn't have space for in the above boxes; or use
this section to enter any additional information that your Sponsor should know that is pertinent to your move.

Verification
25. | must ensure that my Contact Information is correct here before verifying this questionnaire.

26. Clicking on the "Verify" button below signifies that all contact information and the information on this form is
correct.

Verify
Last Updated :

Note: Information entered on this form can only be viewed by your Sponsor & the Command Sponsor Coordinator.

Figure 18-59-Sponsor Coordinator - Prospective Gain Questionnaire
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Sponsor Coordinator Listing - Sponsor Training

Sponsor Criternia

e 3

Uic Rank/Rate Hame Dept Div Report Date Sponsor Training Date
e - MAIN 300 01/13/2010 06/14/2011

Ol o Q@  © o07@2010 0642011
e MAIN 200  08/30/2007 08/24/2010
e MAIN  STFF  07/01/2009 07/01/2009
- MAIN 300 011472009
I EXEC 300  11/06/2009
- MAIN 100 11/119/2007
e MAN 138 08/19/2011

Figure 18-60-Sponsor Coordinator - Prospective Gain Questionnaire
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Sponsor Coordinator Listing - Sponsor Training

S 2] a1 B [ N =

UIC - Unit identification Code

Rank/Rate — The current temporary Rate/Rank to which advanced.
Name — The name of the individual listed.

Dept — Displays the individuals assigned Department.

Div — Displays the individuals assigned Division.

Report Date — The report date to the current command (Corporate data).

Sponsor Training Date — The most current completion of Sponsor Training. This date is entered during completion of CDB’s

on the CDB page.
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Sponsor Coordinator Listing - Sponsor History

This list report displays a history of all sponsors that have been assigned to the Prospective Gain. One row is displayed for each
historical sponsor.

Spansor Criteria " Sponsor Hislory

CO Letier Sponsor Letter  Spouse Letter . Sponsor Sponsor
SPONSor A FignEd
HrnkHatn tame Sent Date Sent Date Sent [ate aegoplod Ent Date Reason Code
ﬂlﬂ BN o o o o NN o oo
o Frevous b

Figure 18-61-Sponsor Coordinator Listing - Sponsor History
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Sponsor Coordinator Listing - Sponsor History

UIC - Unit identification Code

Rank/Rate — The current temporary Rate/Rank to which advanced.

Name — The name of the individual listed.

CO Letter Sent Date — The date the CO’s letter was sent to the PG.

Sponsor Letter Sent Date — The date the sponsor letter was sent to the PG.

Spouse Letter Sent Date — The date the Sponsor sent an official letter to the PG’s Spouse.

Acceptance Date — Date the assigned sponsor read and signed the acceptance letter.

Sponsor Assigned — Rate/Rank and name of previous Sponsor Assigned. One row will be displayed for each Sponsor.

© [0 [N o g (& (W N e

Sponsor End Date — The date the Sponsor was removed as the PG’s Sponsor.

[EEN
=

Sponsor ReasonCode — Displays the description of the Reason Code.
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Sponsor Coordinator Listing - PRD

o |~B o o 0 @ Qo

Figure 18-62-Sponsor Coordinator Listing — PDR Listing (Active)

c Rank/Rafe Hame Dept PRD EQS
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Figure 18-63-Sponsor Coordinator Listing — PRD Listing (Reserve)
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Sponsor Coordinator Listing - PRD

N o =
> w b P o

15.
16.

© [0 [N o g (& (W N e

UIC - Unit identification Code

Rank/Rate — The current Rate/Rank to which actually advanced.

Name — The name of the individual listed.

Contact Information — This icon navigates to the Contact Information page for the member. (Active Only)
Dept — The currently assigned Department for the individual.

Div — The currently assigned Division for the individual.

ULT UIC - Unit Identification Code Ultimate Duty Station. (Active Only)

ULT CMD - Short name of the Ultimate Command identified in ULT UIC. (Active Only)

EST Detach Date — Estimated Date of Departure. (Active Only)

Sponsor Assigned — Name of Sponsor Assigned. (Active Only)

. Sponsor Pri Phone — Sponsor Primary Phone. (Active Only)

Sponsor Alt Phone — Sponsor Alternate Phone. (Active Only)
Sponsor Email — Sponsor Email. (Active Only)

View Orders — The orders link allows the user to view the member’s orders in a new window by clicking this link. (Active
Only)

PRD - Projected Rotation Date. (Reserve Only)
EOS - Expiration of Obligated Service Date. (Reserve Only)
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Section Nineteen—Electronic Service Record
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19. ELECTRONIC SERVICE RECORD
ESR - HOME

This section is an overview of the Electronic Service Record and does not detail all features or
functions within.

Electronic Service Record

ssi: I  vo-: RankRate: [ Current DSC: 100
o, View Personal Information 2 View Senice Obligations and
W "\ Review member address and {‘@ Agreements
phone, marriage, and personal Reviewy membear service
InvForFTation . obbgations and agresments.
o Personal Information °‘ Service, Obligations, and Agreements
View Training, Education, and -y View Professional History
. Oualifications + Ei i .
Review member framning, ' Rewiew member history of
education, and qualifications. assignments
© I:inin ign, an lification € Professional History
- View Performance ~  View Administrative Remarks
Review member performance ,iﬂ f  Review member adminisirative
information. ' remarks
€) Peromance @ zdministrative Remarks

= Return to Search ]

Figure 19-1-ESR - Home
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191 ESR-HOME

Clicking the HOME link in the Navigation pane will display the Electronic Service Record page
from which allows users to navigate the Record of the member selected. Using the displayed
links will navigate to additional navigation pages such as:

1. Personal Information.

2. Training, Education and Qualifications.
3. Performance.
4

. Service, Obligations, and Agreements — Displays the members current contract
information.

5. Professional History.
6. Administrative Remarks — Displays the member’s current list of Administrative Remarks.

NOTE: Some pages in ESR, such as Member Data Summary, permit printing the page
data by clicking the Print Form button at the bottom of the page then using the
Print Manager to print the form.

NOTE: Printing the Member Data Summary and attaching it to the ICDP Form can be
very useful when conducting a routine CDB.
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ESR - PERSONAL INFORMATION

Personal Information

e -
a8 @

- Member Data Summary Emergency Contact
s, @ (4

'x:ﬁ:"ﬁ Senvicernember's Group Life Insurance

H ©

ﬁ Civilian Employer Information M Thrift Savinas Plan

. © '
ﬁ Dependency Data a Family Care Plan

Cunrrent DSC: 10C

£
@ ESRE Home

424 Return to Search | a

Figure 19-2-ESR - Personal Information
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19.2 ESR -PERSONAL INFORMATION

Personal Information — Using this link will open the Personal Information Page from which the
user will access the following pages:

Member Data Summary.

Address & Phone.

Servicemember’s Group Life Insurance (SGLI).
Thrift Savings Plan.

Dependency Data.

ESR Home — Returns to the ESR Home Page.

NOTE: This page also displays the disabled links Emergency Contact, Civilian
Employer Information, & Family Care Plan which are not accessible to CIMS
users.

o g~ w D PR
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ESR - TRAINING, EDUCATION & QUALIFICATIONS

Training. Education, and Qualifications

SSH: _ Name: _ Rank/Rate: - Current DSC: 100

View Training, Education, and Qualifications

% Training Summary %"’ Personnel Gualification Standards
J{é;.. Montaomery Gl Bill % Coyrse Data
] e ) Q

Exam Profile Data m Education Data

w @
-l ESR Home

L Return to Search ]

Figure 19-3-ESR - Training, Education, and Qualifications
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19.3 ESR -TRAINING, EDUCATION & QUALIFICATIONS

Training, Education & Qualifications — Using this link will open the Training, Education &
Qualifications Page from which the user will access the following pages:

Training Summary.

Montgomery Gl Bill.

Exam Profile Data.

Personnel Qualification Standards.

Course Data.

Education Data.

ESR Home — Returns to the ESR Home Page.

N o gk w D E
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ESR - PERFORMANCE

Performance

ssi: [ nome: ] RankRate: R

G 2 % 2

Court Memarandurm FITREFP I Evaluation

&

Record of Unauthorized Abhsence

< Honors and Awards

Current DSC: 100

ESR Home

L Return to Search

Figure 19-4-ESR - Performance
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194 ESR-PERFORMANCE

Performance — Using this link will open the Performance Page from which the user will access
the following pages:

Court Memorandum

Record of Unauthorized Absence

Honors and Awards

FITREP/Evaluation

ESR Home — Returns to the ESR Home Page

o w D E
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ESR - PROFESSIONAL HISTORY

Professional History

ssn: Name: _ Rﬂulvc.-Rme:- Current DSC: 100

View Professional History
T
fAssignmen .Iljé Qrders Detail

... @ "

Skills Management

Ll Return to Search |

Figure 19-5-ESR - Professional History
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195

ESR — PROFESSIONAL HISTORY

Professional History — Using this link will open the Professional History Page from which the
user will access the following pages:

o g H~ w D PR

History of Assignments

IDT Detail Summary

Reserve Billet History

Orders Detail

Skills Management

ESR Home — Returns to the ESR Home Page

19-11
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ESR - SETUP - ADMINISTRATIVE REMARKS PG-13

This portion will discuss the creation of an Administrative Remarks Template for use by Career
Counselors.

Administrative Remark Subjects

[ Find an Existing alue | Add a New Value 9

Subject: [CAREER COUNSELOR PG-13 (2]

Add |Q

Find an Existing Yalue | Add a Mew Yalue

Figure 19-6-ESR - Setup of Administrative Remarks — Pg 13

Administrative Remark Subject Setup

Subject: CAREER COUMSELOR PG-13

Description: |Sareer Counselor PG-13 for eeesees o

Remark Templates Find First [4] 1of 1 [+ Last

Remark:  |Place Text Hersllmmm = G

& save |

Figure 19-7-ESR — Administrative Remark Subject Setup
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19.6

ESR — SETUP — ADMINISTRATIVE REMARKS PG-13
Add a New Value — Click this Tab to add a new subject and begin the setup process.

NOTE: As an alternate you may search already created Page-13 Subjects by using the
Find an Existing Value tab.

2. Subject — Enter the Subject value in this field.

Add Button — Clicking on this button will add the new subject to the database for future
use.

Description — Clicking the Add Button loads the Administrative Remark Subject Setup
page where you enter the Description of the Administrative Remarks template.

Remark — Enter the standardized text for this type of Page-13.

6. Add a Row — Use this icon to add another standardized remark for this type of Page-13.

Save Button — Clicking this button saves the template to the database and makes it
available for use.

NOTE: Itis possible to create numerous standardized remarks for each subject type.
When using the subject in a Page-13 using the Select Template button next to
the remark section the user will be able to select the template remark that is
most appropriate. See the Electronic Service Record — Use — Administrative
Remarks portion of this section for more details.
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ESR - USE - ADMINISTRATIVE REMARKS PG-13

This portion of the ESR section discusses the Use of Administrative Remarks created for use by
Career Counselors.

Administrative Remarks

ssi: I v« leiﬂale:- Current BSC: 100

Authority: | u ¥ Permanent
Date: @ [ronzz007 NOT VERIFIED
Subject: |
Remark: Salect Remark Template
2
Rpprovin a nature [ L.ook Up Subject
Name: | B
_ subject:  [pegins with =] [FTs INTENTION
Wit _a || pescriprion: [begins with =] [PTS INTENTION -
H‘“"a:l Look Up I Clear I Cancel I Basic Lookup o
Memb '1_;_'3_5._' Bl < earch Results i i
Date: | )

Acknowledygament:

w

Having been approved to reandist in-rate throwgh Perform 1o
Senve (PTS), per COMNAVPERECOM (erter DTS of message), |
cerythat | accepl the resenvation quota for in-rate reenlistiment
1| O | and will Beguire the reguired DBLISERVE peiod 10 fivy expiralion T+
| of actve obligated serdce (EAOS). | understand that failure 1o
acguire the required OBLISERVE prioe 1o ry EADS will resull in
removal of my PTS quota and reenlisiment eligibiliy.
Heving been tentatively approved to convert through Pedosm o
Sarve (PTE), per COMNAVPERESCOM (ondor DTG of message) |
| and having recaned final corwession appnoval per
COMMAVPERSCOM DTG | cartify that |
2| O aecept the resanalion quotla for cosversion 10 (approvad rting)
and will acguire the required GBLISERVE peicr to riy igiration
of acive oblipated serdce (EADS) | understand thal failure
10 acquing e requingd JBLISERVE priar b3 my EAQS will result
in rermaal of rry PTS guota and reenisiment eligibility.

o to: B Hom oK | Cancel

Admin Rem Horm

2 Save | | S\Retun 1o Search |

Figure 19-8-ESR — Administrative Remark Pg 13
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19.7

ESR — USE — ADMINISTRATIVE REMARKS PG-13

Career Counselor use of Administrative Remarks is limited to non-corporate type page-13.

1.
2.
3.

© ® N o

Authority — The activity name entered in accordance with the command’s local policies.
Date — Page 13 creation date.

Subject — Enter the subject manually or by using the lookup button. Using the lookup
button will display a list of previously created templates.

NOTE: When creating PG-13’s for PTS use the Master Template only, and select one
of the two Remark templates as appropriate. DO NOT MODIFY THE
MASTER OR REMARK TEMPLATES OF THE PTS NAVPERS 1070/613
IN ANY MANNER. Modifying the PTS PG-13 templates in any way will
result in inaccurate accounting of PTS PG-13’s and will require you to re-
enter them using the correct template.

Remark — Manually enter remarks or use the Select Remark Template link. Using the link
will display standard remarks that have been previous prepared specifically for use by the
Subject type selected.

Approving Officer Signature Line — The Name, Title, and Date for the Approving
Officer.

Witness Signature — The Name, Title, and Date for the Witness.

Member Signature — The date the member reviewed or signed the page-13.
Acknowledgement — Free text field for comments made by the member.

Save Button — Clicking this button saves the document to the member’s record.
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ESR - USE - ADMINISTRATIVE REMARKS - Not Verified

Career Counselors are only allowed to create these documents but do not have the necessary
permissions to Verify them. Since these documents become a permanent part of a members
Service Record, only personnel with Pay/Personnel Supervisor Roles have the permissions to
verify Page 13’s.

Administrative Remarks
ssi: | v rank Rate: [ Cutrent DSC: 100

Antliority: [ACTIVITY MAME F Permanent /
Dates 0770272007 |3

Sulyject: |CARE ER COUNSELOR PG-13 aQ
Remark: Place Taxt Hearal B =] Select Rernark Template
=

v~ oefeEcomvEOFricer Dave:[07/0512007 iy

e e Date:[07/0512007 | [

Dates [D7/052007 |[iY

Acknnowledigenment; |AI:KNWLEDGED - |
H
Go 100  ESR Homs

Admin Remarks Home

@ save | | CLRetumto Search |

Figure 19-9-ESR — Administrative Remark Pg 13 — Not Verified
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19.8 ESR - USE - ADMINISTRATIVE REMARKS - Not Verified

This is an example of a completed page-13; note that the document displays NOT VERIFIED in
red letters indicating that the document requires verification. Someone holding a Personnel
Supervisor Role within NSIPS verifies the document.
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ESR - USE - COURSE DATA

This section discusses the use of Course Data for the purpose of Career Counselors entering
either Career Development Training Courses or the First Terms Success Workshop for members
within the Career Counselors responsibility. Career Counselors are only allowed to create these
documents but do not have the necessary permissions to Verify them. Since these documents
become a permanent part of a member’s Service Record, only personnel with Pay/Personnel
Supervisor Roles have the permissions to verify the entries made on this page.

Course Data

ssu: I v rankRate: [l covemosc 100

Course Information

School Type: OINSS Q Mavy Servce School HOT VERIFIED
Course Cﬂllﬁe COTC Counrse Tithe: I" arger Development Training 6
ool Hame; |LOCAL ﬁ

School Code:

Completion Date; |002/2007 [ e D ation:

Grande:

Tralning Home

=4 Return to Search |

Cowrse Code:  |begins with x| [FTSwW
Description: |hegins with ;”
Short Description: [ begins with =] | Cowrse Code: [begins with =} [cDTC
Description: | begins with =] |
Look Up | Clear | Cancel | Bazic Looky Short Description: | begins with j |
Search Results Look Up I Clear I Cancel I Basic Lookyp
Search Results
ETSWY Eirst Term Success YWorkshop FTSW i1 1011
Course Code Description Short Description
CDTS Career Development Training COTC

Figure 19-10-ESR — Use — Course Data
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19.9

ESR — USE — COURSE DATA

School Type — Enter NSS for Navy Service School when entering CDTC or FTSW
courses.

Course Code — Enter CDTC for Career Development Training Course or FTSW for First
Term Success Workshop. Alternately select the lookup button to search for the course
you wish to enter.

Course Title — The course title will automatically populate when the Course Code is
recognized.

School Name — Enter the location of the School or Formal school name. i.e., USS
ALWAYSGONE.

Completion Date — Date the course ended.

6. Duration — Enter the number of Days, Hours, Months, Quarterly Hours, Semester Hours,

or Weeks the course lasted.

7. Interval — Select the Interval from the drop-down list.

Grade — Enter P, F, N/A, or an actual grade when one is awarded.

9. ENEC - Earned Navy Enlisted Classifications are not awarded for completion of CDTC

10.

or FTSW.
Save Button — Saves data displayed on the page for future verification.

NOTE: Someone holding a Pay/Personnel Supervisor Role within NSIPS verifies the
document. Career Counselors are not authorized to Verify Course Data
entries.
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Section Twenty—Force Management
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20. CONTRACT ADMINISTRATION - FORCE MANAGEMENT

This menu item is available only to Command Career Counselors and is part of NSIPS. This
guide only provides a brief familiarization of the panels, for specific use of this component refer
to NSIPS specific guides, or contact your personnel office for assistance.

= A The Inquire menu contains two options

Search:

©)

Career Information
& nagement
ctronic Service Record
Cantract Administration
= Force Managerment
[> Llse
= Inquire

— Member Information
= Warklist
[ Reporing Tools
[+ iy Frofile
— MSIFS Report Manager
— Change My Passwiard

Figure 20-1-Contract Admin — Inquire

Search:

®

reer Information
® Mhagement
tronic Service Record
Contract Administration
= Force Management
= llse

— Extensions
— Betirement
— Officer Resignation
— GRB Pre-Cedification
[ [nouire
[= Yarklist
[ Reporing Tools
[= hly Profile
— MEIFS Heport Manager
— Chande by Password

Figure 20-2-Contract Admin — Use

20-2

Contract Information, and Member
Information. The data contained on these
pages is a condensed version of
information that is also viewable in ESR.
The purpose of this menu item is to
provide key data needed to assist the
Command Career Counselor in
completing options listed in paragraph B.

The Use menu item contains a list of five
options, Career Options, Extensions,
Retirement, Officer Resignation, and SER
Pre-Certification. The Command Career
Counselor’s access is limited to three of
these five items. They are Career Options,
Retirement, and SRB Pre-Certification.
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20.1 Inquire — Contract Information

The Contract Information pages displayed below, will not be discussed further but provide an
opportunity to familiarize yourself with the type of information displayed on these pages.

20.1.1 Contract Data

Confract Dala | Coniract Datail

| s ¢ rankRate: [ coemosc: g
Comtract Type: ADR Contract Begin Date: 03222007 Contract End Date: /212010 Number 07
Enlistinents:
Soft Contract
EADS: 111 212008 SoftEADS: 11022007 End Date: DARI010  Days Lost Tinee:
Prrodpaan Enl hnvohuntany

Enlistment Type Codes 95  Comtract Terme: 8

For Code: YALS Extension Maontls:

RADO Months: 48

Pending Ext
Months Other:

’ Panding RADO Prending RADOD
RADO Days: 0 Konths Other: Months Schook 12
Pending Ext Chperative Tatal Of Exec
Months School: Extension Months: Extensions:

[ Conbiact Data |~ Contract Detail

|ﬂ_ Name: I Rank Rate Jl Ctrvent DSC: 100

Contract Contract Ext Ext RADO RADD
EfT Draate: Seq®: Stalus: Type:  BeginDate:  Termk  End Date: Sche Ot Scle Ot
Qrn1rzo0e o

RADOD Irrend Lot Ext D OFf RE.
Days:  LSL Mo Time:  Occurrence: SPIX Code: HLC Responsible s ADSWE

Figure 20-3-Contract Data
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20.2 Inquire — Member Information

The Member Information pages are displayed below and will not be discussed further but
provide an opportunity to get familiar with the type of information displayed on these pages.

20.2.1  Member Information — Personal Data

{ Personal Data 1 'y Pergonal Data 2 | Employment1 | Employmint 2 | Emalowment 3 Job1 Job 2
v o Empl Reds:
Birthelate: _ Couriry.  United States Matur alized [4:
Birthplwce: 17 Stle  Inods
Marital Saluis Dissohmd D9 Dissobed By

Statws:  Single Date: - I Prov. Mariad?

City: Parsonal Dath 1 | PersonalData 2 Y Employment 1 | Employment 2 | Employment 3 Job i Job 2

State;

Y T EplRed:
S Femals ‘Phg.'slcal btz
Ethiic O Np Assos Citizenship:  Birth EducYrslvt 12 HS
Race: [« Blaod Type: Religioa: Church of e Mazarens

I PayRecord Access?
Flighit 51 Indicaton: Basic Howsing All:
Flight Crew St Housing Code:

Figure 20-4—-Member Information — Personal Data
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20.2.2  Member Information — Employment
[ Personal Data 1 | Personal Data 2 | Employment1 | Employinent 2 | Employment3 | Job1 ) Job2
o I oo I EmplReds: 0
Acquisition Codbl 49 (Female) TAR Enlistrment Program (TEF)
Racouit idsions: HAVRES Initial Entry Di:
Sp Cat Det Coide: T Pay Enlry Base Date: 111 32002
Proficiency Code: Avtation Commission Date:
Retained in Service ik Aodation Srec Entry Date:
Enfitlement Date: Last Bvaluation Date: 071 2004
Division Code: ("Personl Oata 1 | Personal Oata 2 | Employment 1\ Employment2 | Empiomentd | Jobi | Job3
Cragratiment Code;
Ao v I oo EmpiRcds: 0
BranchClass: 37 LUSHR Ot Enl liwk: Enlizted
rakrae: [ Ramk Date:  OSME2004
Grade: |
W Ingigniae Strength Coales £yl S
Officer Type Coddes [T Officer Priet Enlisted I o 3°aar Enl il I P54 Eligibds
Rate Chg Mth Code:  Examination - NETPMSA
Prospectie Rate: Time in Fate Date: 050172004 Prospective Rate Date:
{“Personal Data1 | Fersonal Data 2 | Employmenii | Employment2 | Emplovment 3 4 Job1 ) Job3 g
i _ Hame: _ Empl Rcd=: 0
Disclumge Type Code; Estimated Loss Reasong
Livst Discharge Br Cls: 99 Mo prior milflary Senvice Estiinstad Loss Dutes
Last Discharge Type Code: 0 Mo Prior Projected Loss Date:

Last Discharge Date:

Projected Rotation Date: 1170152007

Figure 20-5-Member Information — Employment
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20.2.3 Member Information — Job

The Member Information pages are displayed below and will not be discussed further but
provide an opportunity to get familiar with the type of information displayed on these pages.

{ PersonalData1 | Personal Data 2 | Employment1 | Employment 2 Employment 3 Job 1 - Job2 -
o I o I EmplReds: 0
Stresph Code: 1 Full Strength Record Electronic Record Status Code:

Find | Wferar All
Actioa: AGH Acthviby Gain Effectipee [M: DES27I2003
Action Reasom  ACT Actviby Effectpen Seq 1]
Action Date:

Chlty 518 Cal2 100 Present for Active Dty

witio code: [N I Recesed From: _

LNC bl Doty Fed Trawvel Loc Code:
Original OE2TI003 Papmanet Duty WIC: _
Report Dt: { Fersonal Data 1) Personal Data 2 | Employmant1 ) Employmeni | Employment3 | Jdobd j Jebz |
Geo Daity Loc:
i I oo _ Empl Red=: )
Stength Cob 1 Full Strength Record Electrondc FRecor d Status Codde:

Corabit Munmdeen: Dl Tyger Cooahir:

UIC Reoat To: Billit UIC:

AD Tour Stant [ute:
Loss Dapart Date:
AT Tour End Dates

Est Arrpeal Duntez
AD Travel Start Date:

Proj Elapsed Time: AD Travel End Date:

Reanl Quality Ctrl Code:
Sapan ation Codi;
Sapai atien Reason

Figure 20-6—-Member Information — Job
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SRB Pre-Certification (Active Duty)

Use this page to submit an SRB Pre-Certification request to the Navy Personnel Command and

uses existing NSIPS data where applicable to pre-populate data fields on this page.

[ Selective Reenlistment Bonus {_Commanding Officer's Remarks |

q SSN: _ﬂ H.‘une:_ e R.:'uuvc.ﬂﬂ'le:m Current DSC: 4 g

prSUIC: [l © Bonus Type:

(7 ResetFmgraml

@ MEC: I m EAOQS on

Reanlistiment:

Ratingg: ﬂ Designator:
@' Huclear hop. Ext: I_@ Pay Graide

Discharge:

I @ PEED at Last
@ Other linaj. Ext: I_(B Last Dischaige Pate: | @ Adj. ADSD:

dﬁff—“““'f"“‘m F@ Reenlistimgnt n-m:\ I

TermMonths:

P extension Months: I_ En‘tensimlE:-cec D.‘utrrl | @
p i

@{ I Cancel Request l \
1

Reenlistment Bonus Type Description 30

154 Continuous Semvice

1HB Broken Service i

1EC Training Feenlistment

1EE Extension
\E%R_ TAR SRB

Figure 20-7-SRB Pre-Certification (Active Duty)
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20.3

o > w D E

© ®©® N o

10.
11.

SRB Pre-Certification (Active Duty)
SSN - Social Security Number. (Corporate data)

Name — Full Last Name,First Name Middle Name. (Corporate data)
Rate/Rank — Rate/Rank level currently being paid for. (Corporate data)
Current DSC - Current Duty Status Code. (Corporate data)

PPSUIC — The Pay & Personnel Support Unit Identification Code responsible for
maintaining the member's pay and personnel records.

Bonus Type — Select the type of bonus for the pre-certification submission.
Reset Program — Clears data entered on the page.

Rating — Enter the member's rating.

Designator — Enter the member's enlisted designator if applicable.

NEC — Enter the member's Navy Enlisted Classification code.

EAOS on Reenlistment — Enter what the member's Expiration of Active Obligated
Service will be on the date they are planning to reenlist.
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SRB Pre-Certification (Active Duty)

olssu: e v € RankRate: JJ€ Current DSC: 10
) I "

9 prsUuc: Il © Bonus Iy].le:[ (7] RESETFWWHMI
q Ratinge @ Desionator: @ MNEC: I (11) EAOS on

Reenlistinent:

@ | nuctear mop. Ext: I_@ Pay Grade | @ PEBD at Last |
Discharge:

B | other mop. Ext: |_$ Last Discharge bate: [ ® nadg.aoso: |
Reenlistment r_@ Reenlistindit Date: I

TermMonths:

®| extensionmontns: [ EHEIISMJEHEL‘DMF}\ | (21]
B i

B| T cancel Request

Reenlistment Bonus Type Description 30

1548 Continuous Semice
1BB Broken Service :
1EC Training Reenlistrment
1EE Extension :
1ER TAR 5RH

f

Figure 20-8-SRB Pre-Certification (Active Duty)
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20.3.1
12.

13.

14.
15.

16.

17.
18.
19.
20.

21.
22.

SRB Pre-Certification (Active Duty)

Nuclear Inop Ext — Enter the total number of nuclear field extension months that have
not become operative.

Other Inop. Ext — Excluding nuclear field inoperative extension months, enter the total
number months of any other extensions that have not become operative.

Pay Grade — Select the member's paygrade (in EOX format).

Last Discharge Date — When selecting a Broken Service bonus, enter the member’s last
discharge date from active duty.

PEBD at Last Discharge — Pay Entry Base Date at the time the member was last
discharged.

ADj. ADSD - Adjusted Active Duty Start Date.
Reenlistment — Enter the number of months intending to reenlistment for.
Reenlistment Date — Enter the planned reenlistment date.

Extension Months — Enter the total number of months of extensions that the member is
currently serving on.

Extension Exec Date — Enter the date the extension began.
Cancel Request — Cancels a previously submitted request.
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[ Selective Reenlistment Bonus ' Commanding Officer’s Remarks

SSN:_ name: GG HanH-Rﬂte:- Current DSC: g

PPSUIC: _ Bonus Type:
Commanding Officer Remarks:

Figure 20-9-SRB Pre-Certification (Active Duty)
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20.3.2 SRB Pre-Certification (Active Duty)

SSN - Social Security Number. (Corporate data)

Name — Full Last Name,First Name Middle Name. (Corporate data)
Rate/Rank — Rate/Rank level currently being paid for. (Corporate data)
Current DSC - Current Duty Status Code. (Corporate data)

PPSUIC - The Pay & Personnel Support Unit Identification Code responsible for maintaining
the member's pay and personnel records.

Bonus Type — The type of bonus for the pre-certification submission.

Commanding Officer Remarks — Enter any required/additional Commanding Officer
comments in this field.
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Career Options — STAR

[ Career Options \_Discipline and Conversion ) Evaluation Marks ) Commanding Officer's Remarks |

SSH:o_ Hmne:* Rmicﬂ.:e:& Current DSC: g
6
PPSUIC: Program Code: ¢ Enlisted Conversion

™ obligated Service Reenlistiment Term: I_a' ﬂ Reset F‘rngmml

I Good Conduct Eligibility PCS Order Number: | [10))
¥ Passed ut not Advanced PRT Code: @I_ Q
¥ Recomimend Advancement

I Active Matiner or 2-Y0

STAR Program: r @ Course Number: I_
d I cancel Request Cancel Reason [_®

\Desires to attend HM or DT |
INi{No
¥ fYes
S— —

Figure 20-10-Career Options - STAR
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20.4  Career Options — STAR
SSN - Social Security Number. (Corporate data)

Name — Full Last Name,First Name Middle Name. (Corporate data)
Rate/Rank — Rate/Rank level currently being paid for. (Corporate data)
Current DSC - Current Duty Status Code. (Corporate data)

PPSUIC — The Pay & Personnel Support Unit Identification Code responsible for
maintaining the member's pay and personnel records.

o w D e

6. Program Code — Program Code for the submitted option (Enlisted Conversion Only).

7. Eligibility — Various eligibilities become available based upon the Program Code
selected.

8. Reenlistment Term — Number of months willing to reenlist for.
9. Reset Program — Clears data entered on the page.
10. PCS Order Number — Permanent Change of Orders Number.

11. PRT Code - Physical Readiness Test code, selected from a lookup provided when the
code is required.

12. STAR Program Code — Enter the appropriate code from the lookup for the STAR
Program.

13. Cancel Request — Cancels the previously submitted request.

14. Cancel Reason — Reason for cancellation, selected from a lookup provided when the
code is required.
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Career Options — Discipline & Conversion

| Career Options | Discipline and Conversion ' Evaluation Marks | Commanding Officer's Remarks |

SSN: L Hmne:h Rm'li-ﬂ..!e:a Cunrent DSC: 13-
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MisconductfN QU History | | |
Substance
N a -
Ahbsss Mo History I I I
¥ Comversion T USHto TAR ™ TARto USN

Fit st Prioity: [
comnd Priority: |_ Q
Third Priority: [

Figure 20-11-Career Options — Discipline & Conversion
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20.4.1

o w D e

© ® N o

10.

Career Options — Discipline & Conversion
SSN - Social Security Number. (Corporate data)
Name — Full Last Name,First Name Middle Name. (Corporate data)
Rate/Rank — Current Rate/Rank level being paid for. (Corporate data)
Current DSC - Current Duty Status Code. (Corporate data)

PPSUIC — The Pay & Personnel Support Unit Identification Code responsible for
maintaining the member's pay and personnel records.

Program Code — The type of Retirement, loaded from the previous tab.
Misconduct — Enter any misconduct information on this line.
Substance Abuse — Enter any Substance Abuse history on this line.
Conversion — This box must be checked.

Rate Conversion Selection — Select three ratings the member is requesting conversion
to. These fields become available for completion when the Conversion box is checked.
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[ Career Options |/ Discipline and Conversion | EvaluationMarks | Commanding Officer's Remarks |
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PPSUIC: L Program Code: ¢ Enlisted Conversion

N — O 00 s
@ [ wu[] 1 13| |
s[]  s[] s 6[] 7[]
w[] w[] ][] »s[]
s[1 4[] s[] s[] 7[]
w[] u[] ][] B[]

e[ 1 7[]

—_

Fud

L0 1) G
L0 O] L0

(=]

1 0

S

i)

Figure 20-12—Career Options — Evaluation Marks

/ Career Options | Discipline and Conversion '/ Evaluation Marks j Comwmanding Officer’s Remarks L

IID' & Name: h Rank Rate: a Current DSC: 100
PPSUIC: h Program Code: c Enhs]ed Corversion

Commmanding Officer Remarks:

N o

Figure 20-13-Career Options — Commanding Officer’s Remarks
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20.4.2  Career Options — Evaluation Marks & Commanding Officer's Remarks STAR
SSN - Social Security Number. (Corporate data)

Name — Full Last Name,First Name Middle Name. (Corporate data)

Rate/Rank — Current Rate/Rank level being paid for. (Corporate data)

Current DSC - Current Duty Status Code. (Corporate data)

PPSUIC — The Pay & Personnel Support Unit Identification Code responsible for
maintaining the member's pay and personnel records.

o w D e

6. Program Code — The type of Retirement, loaded from the previous tab.
7. Evaluations — Enter Evaluation dates and marks for the last three evaluations.

8. Commanding Officer Remarks — Enter any required/additional Commanding Officer
comments in this field.
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20.5 Retirement

|/ Retirememt Y Discipline and Conversion | Evaluation Marks ) Commanding Officer's Remarks |

|ID= h Name: h RankRate: [l  Current DSC: 100
PPSUIC: L Program Code: | . @ TAR |m|i.:mm;~F
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Program Code Description 30 5

Enlist 15 yr early retirement
Transferto Fleet Reserve
30 vear retirement

Figure 20-14—Career Options — Retirement
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20.5.1

o > w D E

Retirement
SSN - Social Security Number. (Corporate data)
Name — Full Last Name,First Name Middle Name. (Corporate data)
Rate/Rank — Current Rate/Rank level being paid for. (Corporate data)
Current DSC - Current Duty Status Code. (Corporate data)

PPSUIC — The Pay & Personnel Support Unit Identification Code responsible for
maintaining the member's pay and personnel records.

6. Program Code — The type of Retirement or Fleet Reserve request.

7. TAR Indicator — Training and Administration of Reserves Indicator. (Corporate data)

10.

11.
12.
13.

14.
15.

Eligibility — Various eligibilities become available based upon the Program Code
selected.

Reset Program — Clears data entered on the page.

PDTY Days Requested — Number of Permissive Temporary Duty days requested by the
member.

Leave Days Requested — Number of Leave days requested by the member.
Retirement Date — Actual retirement/fleet reserve date requested.

PRT Code — Physical Readiness Test code, selected from a lookup provided when the
code is required.

Cancel Request — Cancels the previously submitted request.

Cancel Reason — Reason for cancellation, selected from a lookup provided when the
code is required.
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Retirement — Discipline and Conversion Tab

[ Refirernent_f Discipline and Corrversion Y Evaluation Marks | Commanding Officer's Remarks |

SS5N: L Name: h Ralmﬂte:a Current DSC: g
PPSUIC: L Program Code: é
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Figure 20-15-Retirement — Discipline and Conversion Tab
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20.5.2

o w D e

© ®©® N o

10.

Retirement — Discipline and Conversion Tab
SSN - Social Security Number. (Corporate data)
Name — Full Last Name,First Name Middle Name. (Corporate data)
Rate/Rank — Current Rate/Rank level being paid for. (Corporate data)
Current DSC - Current Duty Status Code. (Corporate data)

PPSUIC — The Pay & Personnel Support Unit Identification Code responsible for
maintaining the member's pay and personnel records.

Program Code — The type of Retirement or Fleet Reserve, loaded from the previous tab.
Misconduct — Enter any misconduct information on this line.

Substance Abuse — Enter any Substance Abuse history on this line.

Conversion — This block is automatically checked for retirement requests.

Rate Conversion Selection — These fields are not used for this type of request.
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Retirement — Evaluation Marks Tab

/ Retirement | Discipline and Conversion j Evaluation Marks Y Commanding Officer's Remarks
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Figure 20-16—Retirement — Evaluation Marks Tab
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Figure 20-17-Retirement — Commanding Officer’s Remarks Tab
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20.5.3  Retirement — Evaluation Marks & Commanding Officer's Remarks Tab
SSN - Social Security Number. (Corporate data)

Name — Full Last Name,First Name Middle Name. (Corporate data)
Rate/Rank — Current Rate/Rank level being paid for. (Corporate data)
Current DSC - Current Duty Status Code. (Corporate data)

PPSUIC — The Pay & Personnel Support Unit Identification Code responsible for
maintaining the member's pay and personnel records.

o > w D E

6. Program Code — The type of Retirement, loaded from the previous tab.
7. Evaluations — Enter Evaluation dates and marks for the last three evaluations.

8. Commanding Officer Remarks — Enter any required/additional Commanding Officer
comments in this field.
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ACRONYMS AND ABBREVIATIONS

3M Maintenance Material Management

5VM Five Vector Model

ADSD Active Duty Start Date

AIMS Activities Integrating Mathematics & Science
ASVAB Armed Services Vocational Aptitude Battery
BMR Basic Military Requirements

CARIT Career Information Training

CcC Career Counselor

CCC Command Career Counselor

CDB Career Development Board

CDTC Career Development Training Course

CIMS Career Information Management System
CIPM99 Career Information Management System 1999
CMC Command Master Chief

COTS Commercial Off-the Shelf

CREO Career Reenlistment Objective

CSC Command Sponsor Coordinator

CWO Chief Warrant Officer

DC Damage Control

DDCC Department/Division Career Counselor
DEPT Department

DEPTID Department Identification or Unit Identification Code
DIEMS Date of Initial Entry Military Service

DIERF Date of Initial Entry Reserve Forces

DIV Division

DSC Duty Status Code

EAOS Expiration Active Obligated Service

ECMO Enlisted Career Management Objective
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ACRONYMS AND ABBREVIATIONS

EOS Expiration Obligated Service

ESR Enlisted Service Record

EXT Extension

FAM Functional Area Manager

FLT Fleet Reserve

FTSW First Term Success Workshop

ICDP Individual Career Development Plan
ITP Individual Transition Plan

LDO Limited Duty Officer

MGIB Montgomery Gl Bill

MILREQ Military Requirements

NETPDTC #I:Zﬁésg;;agggtgpd Training Professional Development and
NKO Navy Knowledge Online

NOSC Navy Operational Support Center
NSIPS Navy Standard Integrated Personnel System
PCS Permanent Change of Station

PDTY Permanent Temporary Duty

PEBD Pay Entry Base Date

PFA Physical Fitness Assessment

PG Prospective Gain

PNA Passed Not Advanced

PQS Personnel Qualification System
PRD Projected Rotation Date

PRT Physical Readiness Test

PTS Perform To Serve

QUAL Qualification

REN Reenlistment
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ACRONYMS AND ABBREVIATIONS

RET Retirement

RTM Rate Training Manual

SAAR System Access Authorization Request (NSIPS usage)
SEA Senior Enlisted Advisor

SEAQS Secondary Expiration Active Obligated Service
SEP Separation

SRB Selective Reenlistment bonus

SSN Social Security Number

TAP Transition Assistance Program

TRF Transfer

TSP Thrift Savings Plan
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