
If you do not already have an ESR Self Service account, navigate to 
https://nsips.nmci.navy.mil and select the “Existing Users (Self Service)” link 
(outlined above). NOTE: If you are not on an NMCI workstation, you will need to 
have a PKI identity certificate loaded into your web browser in order to access this 
web page. 

https://nsips.nmci.navy.mil/


Enter your SSN, Name, Email, and Phone information (use the “Tab” key to 
navigate from one field to the next). You can enter your own Operator ID or click on 
the lightening bolt to have one generated for you. Enter your password and confirm 
it. Click “Validate and Create Self Service Account”.



Operator Id and Password Restrictions 
• Operator ID can be generated automatically by clicking on the lightning bolt icon 
next to the Operator ID field. 
• If you create your own Operator ID, it is case sensitive and must be a minimum of 
8 characters long, not exceeding 25 characters.
• Operator ID can contain either alpha-numeric or special characters. 

•Password must be a minimum of 8 characters long and must contain at least 2 
numbers, 1 upper-case alpha, and 1 lower-case alpha.



You will be given a message that your account has been successfully created. If 
you experience any problems with obtaining your account, please call the NSIPS 
Customer Support Center at: 1-877-589-5991

Once you have successfully established your account, you may update your 
Civilian Employer information as instructed in the following slides. (you can on the 
“ERM Main” link from the page displaying the message that your account has been 
successfully created to access the login screen)



Navigate to https://nsips.nmci.navy.mil and select the “NSIPS & ESR Access” link 
(outlined above). NOTE: If you are not on an NMCI workstation, you will need to 
have a PKI identity certificate loaded into your web browser in order to access this 
web page. 

https://nsips.nmci.navy.mil/


Using the Self Service Operator ID and password that you created previously, 
login to the Enterprise Records Management System (ERMS).



Navigate the menu links in the top left hand corner as follows:

2. “Electronic Service 
Record”.

3. “Tasks”.1. “Employee Self 
Service”.

4. “Civilian Employer”.



This page will display for data entry.  Please note that the data displayed 
should be your current employer information. Update this information with 
the Standard Occupational Classification, Job Title (if needed or different 
from the SOC classification), Start Date, Employee Status, and indicate if this 
is your Primary Employer.



Your information should look similar to the example above. To enter additional 
employer information, click on the “+” in the top right portion of the panel. This 
will open a duplicate panel from which you can enter additional information. 



 

To make it easier for you to make changes click on “View All.” This will 
display the data as shown above.  Once you have made all your changes hit the 
“Save” button in the bottom left hand portion of the screen, and exit out of the 
ERMS.



If you change jobs, you should log back into ERMS and navigate to the Civilian 
Employer link. Once here, update your previous employer’s information and 
then enter your new employment information into the panel by once again 
clicking on the “+” symbol in the top right portion of the screen. 


