
NRMS Version XI 

Familiarization jumpstart guide for 

initial set-up and running career 

counselor reports 



Same link new will direct 

you to the new webpage.   



You can use the same 

password and user ID. 



This is the initial home page after log in.  On 

this page you can set your preferences 

before you get started.  This is a one time 

action and can be changed by the user. 

Preferences /  Log Out /  Help 

This area is also known as the “workspace” 

as outlined by the red square. 

File structure looks just like 

windows explorer 



Hide the navigation panel.  Used to 

collapse the panel and expand the 

active workspace.  This will give 

you a larger viewing area to work 

with. 

Home button brings you back to 

this page 

Toggle navigation panel enables 

you to open and close the folders. 

To set your preferences click here.  

The next slides will display the 

preferences. 



"My initial view is" area, select the option 

that you want to set as your initial view. For 

example, if you choose Favorites, then the 

Favorites folder is automatically displayed 

on the Workspace panel the next time you 

log on. 

In the "My default navigation view is" area, 

select Folder or Category. The option that 

you choose determines whether the 

Navigation panel displays the objects in 

InfoView by the folders in which they are 

located or the categories to which they are 

assigned. 

Preferences  

You will need to 

scroll down to 

see each of these 

preferences.  You 

will know you 

have reached the 

end when you 

see the “ok” 

“cancel” “apply” 

buttons on the 

lower right of the 

workspace. 



In the "On my desktop" area, specify 

the maximum number of objects (file 

names) that you want to see displayed 

per page in the Workspace panel.  

Preferences  

"For each document, show me" area, select the summary information 

that you want to see in the Workspace panel for the objects that you 

view.  Objects are the “file names” that are associated with the Career 

Counselor Reports i.e. “RET-ATT report less prompts”.  The default 

“check all”.  

If you are a heavy NRMS Cube user this will allow you to “hide” the 

description of your saved queries which in turn will allow you to show 

more documents on a page.  



In the "View my documents" area, select how 

you want to view your documents.  For now 

leave this as the default. These functions 

work with both standard Command Career 

Counselor Reports and with NRMS Cubes. 

Preferences  

In the "When I close my browser window" 

area, choose whether or not you want 

InfoView to log you off automatically when 

you close the web browser.  

 No Change Required. 

Be sure to “apply” your preferences.   



Preferences  

In the "Select a view format" area, ensure 

that Interactive is selected.   This feature is 

only used for the standard Command Career 

Counselor Reports. 

Select the next section 

Be sure to  scroll down and “save” your 

preferences.  This is the last thing you need 

to do in “preferences”.  You will be sent your 

back to home page.  You are now ready to 

run your reports. 



Navigation is more like outlook (click 

the folders on the left to get to either 

CCC reports or Cubes.  Choose 

Command Career Counselor 

Reports. 

Command Career Counselor Reports 



Command Career Counselor Reports 

Scroll down the page until you see the 

numbers.  This shows that you have 

multiple pages of reports available.   

This takes you the other page of 

reports (i.e. UIC tree, etc). 



Command Career Counselor Reports 

Click on the title RET_ATT 

Report to run the report.  The 

report will be displayed on the 

next slide. 



Command Career Counselor Reports 

Default report is All Navy (00000).   
Enter UIC Here 

 

Enter begin and end date here 

UIC Type  Once you have entered your dates 

select the “run” button.  



When the report comes up you will 

need to click here and select “user 

prompt input”.  This is a one time 

selection that should default to 

“user prompt input” the next time 

you select a report. 

Command Career Counselor Reports 



Your report will come up in a html 

page.  To see the second page 

click the arrow.   The following 

slides will explain how to save, 

change the view and print the 

report.  

Command Career Counselor Reports 



Command Career Counselor Reports 

You can “save as” Excel or PDF 



You can “view as PDF”. 

Command Career Counselor Reports 

Once you select the PDF format you 

will be prompted to open or save 

the file.  This is the preferred 

method to print your report. 



Command Career Counselor Reports 

If you want to see just the report on 

the page then click these buttons to 

minimize the windows. 

This view is in PDF. 



Command Career Counselor Reports 

This view is in PDF with all the 

windows minimized. 

To run another report click here to 

go back to the “user prompt”. 



Go back to the folders and select the 

RET/ATT by Zone (one with full 

prompts)…take note of a few 

things… 

1) Run Query is ‘grayed out’…not all 

of the prompts were selected, so it 

wont let you run it.   

2) The Prompts that are completed 

have the green checkmark (helping 

ID where action is needed) 

Command Career Counselor Reports 

Enter UIC here to run the 

query. 



Command Career Counselor Reports 

This is the RET-ATT report with 

prompts.  The window on the left is 

static and shows what data filters are 

available.  You can scroll through the 

listing.  To choose your filters you will 

have to click on the “refresh data” 

button.  The next slide will show your 

“prompts panel”. 

Static data filter display 



Command Career Counselor Reports 

This is where you apply your 

filters.  Green checkmarks indicate 

that the request is valid. 

Click here to see a list of values that 

will be displayed here.  Once you 

select the value and then run the 

query it will be displayed in the left 

panel.  Your report will be displayed 

as before.  Then you can save, 

export, or print your report (refer to 

slides 15-17). 



NRMS XI Additional Information 

• Password reset contact the NSIPS helpdesk Toll 

Free: 877-589-5991, Comm: 504-697-5442, 

DSN: 647-5442, Fax: Comm: 504-697-

3007/0342, DSN: 647-3007/0342, e-mail: 

nsipshelpdesk@navy.mil  

• For NRMS reports and assistance contact 

NCC(SW/FMF) James Stuart at the Center for 

Career Development: 

– 901-874-2223 DSN 882 

– james.stuart1@navy.mil 

mailto:nsipshelpdesk@navy.mil?subject=NRMS%20Password%20Reset
mailto:james.stuart1@navy.mil?subject=NRMS%20Issues

