How To Submit an e-Leave Request
Created July 2011
1. Set up an ESR (electronic service record) if you do not already have one
2. Go to NSIPS -  https://nsips.nmci.navy.mil/
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1. Click on the “ESR Self-Service (New Users) link
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To access this web site you must first be authenticated as an authorized user. Your information will be transmitted in a
secure manner.

NOTE: The Privacy Act, 5 U.S.C. 552a and DoD Web Site Adminishation Policies and Procedures
Dated November 25, 1998, requires that federal agencies inform individuals, at the fime
information is solicited from them, whether the disclosure is mandatory or voluntary, by what
authority such information is solicited, and what uses will be made of the information. You are
hereby advised that authorily for soliciling your Name, Social Security Account Number (SSAN),
and Date of Birth (DOB) is 5 U.S.C. 301, Deparimental Regulations; 10 U.S.C. Chapters 53, 54, 55,
58, and 75; 10 U.S.C. 136; 31 US.C. 3512(c); 50 U.S.C. Chapter 23 (Intemal Security); DoD
Directive 1341.1, Defense Enrollment/Eligibility Reporiing System; DoD Inshucfion 1341.2, DEERS
Procedures; and E.O. 9397 (SSN). The disclosure of this information is voluntary. However, its
use is required in cerlifying your ideniity and providing access fo Self-Service Application.
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1. Follow the directions to set up your ESR
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1. Click “Logon”

2. Choose CAC certificate, NOT the email one
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SECURITY DISCLAIMER

You are accessing a U.S. Government (USG) information system (IS) that is provided for
USG-authorized use only. By using this 1S, you consent to the following conditions: The USG
routinely monitors communications occurring on this 1S, and any device attached to this IS,
for purposes including, but not limited to, penetration testing, COMSEC monitoring, network
defense, quality control, and employee misconduct, law enforcement, and
counterintelligence investigations. At any time, the USG may inspect and/or seize data
stored on this IS and any device attached to this IS. Communications occurring on or data
stored on this IS, or any device attached to this IS, are not private. They are subject to
routine monitoring and search. Any communications occurring on or data stored on this IS,
or any device attached to this IS, may be disclosed or used for any USG-authorized

purpose. Security protections may be utiized on this IS to protect certain interests that are
important to the USG. For example, passwords, access cards, encryption or biometric access
controls provide security for the benefit of the USG. These protections are not provided for
your benefit or privacy and maybe modified or eliminated at the USG's discretion.

"The Data contained Herein is protected by the Privacy Act of 1974. All measures
required to protect this information should be taken

O I have read and consent to the terms in the Security
Disclaimer above
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1. Select the UserID shown

2. Check the box next to agree to the terms
3. Click “Logon”
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1. At the bottom of the Home screen, click on e-Leave
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1. Click on e-Leave Request to submit a new leave request (click on e-Leave Inquiry to check on the status of a previously submitted leave request)
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1. Fill in the form then click “Submit e-Leave Request”

 Check back periodically to see who has signed off on your leave.

