Records Management Policy Branch e-Submission FAQ Section

1. What is my responsibility as a Leader?
2. What is my responsibility as a Personnel Officer?
3. What do you need me to do as a Personnel Officer?
4. Is the e-Submission application only to be used for the EFSR closeout?
5. Who needs access to the e-Submission application?
6. How do I obtain access to the e-Submission application?
7. What service record documents are included in the EFSR closeout?
8. What service record documents are NOT included in the EFSR closeout?
9. Once I have the documents scanned into a file, where do I send the EFSR closeout documents to?
10. What record documents can be submitted through the e-Submission application?
11. What are the scan requirements for e-Sub?
12. If I have a three page record document, do I submit these images individually or as one file?
13. What is the difference between “Upload” and “Submit”?
14. When using the e-Submission application, what do I do if the form number and or form name is not listed in the drop down boxes?
15. I am attempting to upload a document from my desktop and the application will not allow me to select this document.
16. After uploading a document, I used the rotation tool to correct an upside-down image. Will the document be submitted with this correction?
17. When using the e-Submission application, what if the name that populates the form does not match the name on the document I am scanning?
18. When using the e-Submission application, what do I do when I receive a ‘rejected’ notification for documents I scanned?
19. How do I remove a Rejected Item after it has been fixed and resubmitted and accepted?
20. A document was rejected but the Reject Reason field in the e-Sub Document Status window is blank. How do I find out why the document was rejected?
21. What is the e-Sub Status Window used for?
22. I am getting an “Invalid DPI” error message, what does this mean?
23. Who do I contact at NPC for any questions not addressed in this FAQ?
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	What is my responsibility as a Leader?

	
	Prior to closing out the EFSR, leaders need to ensure Sailors have established their ESR Self-Service Accounts and understand how and where to view their various records (ESR; OMPF; PSR).


The EFSR Sailor Communication document can be used as a reinforcement tool.
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	What is my responsibility as a Personnel Officer?

	
	The EFSR Closeout Project does not eliminate requirements for the servicing personnel offices (PERSOFF) and the commands to continue to prepare and forward service record events and documents that were previously filed in the FSR to update the OMPF and/or correct personnel corporate databases.

Once the command has e-Submission capability that that becomes their means of sending officer and enlisted documents to be filed directly to their OMPF record.

See e-Submission for "e-Submission Forms List" and scanning requirements.
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	What do you need me to do as a Personnel Officer?

	
	Commands must establish admin roles in NSIPS for designated staff to add, setup, and verify command specific ESR transactions.  These roles are established by completing the NSIPS/ESR System Access Authorization Request (SAAR) online at https://nsips.nmci.navy.mil.
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	Is the e-Submission application only to be used for the EFSR closeout?

	
	The e-Submission (eSub) application will initially be used to support the EFSR closeout; however, eSub will continue to be used to submit all officers/enlisted future record documents that are listed in the "e-Submission Forms List” upon execution of the form.
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	Who needs access to the e-Submission application?

	
	All personnel, at record holder activities, who the CO or OIC deem necessary for the completion of their portion of the EFSR Closeout Project and for future e-Submission of document maintained with the Electronic Service Record (ESR).
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	How do I obtain access to the e-Submission application?

	
	See the EFSR Closeout Guide (section 3.1) on access to BUPERS Online and e-Submission process.
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	What service record documents are included in the EFSR closeout?

	
	The documents listed in the EFSR Disposition Plan (Section 1) will be scanned and electronically submitted to NPC via the e-Submission application, then given to the service member.
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	What service record documents are NOT included in the EFSR closeout?

	
	The documents listed in the EFSR Disposition Plan (Section 2 and 3) will either be destroyed or given to the command.
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	Once I have the documents scanned into a file, where do I send the EFSR closeout documents to?

	
	All scanned documents completed will be maintained until confirmation received that those images were “Accepted” into member’s OMPF and validated through either OMPF – Command View or OMPF - My Record application.  Once this has been accomplished those documents will be given to the member.
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	What record documents can be submitted through the e-Submission application?

	
	The Appendix A in the EFSR Closeout Guide is superseded by the "e-Submission Forms List” this provides an up-to-date listing of record documents that can be electronically submitted directly to the OMPF record.

If the document(s) needs to be submitted to another office/agency for processing then the document can not be e-Submitted (example:  Evaluation Reports, and Fitness Reports – you can not eSub these documents because they must be sent to PERS-32 first).
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	What are the scan requirements for e-Sub?

	
	See “Scan Requirements” under Electronic Submission and also the Scan EFSR Documents chapter in the EFSR Closeout Guide for information about document scanning.
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	If I have a three page record document, do I submit these images individually or as one file?

	
	Multi-page record documents, such as a DD Form 4, will need to be submitted as one multi-image file. If the scanned document was separated into separate image files, you can either re-scan as a multi-page TIFF (MTIFF), or group the separate scanned images into one file using the Microsoft Image Document Image utility.
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	What is the difference between “Upload” and “Submit”?

	
	You should be familiar with the following terms when using the e-Sub application.

1. Upload:  To select the scanned file(s) from your desktop while in the e-Sub application

2. Index:   To add the associated metadata (file title, file number and document date) to the uploaded file image prior to submission

3. Submit: After upload and index, to send the indexed image files to CNPC for validation and OMPF ingestion

4. Pending: The indexed files were successfully submitted to CNPC and are pending validation and OMPF submission

5. Research: File was sent to Research for further review. Status will be updated once record file is Rejected or Accepted

6. Rejected: File was rejected. See “Reject Reason” and/or “Comment” field(s) in the e-Sub status window

7. Accepted: File passed validation and was accepted into the Sailor’s OMPF

Note:  Accepted and Pending statements will be viewable in the e-Sub status window for 90 days and then will fall off.  Rejected statements will remain on the e-Sub status window permanently.
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	When using the e-Submission application, what do I do if the form number and or form name is not listed in the drop down boxes?

	
	Chances are the form is currently NOT an allowed document for e-Submission.  Review our e-Submission Forms List or contact PERS-313, for clarification.  If document is currently not allowed, please mail to PERS-313.
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	I am attempting to upload a document from my desktop and the application will not allow me to select this document.

	
	The application will prevent the uploading of documents that are larger than 1 MB, does not have the resolution of 300 DPI, and/or is not black and white. If a file document is larger than 1 MB, it normally indicates the document was scanned as a color and/or picture image file.
The record document must be rescanned as a text file in black/white following the scanning requirements.

See “Scan Requirements” under Electronic Submission and also the Scan EFSR Documents chapter in the EFSR Closeout Guide for information about document scanning.
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	After uploading a document, I used the rotation tool to correct an upside-down image. Will the document be submitted with this correction?

	
	No, the navigational tools are a view-only feature to assist you when indexing documents. Corrections cannot be made using this feature, so check scanned documents for orientation problems before uploading.
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	When using the e-Submission application, what if the name that populates the form does not match the name on the document I am scanning?

	
	If there is name/SSN mis-match at time of submission, the system should recognize current and last previous name on file.  If there appears to be another name, please contact PERS-313 via email; provide a PDF file of the document in question.

If the PDF file contains personal information (PII), encrypt the email before sending.
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	When using the e-Submission application, what do I do when I receive a ‘rejected’ notification for documents I scanned?

	
	Review any comments provided with the “rejected” notice; make the necessary changes and remit.  If changes can not be made at the submitters end contact PERS-313, for further guidance.

Common rejection errors are provided in the Enlisted Field Service Record (EFSR) Closeout Guide Appendix.
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	How do I remove a Rejected Item after it has been fixed, resubmitted and accepted?

	
	After you have corrected a reject and the correction has been accepted there is no further action.


The Reject statement will remain indefinitely on the eSubmission Status Screen and in the member’s “OMPF – My Record” record under BOL Application Menu.


When members question “Reject” statements they see under the “e-Submission Documents” tab in their OMPF-My Record, they are directed to contact the command that submitted the document for status.
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	A document was rejected but the Reject Reason field in the e-Sub Document Status window is blank. How do I find out why the document was rejected?

	
	If the document was rejected and the reason was not available in the application, the Comments block should provide you feedback. Ensure your window is maximized and move your bottom scroll bar to the right to see all fields in the e-Sub Document Status window.
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	What is the e-Sub Status Window used for?

	
	The e-Sub status window is information on files that were submitted via eSubmission by a command.
The purpose of the e-Sub status window is to:

· Provide feedback to the command about files they submitted; Document Status (Accepted/Pending); and to Correct any Rejected Documents (if required).

· Should be used to reconcile with the command’s own internal controls/reports.
· Inform the member of what documents were submitted on them (Note: when a member contacts NPC regarding eSubmission documents they are directed to contact the command that submitted the documents).

Accepted and Pending statements will be viewable for 90 days and then will fall off.  Rejected statements will remain permanently.

We do not retain the files sent via the eSubmission application; the file(s) is either:

· “Accepted” instantly filed to the record, or

·  “Rejected” destroyed, information fed back to the command in the Status window.
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	I am getting an “Invalid DPI” error message, what does this mean?

	
	The “Invalid DPI” error indicates the file you are trying to upload does not meet scanning requirements, see the EFSR Closeout Guide (section 2) for proper scan setting requirements and our webpage on e-Submission. See also FAQ 11 and 15 in this FAQ section.
Tip:  Right click on the file image that you are getting the error on, select “Properties”, select the “Summary” tab and review the Horizontal and Vertical Resolution settings; the DPI must be 300 for each one.
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	Who do I contact at NPC for any questions not addressed in this FAQ?

	
	You may contact the BOL Help Desk at:  https://www.bol.navy.mil/

For help call 1-800-951-NAVY (1-800-951-6289)
Help Desk Hours of Operation: Monday - Friday, 0600 - 1700 Central

For Assistance or comments please send an email to NPC_IT_Service_Desk@navy.mil
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