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MyNavy Portal Quick Tour

Welcome to the MyNavy Portal (MNP) Quick Tour! This Quick Tour provides the most current overview
of MNP capabilities. New capabilities have been added to MNP to give Sailors more self-service
functions, along with the ability to connect with customer service representatives at MyNavy Career
Center (MNCC) for help in resolving career-related information.

With this release, users have access to the following new functionality:

= elLeave is now available using MNP to manage Ordinary Leave actions by CONUS-based Sailors, suchas:

= Submit a request that is routed to chain of command forapproval
» Request a leave extension

» Check out and checkin

» Cancel requests

» Look up leave balance

Other types of leave requests, including those by OCONUS-based Sailors, should be made using Navy Standard
Integrated Personnel System (NSIPS).

«  MyPCS Checklist facilitates a tailored experience for Sailors that meets their specific needs when
preparing for a Permanent Change of Station (PCS). By answering a comprehensive set of questions,
Sailors identify ways in which their unique situations may impact upcoming moves. Based on the
detachment date selected, the checklist outlines necessary activities, due dates, and includes tips and
sources for support. The completed checklist is a helpful reference that Sailors may download as a PDF or email a
copy to themselves and loved ones.

To access MyNavy Portal, please visit: my.navy.mil
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eLeave Dashboard

To access elLeave, use the Main Menu to navigate to (1) Career & Life Events; select (2) Assignment, Leave, Travel; and from the left menu
choose (3) eLeave. From the dashboard, users may complete several tasks: Submit Ordinary eLeave Request, Make Ordinary eLeave Inquiry
and lookup Current Chain of Command to determine reviewers and approvers.

My Assignment, Leave, Travel My Record v Career & Life Fvents » Professional Resources » Help & Info » Feedback Quick Links Bucky Ackerley » L)
) (| —
Saocrh Assignment, Leave, Travel ~ eleave
Submit Ordinary elLeave Request Make Ordinary eLeave Inquiry et .
Overview 42a
SWAPS ) i
Sailors can submit "Ordinary” leave requests here Sailors can make inquires to update their eLeave status Help Desk
} Checkliat through the MNP elLeave Tool. For other types of leave, including the ability to Check-In, Check-Out, Request
Sailors must make their request through NSIPS Extentions and Cancel their eLeave
nnaire Manager
Event Timeline Manaoes
CONTINUE CONTINUE

eleave

HESOUICES & LINKS

Current Chain of Command

Glossary

Gle y Manager Sallors can use this card to view their current Chain of

3 Command
Acronym Finder

Chain of Command

riym Finder Ma

CONTINUE

/

Click CONTINUE in the Current Chain
of Command box for a list of
reviewers and approvers.
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eLeave: Submit Ordinary Leave Request

To initiate a request, ensure estimated leave balance covers amount of time being requested. Select Start Date and Start Time, using thepop-up
calendar and clock, indicate if leave begins on a work day. Fill in End Date and End Time, indicate if leave ends on a work day.

MY Assignment, Leave, Travel My Record » Career & Life Events » Professional Resources » Help & info «
PEORTAL '
3 )

Ordinary eLeave Request

Search

Estimated Leave Balance: +0.775
Overview
SWAPS
My PCS Checklist Dates

Start Date Start Time
PCS Questionnaire Manager

28 Nov 2018 19:30
Event Timeline Manager
eleave Work Day? Yes O No
Resources & Links Waork Hours Start
Glossary 05:00 Work Hours Stop
Glossary Manager
Acronym Finder End Date End Time
Acronym Finder Manager

Work Day? (O VYes ® No
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eLeave: Submit Ordinary eLeave Request

To complete the eLeave Request, specify Leave Address and Travel Info, indicating mode of travel and accompanied by spouse and/or children.

Cverview

SWAPS

My PCS Checklist

PCS Questionnaire Manager
Event Timeline Manager
eleave

Resources & Links

Glossary

Glossary Manager

Acronym Finder

Acronym Finder Manager

FAQs

Assignment, Leave, Travel

1 Date

Work Day? (O Yes % No

My Record » Career & Life Events ~ Professional Resources » Help & Info » Feedbac

cna fime

If the Leave Address is not among
the previously used options that

Addresses & Phone Numbers

appear in the drop down menu, add
the new address. Note: thisaddress

Leave Address

will not be stored in the NSIPS
database for future use.

Apartment, Suite, Floor, etc

The eLeave Request may be cancelled
before submitting to command for review
and approval. A confirmation box popsup
before the action can be completed.

Other T
Street Address

(.?!"'

Leave Phone

Other i
Travel Info

Primary Mode af Travel

Travel Not Involved

k Traveling with Dependents? (O VYes

Leave Phone Number
Cancel Request

Canceling this request will delete sll entered data, This step
cannot be undone, Are you sure you want to cancel this

request’?

NOJ NO YES
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eLeave: Make Ordinary eLeave Inquiry

The eLeave Inquiry section is a snapshot of past and current requests and their status. From this list, it’s possible to: (1) Check Out,
(2) Check In, (3) Request Extension, (4) Cancel Request, (5) View Command decision and (6) Print the Inquiry overview.

Request Status

Checked In

Pending Approval

Approved

Checkad Out

Pending Extension Approval

£9 Ordinary eLeave Inquiry

Begin Date

(7 Nov 2018

01 Dec 2018

01 Oct 2018

07 Nov 2018

15 Nov 2018

Return Date

08 Nov 2018

0S5 Dec 2018

02 Oct 2018

02 Nov 2078

16 Nov 2018

Request Status Return Date Actions

Checked In 08 Nov 2018

Pending Approval 07 Dec 2018 05 Dec 2018

Approved

Checked Out 01 Nov 2018

Pending Extension Approval 15 Nov 2018

Granted Extension 10 Dec 2018 11 Dec 21
Cancelled 01 Jan 2019 02 Jan 2079

i
l PRINT
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My PCS Checklist

MyPCS (Permanent Change of Station) Checklist guides users through a comprehensive set of questions to create a tailored
experience based on Sailors’ unique circumstances.

et Lot Trvel BETA My Record » Career & Life Events »  Professional Resources ~  Help & info

PRTAL I

MyPCS Checklist uses the requested
: : detach date to determine appropriate
Semth My PCS Checklist timing and organize required actions. It’s
possible to change the PCS detach date,
which recalculates the PCS timeline.

Questionnaire

RESET QUESTIONNANRE

Answening the following questions will tailor the follow-on checklsts o aid yo ough the PCS process

My PCS Checkdiist
4 o Requested PCS Detach Date

T ( ) N1
el rove '| U8 MANGE DATE

flesoarces & Links

15 this an OCONUS move?
QO vas O Ko

In this # Personally Procured Move M) sometimes called = DITY move? @
O Yes O No

Hesooroes & Links Manager

Have you read yout officisl orders? @

O Yes O No

DEsary Are yous sepurabing frorggfe mitary?
Is this your fiest Permanent Change of Station (PCS) move? 0O Yes O
HOS=Ay Mannges M
O vYas O No Are you retigefl] from the military?
-~
P s v O No
AcTOMWM Fnder Do you have dependents? @
. I you @ Reservist?
O VYes O No ' = _‘(
Acromym Finder Manager O Yus Q No

=~ Do yr.yu have a spouse moving with you? Do you have Lo reevdiot or extend for orders? After Inputtlng the requested detach
' OVs OWNo O:vs ~O'Na date and going through the questions,
Do you require spouse co-location? Do your alficial cedurs include schools o s leponary auty wssunfl click PROCEED TO CHECKLIST to view,

Q Yes O Ko

O ves O No download or export the document.
ATH ¥OU NUINOT 286 1O 31D 006 OF I vehicies?

Do you have dependent children ggffarents maving with you? O VYes O M

O VYes QO No Do yeu have a rental car authorized?

Do you have a family gpffnber entolled in the Exceptional Fam O Yo O No

O ves O

guestionnaire and start over.

At any time, users can reset the = | st oven TROCEED 10 CHECKUS
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Search

Uverview

SWAPRS

My PCS Checkling

2ieave

Resources & Links

Rea S & Linky Mansger

Glossary

Glossary Manager

Acrornym Findes

Acronym Finder Manager

FAQS

Assigriment, Leave, Travel My PCS Checklis

RETURN TO QUESTIONNAIRE

My PCS Checklist

C

Instructions for completing checklists

have been customized based on you

My PCS Checklist

BETA

My Record

eer & Life Events

If an item needs to be changed in the
completed MyPCS Checklist, users can
click RETURN TO QUESTIONNAIRE to go
back to the list of questions, modify their
responses and create an updated checklist.

Congratulstions! Your PCS Checklists

BNSWErs 10 ihe questio

13

nnaire. Below you

will find four checklists that walk you through all aspects of PCS, with action

item timelines tied 1o the estimated detach date you selected. We recommend

waorking the checklists simultaneausly based on how far away you are from
moving or detaching, and you'll be alerted whenever an incompiete milestone
i5 overdue. The status bar below provides your overall checklist completion
status. We recommend completing all four checklists. Even il you don't have
dependents, the Family Move' tab will display valuasble information for any
Sailor. To change your estumated PCS detach date, click on 'Change Date’ to

the right, or on the questionnaire page. Click on any 1ab 1o get started!

07 Nov 2018

Requested PCS Detach Date

The completed checklist may be
emailed to yourself, a spouse, a
parent, or anyone with whom you
want to share the information.

ACTIONS -

Email Checklist

Take & Surye

‘ CHANGE DATE ]

to the next one.

The completed PCS Checklist categorizes actions into four areas:
Ship HHG (household goods), Family Move (if moving with a
family), and Money, which guides users through entitlements and
financial aspects of the PCS process. The Sailor Admin section

displays actions and deadlines Sailors need to complete in order
to successfully detach from their current commands and transfer

Overall - 86%

Sailor Admin
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14 of 29 Tasks Comploted

Users may email the full checklist
(see previous page) or export it in
PDF format.
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My PCS Checklist highlights due dates,
detailed instructions and needed resources
for each step of the way. Users can add
notes and refer back to them throughout the
PCS process.
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Support, Help Desk and Resources

On the right side of the page within each Career & Life Events (CLE) section is Sources of Support, with phone and fax
numbers, URLs and email addresses to help connect users with people, systems, support, help desks, policies and
information. The example below shows the home page for Training, Education, Qualifications with the Sources of Support
view expanded. The content that appears in this sections varies among CLEs, but will always be specific to the CLE.

Thes My Navy Portal Carser & Life Everst (CLE) i partinlly developed Today it offers sxtenaive Educatic

Sallors eam

in and resources helping

covilian sducation

o Advanced miltary and voluntaty

deasonal hicenses

1y certifications

e Department of

Labor apprenticeshiis
The “Appointment Schaduler” provides the abilty 10 schadule » Language 1es or 8 Volurmary Education Counseior apposiment

In the Naure. Traming and Qualifications infarmation will e sdided 20 suppon required farmal and ifoemal Navy trainieag and mtary

quahfcations

Featured Pages

Next Steps Schedule Language Test Education Links - Funding
Appointments
Tase steDs 10 aChweve your education

Use this sttaractive guide & get your

Explome Navy Funding cpportunitien

higher aducation and tremag nn the goals, Mom GED 10 graduste degren Particate in the Defense Foregn Calculatn cost of colege
ngt path Language Testng Program (OFLTH)
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Quick Links

MNP Quick Links page provide access to NSIPS (for OCONUS-based Sailors and for other Leave requests) and other
important Navy career websites, systems and portals. Links to the most used sites Sailors need fast access to are
consolidated on this page. Systems that require CAC-enabled access are designated with a padlock icon. The MNP Quick
Links page on the MNP Main Menu is exactly the same as the Quick Links page available at the top right of the public
login page.
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Feedback

MNP is designed by Sailors, for Sailors! Your feedback is important. Please visit the Feedback section and fill out the MyNavy
Portal Feedback Survey, or leave feedback in the Technical Suggestions for Improvement section to share constructive ideas
on ways to improve the portal and the MNP experience.

General Feedback

o e Scroll down for additional

st B Ada questions and to add
- feedback into the
Foechock My Navy Portal Fesdback Survey Comments field.

Search

Based on your espenence usimg MNP, please sniwad the fve quesions beow

Doos the Nawy's goal. of provding ali Safors with a single wedsiie to puice Sallors i the execuion of they Careor and Life Events, appeal o you?
) Yes
() Ne

() Unsure

.Can YOu Sna what you ang kooking for?
") Yes ifs aasy
() Yes. the search ncton worked to nc &
() Yes afer | used the Quick Towr
() Yes butl had to poke around for it
(") N, I never found if. Flease dartly in the Commaents’ section

T pou wvrwwiwd Mo zlases Senfy Selow

General Comments

General Comments
{Technical

Content Errors \
Ideas for Improvement

?
Click Category to select the Howdol Click Submit when the

type of feedback to ensure survey is completed.
feedback is routed to the
correct recipients for action.

Qusez=rart Peocrer carwed = U3 Navy
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