How to submit a “Joint Experience” Self-Nomination into the Joint Manpower Information System (JMIS)

This guide may seem long but it will save you time if you spend a few minutes preparing.  Read this document through once and have it open as you go through submission website.

Remember!!!! 
-“Joint” DOES NOT equal “Joint Matters” (review the “Information on Joint Qualification…” on the NPC Website.) 
-A preponderance of your duties must meet the definition of “Joint Matters” to receive credit.
-Only time in the billet counts toward joint credit! Transit time and/or training time is not eligible (i.e. Fort Jackson or transit from Kuwait to Iraq). 

STEP 1: Prior to visiting the JQS Website:

**FAILURE TO ADHERE TO THESE STEPS MAY RESULT IN DELAYS IN PROCESSING YOUR SUBMISSION**

a) Have all supporting documentation scanned, sanitized and easily accessible for upload.  Only upload documents that support the experience. Scan documents at 150 dpi, black/white, in .PDF (Adobe Acrobat) format.  Scan all FITREPs together as one file beginning with oldest and ending in most recent.  Save FITREPs with the file extension “LASTNAME FITREPS.pdf”.  Scan awards together with narrative first (if available) then certificate.  Save with the file extension “LASTNAME Award JT COM/BSM/DMSM.pdf”.  Scan all other documents individually with a name that correlates to the file, i.e. “LASTNAME Statement of Service.pdf” or “LASTNAME Travel Claim.pdf” and so on. Call us if you are not sure and need some direction.  Most of the time, it is your FITREPs and Award that are the most important documents.  

***DO NOT UPLOAD CLASSIFIED DOCUMENTS***

If these documents do not have specific days (Month/Day/Year) mentioned for the time frame, you may need to provide other official documents (adjudicated travel claims, statement of service…NO UNSTAMPED ORDERS!) to verify your dates.  

b)  ***UPDATE***  The Joint Staff now requires DFAS ADJUDICATED travel voucher summaries as substantiating documentation for OCONUS combat intensity factor “3” experience verification.  The Joint Staff is very strict on the day to day verification of your experience and proper documentation must be provided in order for your submission to be considered for combat intensity credit.  LESs and unstamped orders are NOT acceptable forms of documentation.  Additionally, if you were stateside for part of your experience and in a combat zone for another, you will need DIFFERENT SUBMISSIONS for each experience 

c)  Open up a copy of the IJES Draft Worksheet on the NPC Website.  This document is what the JMIS Self Nomination website is designed from.  Spend a few minutes to familiarize yourself with what the Self Nomination website will be asking.  Call your Component Manager (AC or RC) if you have any questions.  It is strongly recommended you fill out the areas where you feel your experience supported the definition of “Joint Matters”.  That way you can just cut and paste into the Self Nomination website form and reduce the chances of getting “timed out”.  This is just a suggestion and certainly not required.



STEP 2: LOGIN TO JMIS

Login to the Joint Manpower Information System (JMIS) Website (hosted by the Defense Manpower Data Center):  https://www.dmdc.osd.mil/appj/jmis/JQSindex.jsp

You must use your CAC to login in order to attach files.  Make sure your certificates have not expired.

Once logged in, you will need to review the “eligibility criteria” link towards the bottom of the page. You may also want to review the definition of “Joint Matters” near the middle of the page. Once you review the “eligibility criteria” you will click the “CONTINUE” button at the bottom.

You should now see a box with your profile info at the top. Click “Update my personal profile” before you do anything else. We must have updated contact information for you to seek clarification or additional documentation needed to further process your submission.

Next you should click “View Joint Officer History”. This will show any joint credit you have already been awarded.  The system will not let you submit for dates you already have received credit for.  Make sure your JPME status is correct.  JMIS did not track JPME I until recently so not everyone has been updated to date.  Send us an email and we will update your record if the completion is documented in the Navy database.  If JPME completion is not documented in the Navy database, you will need to forward your diploma VIA EMAIL as a .pdf file. Again contact us if this applies to you.

Now click on “Input New Experience”. Answer questions as appropriate.  

STEP 3: JMIS- INPUT NEW EXPERIENCE PARTS I and II

If you are currently sitting in the job for which you want to nominate: You must have completed the entire experience prior to submitting for credit!

Helpful hints for answering:  

a) You are in the Navy and are either a Reservist or Active Duty.  

· A reservist on mobilization, ADSW, Recall or other temporary Active Duty is still a Reservist for the purposes of this answer.  If you happen to have experiences from other services before joining the Navy, please call us.

· Reservists: Duty Status will be “Title 10” and RC Category will be “Part-time”.

b) **Dates need to match exactly dates on your supporting documents**

c) For question #6, if you were not on the HQ Staff of the commands listed, select “None of the Above.”

d) Click on Continue for additional questions.

**Answer through question #16 as appropriate; call us if you have any questions on how to answer.**




STEP 4: JMIS – INPUT NEW EXPERIENCE PART III

***Part III is the most important part of the submission; you must decide which sections of the definition of Joint Matters your experience supported.  The Joint Executive Summary (JES) in section 17 is likely the only document that will be read by the Review Panel to determine whether or not joint credit will be awarded for your experience.  This section must clearly and concisely articulate how your experience met the definition of joint matters, and be able to stand on its own.***  

You must meet at least one category with the experience from the preponderance your duties, however, historically most approvals have completed at least THREE categories. When you click the corresponding block a narrative block will open up for you to state your case. It is not necessary to write a novel, but you must provide more than a One-Liner answer.  This is not a secure form so do not include any details beyond what was on your UNCLASS FITREP or Award.  This will be presented to the Review Panel so make sure the description is clear and concise.  Your submission should be well-written (grammar and spelling count) and clearly tie your experience to joint matters (operational and strategic, NOT tactical), not just “joint.”

STEP 5: JMIS – INPUT NEW EXPERIENCE PART IV

[bookmark: _GoBack]Part IV is very simple. If you received Hostile Fire/Imminent Danger pay for only a portion of your experience, you will need to have multiple submissions.  Call us and we will help you organize your submissions.

**REMEMBER TO ATTACH REQUIRED DOCUMENTATION (DFAS ADJUDICATED TRAVEL VOUCHER SUMMARIES) FOR COMBAT INTENSITY FACTOR CREDIT**

If you are satisfied with your answers/explanation then you can click “Submit to Service POC”.  If you are not sure, then you can click “Save” to come back later and revise. 

It will ask you if you are sure you are ready to submit.  If you are satisfied, then click “Submit”!  This will bring you back to the page with your profile information box. Your submission will appear in a box and you will be able to “View” and “Attach Files”.   



Thank you for taking to the time to prepare your submission. This will make the process quicker and less frustrating on both ends.  Thanks and good luck!

