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Creating an account

Our WEB SITE is:  https://www.admits.persnet.navy.mil/.  (Make sure you put the “s” after http)

1. Click OK and Yes past the security screens. Some systems may not display these screens.
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2. When you see the screen for enter StaffID and Facility, do not enter anything in the boxes.at this time.  Just click on LOGON.  
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You will see the welcome page with some selections to your left. Click on LOGON ID. 


4. Select the ADMITS I.D. Form you wish to download.

5. Fill out the form according to the instructions printed on the top. Obtain a signature and fax to us. Our fax number is DSN 882-6655, or commercial (901) 874-6655.

6. You will need 128-bit encryption in your web To check your web encryption, click on HELP in your Internet browser, then ABOUT. It should give you your version and what encryption it has. If  you do not have 128-bit encryption, contact your computer service. 

7. After we have received your Staff ID form, you will have access into the DAPA menus. 


8. For information about ADMITS, click on ADMITS Info.

AFTER PERMISSIONS HAVE BEEN SET

1. Log onto the website: https://www.admits.persnet.navy.mil.  (Make sure you put the “s” after http)

2. Click OK and Yes past the security screens. Some systems may not display these screens.
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3. When you see the screen for enter StaffID and Facility, put your StaffID in the top box, and your UIC/RUC goes in the box that is marked Facility. (Do not precede UIC/RUC with an “M” or an “N”.)
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4. The first time you log on, you have to change your password. After this, you will be asked for your password when you access a sensitive menu. You will always log on using your STAFF ID and your UIC
.
5. Click on Change Password in the Menu to the left.   [image: image8.jpg]Contents
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6. Type in the word password (lower case) into the Old Password box. 
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7. Type in a new password in the New Password box, creating one for yourself. Only use letters and numbers, no special characters. The password must be at least 8 characters and no more than 15 characters.

8. Retype it into the Confirm Password box.

9. Click on Change password button.

CREATING DAARS

1. Select DAAR Data option on the left.   


2. Put in your PASSWORD if you are requested.


3. Fill out the SSN.
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4. Click Search. If this is the first entry ever made on this member into ADMITS, the blank DAAR form will come up.


5. If there are other entries, you will get the EXISTING DAAR screen. Select NEW.
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6.  Please note, for several of the drop down lists, if you scroll down, there is a BLANK selection at the bottom.  NO DASH IN PAY GRADE.
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8. After all the necessary boxes are filled in, click Save. 


9. The DAAR will reappear with the notation at the top it has been saved. This is for viewing purposes, and data cannot be edited.
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10. Scroll down to the bottom of the page for print selection.

[image: image14.jpg]Close Go Back

RDWITE Procezeing Office
Navy Perzannel Command (Pers-60F)
5720 Integrity Drive, Millingtan, TH 38055-6000
DSN: 8824214 ar Commaral (901) 874-4214

email: MILL ADMITS@navy.







11. After you have clicked the PRINT button, the DAAR will appear in your browser window. Push the print button on the Tool Bar over your page.
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12. In order for your DAARs to be entered permanently into the ADMITS database, you must print out the DAAR and obtain a signature on it. The DAAR can then be faxed or mailed to our office.

Fax number: DSN 882-6655, Commercial 901-874-6655

Address: 
NAVY PERSONNEL COMMAND
ADMITS PROCESSING OFFICE 
5720 INTEGRITY DRIVE
MILLINGTON TN 38055-6000

You can determine the status of your DAAR by using DAAR DATA. 

Notice the DAARs listed in RED. They are in the holding file. If one of the RED DAARs were entered in error, you can delete it by selecting the EDIT button. There is a red DAAR that is locked. This is a DAAR entered by another command that never sent in the signed copy. You are not allowed to edit DAARs submitted by another command.

Notice the DAAR at the top has a LOCKED button on it, but is also listed in RED. This is a DAAR that has been amended. We need a faxed copy of the signed AMENDED DAAR. 

The DAARs that have been filed by another command are also listed, but LOCKED. You can find the name of the UIC by holding your mouse over the UIC. 
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EDITING DAARS

1. Select DAAR Data option on the left. 


2. Put in your PASSWORD if you are requested.


3. Fill out the SSN.
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4. Click SEARCH. You will get the EXISTING DAAR screen. Click the EDIT button on the DAAR you need to EDIT. The DAAR form will come up. Make your changes and click SAVE. Print your AMENDED DAAR, obtain signature, and fax it to ADMITS.
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DELETING DAARS

To delete a DAAR from the DAAR holding file, follow the edit instructions above, then select the DELETE option box at the top of the form. Scroll to the bottom and click SAVE.
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RECORD CHECK

Enter SSN and click on Search. We import member information from the Master File weekly. When your member shows up as a person attached to your command, you will be able to see the full history of Incidents filed by all commands. There is a delay from when your member reports aboard for the info to get to the Navy master file system and be downloaded to our database.
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REPORTS

You can also access data about your UIC, i.e. lab reports, DAAR reports, and screenings. Click on DAPA REPORTS.
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Select style report. Enter year and Show Details? Click on Search.
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UIC SEARCH

Select UIC Search from the menu. Put in a part of the UNIT’s name you are looking for. Select Search.
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TRAINING DATA

Click on DAPA/SACO TRAINING DATA. Enter SSN. Click on Search.  If there are no entries on this member, the TRAINING DATA form will come up. If there are already records on this member, the EXISTING TRAINING DATA menu will appear. If this is new training, select the NEW button. If you are editing a record, select the EDIT button. Selections that are LOCKED were entered by another command.
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Fill in the data. The Type Training has a drop down list to select from. Pay Grade should not have a dash. Click SAVE when finished.
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For training history for the entire command, select the DAPA REPORTS option, then Alcohol/Drug Training Listing. Select the fiscal year. 
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NOTES AND MESSAGES

Check this section frequently for messages from the ADMITS data on changes in the program and procedures for filing DAARs.
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TIMING OUT
There is a timer set into the program. If you leave your machine, or do not touch the keyboard for twenty-five minutes or so, the system will time you out. You will have to log in again and reenter the data you have not saved.
(
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