RegisterfalSponsorlEromithekManagelSponsor/EMP{ProfilegRage](Training{Guidel# 1))

Step 1:  Login to NDRSi

Step2:  From the Main Page, click the @ wanage sponsorFiie profies link.

Step3: Enter the Sponsor’s SSN in the SSN text box ssu. | [then click the [Add/et Sponsor nformation | button.

Step4: If the Sponsor is registered, the Sponsor’s SSN and demographic information is displayed on the
page. If the Sponsor is not registered, the only information that will be filled in is the Sponsor’s SSN.

Sponsor Profile
This following demographic information is for the Sponsor. To manage Dependent accounts click: Manage FMP{s) [Siom |
SSH: 000000000 Service Branch: | yarine Corps v
Losthame:  [7zs7 s Email: [, | .
Frsthame: (oot | Pronesly i For a Sponsor who IS REGISTERED,
L e <«— the demographic information
Race: | aspmiPachc sander [ P 1S COMPLETE.
008 (mmiddiyyyyy  [1nitess e City: [g |
Rank: | g ~| State/Province: [¢ |
Duty Status: | Recrut T Zip/Postal Code: g |
Duty Station: [7egt Test Country: [ |
Gender: vy (*) Required for registration
Oykr [Srei (**) Required for MERCase
—_—
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Sponsor Profile
This following demographic information is for the Sponsor. To manage Dependent accounts click: Manage FMP(s) [Siom |
SSN: iwsnwzss | Service Branch: ‘j"mquired
) ] Last Name: Tes Email:
For a SpOﬂSOI’ who is NOT REGISTERED, | —_——————
. A : First Name: ‘ im Phone:
the demographic information — —> w B —
IS NOT COMPLETE. | ey S
DOB (mmiddiyyyy): | = City: |
Rank: | Frequired State/Province: |
Duty Status: ‘ - ZipiPostal Code:
Duty Station: Country:
Gender: " (*) Required for registration
Ouse Oremsie (**) Required for MERCase
Step 5: Complete the Sponsor Proﬁ Ie Page The SSN was not found in the NDRST database. Complete the Spansor Profie above and click 'Submit to create an account for this SSH in the NDRS
database

by performing the following actions.
a. Complete all of the demographic information known for the Sponsor. .* °

Fields marked with *Required must be completed.

Please Note: To complete a MER Case for the Sponsor, fields marked with two blue asterisks (**) must be filled.

b. Click the button to save the Sponsor’s information.

c. The HIPAA notification will appear. After reading the notification, click | J to close the window.
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d. The following message should appear at the bottom of the page, if the save was successful.

‘This Sponzsor's Profile has been saved. Click "Cloze’ to return to the the previous page. |

e. Click to return to the Main Page.

YOU HAVE SUCCESSFULLY REGISTERED A SPONSOR FROM THE ‘MANAGE SPONSOR/FMP PROFILE’ PAGE. mm
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Navy and Marine Corps Public Health Center
620 John Paul Jones Circle, Suite 1100
Portsmouth, Virginia 23708-2103
757.953.0938

http://www-nmchc.med.navy.mil
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http://www.nmcphc.med.navy.mil

