
 

 

 

 

 

 

 

 
HOW TO UNLOCK / REBUILD AN NMCI ACCOUNT 
 
This guide is only applicable to IRR members of the 
Strategic SealiŌ Officer Force (UICs 2525M, 2501M, 
2502M, 2503M, and 2504M). If you are not associated 
with one of these UICs, this guide is not applicable to you. 
 
Is your account Locked or Deleted? 
 
NIPR Reservist accounts will be DISABLED/DELETED with a policy of 60/180 days respecƟvely. If 
you have been out to sea for a long period of Ɵme, your account has most likely been deleted. 
 
Disabled: If you have been inacƟve for more than 60 days but less than 180 your account is 
disabled. Contact the NMCI Helpdesk at 866-843-6624 or servicedesk_navy@nmci-isf.com to 
confirm that your account is disabled and not deleted. Once confirming, provide your NMCI 
account (legacy email ending in @navy.mil) and your DODID to the N14 ISSO at 
CNRFC_N14_ISSO@US.NAVY.MIL and request an NMCI unlock.  
 
Deleted: If you have been inacƟve for more than 180 days, your NMCI account is deleted and 
will need to be rebuilt. To rebuild your NMCI email account you will need to submit 3 items to 
the Reserve Services/OperaƟons/Training Dropbox: 
 

1) DOD Annual Cyber Awareness Training (cerƟficate required from *current* FY) 
2) DOD Annual Privacy Training (cerƟficate required from *current* FY) 
3) SAAR-N form (Blank form on SSO N14 SharePoint page under Reserve Services Dept, 

NMCI Email) 

STRATEGIC SEALIFT OFFICER (SSO) 
INDIVIDUAL READY RESERVE (IRR) EMAIL 

UNLOCK / REBUILD PROCEDURES 



 SAAR form needs to be downloaded and opened locally on computer with Adobe 
Acrobat Reader; web browser view does not work. 

 Once opened in Adobe Acrobat, you may need to click "enable all features" to 
view/edit the form. 

 Follow direcƟons below on how to fill out form! 
i. E-sign form with CAC 

 
 

Training Websites to Use 
- Navy eLearning: hƩps://learning.nel.navy.mil/ELIAASv2p/ 
- TWMS: hƩps://twms.dc3n.navy.mil/my.policy 
- JKO: hƩps://jkodirect.jten.mil/Atlas2/page/login/Login.jsf?utm_source=mnp%20public 
 
Once you have completed ALL items above: 
 

- Submit them to the OperaƟons/Training Dropbox under the sub-code: Email unlocks 
 
Things to note: 
 

- Requests normally take up to 3-4 weeks for your email account to be built 
- Once email account is created, you MUST complete your first login within 30 days 

otherwise it will lock again and then delete. 
- First Ɵme login on new accounts will need to be done via NMCI. You will need to visit 

your nearest NRC or military facility to login at an NMCI machine, or validate your 
account in NauƟlus Virtual Desktop by the following steps: 

o Log in to NVD 
o Open MicrosoŌ Edge 
o Go to the bookmarks bar and open the folder “virtual desktop support” 
o Select NMCI account validaƟon 
o Log in using CAC & pin 

 
- AŌer you've logged in and your NMCI is up and running, remember that NMCI accounts 

lock at 60 days and delete at 180 days. 
 
 
 
 
 
 
 
 
 
 
 



How to Fill out the SAAR-N Form 

 

Date you fill 
out the form 

Date you 
signed 

CompleƟon date 
from cerƟficate 

Your official 
Navy email 

Enter your 
rank 

Check box and 
type date 

Type your DOD ID# (on back of CAC) 

Ensure all three 
boxes are 
checked 

Leave as is 

DIGITALLY SIGN 
WITH CAC 



 

Leave as 
is 


