
How to update Civilian Employer Info (CEI) in NSIPS with the correct “Job Title” data for SSOs 

1. Retrieve your “Job Title” data from the “CEI Tool” Spreadsheet (4 April 2025 edition or later) 

a. Answer the questions in the left column by selecting from drop-down menus in the 

middle column (all the red cells require an input from you). 

 

 

b. Your answers generate SOC and Job Title data codes.   

 

Note: The “Job Title” data code is what needs to be included in the “Job Title” field of our CEI in NSIPS. 

Per the example above, the code generated for an actively sailing pilot is:  0 D5 UL AA XX Pilot 



2. Log on to NSIPS (CAC required):  https://www.nsips.cloud.navy.mil/nsipsclo_landing/index.html   

a. You can save this link for NSIPS, and/or save the following MyNavy Portal Quick Links site 

and then locate, or ‘Ctrl + f’ search for “NSIPS”:  https://my.navy.mil/quick-links.html  

 

3. Once you log on, select “Employee Self Service” from the menu on the left and then select the 

“Tasks” menu to locate “Civilian Employer Information.”  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Note: There is another path from the Home screen via “Personal Information.” Select “Update Personal 

Information” 

  

https://www.nsips.cloud.navy.mil/nsipsclo_landing/index.html
https://my.navy.mil/quick-links.html


4. Select “Civilian Employer Information” 

 

 

 

 

 

 

 

 

 

 

 

5. To create a new CEI entry, click the plus button.  

 

 

 

 

 

 

 

Note: The existing CEI data can only be verified.  It is not possible to modify the existing data without 

creating a whole new entry.   

 

  



a. If the “CEI Tool” Spreadsheet generated SOC codes for you, enter those codes in the 

“SOC Major Group” and “SOC” fields, otherwise use the search tool provided in NSIPS 

and select what best matches your employment within the given search results. 

 

 

b. The start date of your new entry cannot be the same as a previous entry even if your 

employment has not changed.  In this common scenario where you are making a new 

entry for your current employment with a start date that has previously been reported, 

use the day after your initial start date for the new entry and then indicate it is “not the 

first time reporting” this employment. 

 

 

i. For example: If you previously reported your current employment with a start 

date of 4/15/22, enter 4/16/22 as the start date for your new entry, or use any 

other relevant date (such as a promotion) subsequent to the date previously 

reported.   

  



 

c. The “Job Title” in NSIPS may auto-populate after you put in the SOC codes. Enter the 

“Job Title” data code that was generated in the “CEI Tool” Spreadsheet. So long as this 

code is included, the code and whatever “Position Title” you gave yourself can be in 

addition to or in lieu of what NSIPS auto-populated. 

 

i. For example: An SSO employed as a Port Engineer (who last sailed 3 years ago as 

a Chief Engineer Unlimited) enters SOC Major Group 170000 and SOC 173029 

from the “CEI Tool” Spreadsheet into NSIPS. NSIPS auto-populates the “Job Title” 

field with “Eng Tech not Drafter/All Other.” The SSO would then replace this Job 

Title with “3 E1 UL BB NE Port Engineer” from the “CEI Tool” Spreadsheet. 

 

 

 

6. Verify all information and ensure that your “Job Title” entry was not erased or overwritten after 

you clicked out of the field.  Lastly click “Verify” and click “Save.” Once saved, it is not possible 

to modify CEI data without creating a whole new entry.   

 

Note: You must always click “Save” even if you are only verifying existing CEI data.  

 


