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ePerformance HR Administrator Request Procedures

Each Command must assign a minimum of one HR Administrator. This individual will be responsible for setting up and maintaining the Command’s organizational hierarchy within the ePerformance database. The HR Administrator role will be added to an individual’s Self Service account and will remain until the Command requests removal or the individual transfers.

The request to assign one or more individuals the HR Administrator role must be submitted on Command letterhead, signed by the Commanding Officer or OIC, and contain the following information for each individual:

Full Name, SSN, Self Service Operator ID

The letter must also contain the name, phone number, and email address of a point of contact for the request.

The signed request should be faxed to the Customer Support Center, ATTN: Customer Support Staff at 504-697-0342 or 504-698-3007 with the subject line “HR ADMINISTRATOR REQUEST.”  You can also e-mail this request to mailto:nsipshelpdesk@navy.mil
A Customer Support Center representative will contact the POC when the HR Administrator role has been added to the requested accounts.
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