Instructions to Update Family Care Plan in NSIPS and ESR
NSIPS identifies service members who require a Family Care Plan on file.  If an FCP Election Date is not on file, or if one exists and the date has expired or is left blank, the service member will receive an email notification with instructions on what action should be taken.  In addition, a link titled “Expired/Missing Family Care Plan” is also added to the member’s “My NSIPS Task/Notifications Box” which is located on the Self Service ESR Home Page.  This box will display Tasks requiring action and when the link is selected, the application will re-direct the service member to the Member Screening page.  (screen shot attached)
Email notification will be sent on a quarterly basis to those members identified as not meeting the FCP criteria to their Official Email Address starting 1 JUL 2014, then OCT, JAN, and APR. (one email per quarter as long as they continue not to meet the requirement).
Email notification will read as follows:
“You are receiving this email because you have been identified as a single parent, a member of a dual-military couple with dependents, or a married Sailor with primary or shared physical custody of a minor child or children whose other natural or adoptive parent is not your current spouse.  It is policy (DoDI 1342.19 and OPNAVINST 1740.4D) that you must have a family care plan in place. According to our records, you have not indicated in the NSIPS system under ’Employee Self Service Electronic Service Record Tasks - Member Screening’ that you have a plan on file, a Plan Election Date (date in block 22C of NAVPERS 1740/6), and a Plan Expiration Date (one year from date in block 22C of NAVPERS 1740/6).
If you have not filed your family care plan with your Command Family Care Plan Coordinator please do so by MM/DD/YYYY. Then you should sign on to NSIPS Self Service and follow the navigation as in the below paragraph and update your NSIPS record. 
If you have a family care plan on file with your Command Family Care Plan Coordinator then you must sign on to NSIPS Self Service and navigate to:  Employee Self Service>Electronic Service Record>Tasks -Member Screening and update the information that is asked on this screen immediately.
If you feel you have received this email in error – because you are not a member of a dual-military couple with dependents, not a single parent, or do not have primary or shared physical custody of a minor child whose other natural or adoptive parent is not also your current spouse, then you must go to your local PSD or servicing Personnel Office to update your Page 2 ASAP. (FCP_CMPL_A).”
Self-Service function is currently available in NSIPS.  
This function enables users to identify if an FCP document is on file for the member and allows entering the FCP election date and expiration date.  The menu navigation for this component is as follows:
        (1) Self-Service users may access the component by navigating to: Employee Self Service > Electronic Service Record > Tasks > Member Screening. Use the drop down (magnify glass) to identify the Plan Type "FLY = Family Care Plan" and enter the remaining information as to plan election date and expiration date."   (screen shot attached) 
   	   (2) Or after signing into NSIPS Self-Service, click on the link titled “Expired/Missing Family Care Plan” under the member’s “My NSIPS Task/Notifications Box” which is located on the Self-Service ESR Home Page.  This box will display Tasks requiring action and when the link is selected, the application will re-direct the service member to the Member Screening page.  (screen shot attached)
Instructions on FCP email, updating NSIPS, and NSIPS ESR as well as copies of ref (a), NAVPERS 1740/6, and NAVPERS 1740/7 are available at http://www.public.navy.mil/bupers-npc/support/21st_Century_Sailor/readiness/Pages/FamilyCarePlan.aspx.
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  Or the user can sign on directly to Employee Self Service > Electronic Service Record>Tasks> - Member  Screening and the screen as displayed to right of the menu navigation will be displayed.    
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Or the user can sign on directly to Employee Self Service > Electronic Service Record>Tasks>-Member Screening and the screen as displayed to right of the menu navigation will be displayed.
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