
How To: Submitting an ePAR as a sailor 

To submit an ePAR, log into MyNavy Portal at my.navy.mil. Click on the Career & Life Events 
item at the top and select “Career Planning.” Then select “Submit/Manage an ePAR.” 
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On the ePAR Overview page, you can submit an ePAR and view the status of your submitted 
request while it is being reviewed by your Command Career Counselor (CCC) for command 
endorsement. Once your command has completed its review, your ePAR will be electronically 
submitted to MyNavy Career Center (MNCC). The MNCC will keep you informed as your 
request is processed. While you wait, you can track your case status here. 

Also, on the Overview page, you can watch video tutorials regarding ePAR submission, review 
Policy Guidance documents, and discover additional quick links and terms within the Career 
Planning section of MyNavyPortal. 

To find a list of ePAR forms to choose from, click on “Sailor Submit” on the ePAR Overview 
page. 
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Then choose the desired form. In this case, I’ll choose the standard ePAR at the top left of the 
page. (If your specific request type is not available, complete this request as well.) 
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From here you can begin filling out the form. 

Some information such as your DODID will prepopulate. All fields marked with an asterisk (*) 
must be filled out. Input your information completely and accurately and fill in all other relevant 
fields to avoid errors or delays in processing.  

Enter your CCC’s email address accurately so your form is routed appropriately. (Circled in 
above screenshot) 
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Under the Requested Action section, in the “Reason for Submission” field, enter any additional 
details about your specific request. 

If you need to leave the page before completing the submission, you can return at any time. 
Your information will be saved automatically. 

When you are ready to submit to your CCC, double check your work then click “Send” at the 
very bottom right of the page. 

In the pop-up window, you can attach any supporting documents by clicking “choose file” and 
following the prompt to attach a file. Then click, “Continue” to submit.  
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The status of your request will change from Draft to “Pending Review.” 

Your CCC will then review and route your ePAR to the appropriate command personnel for 
endorsement. 

When the status of your request has changed to “Submitted,” you know your CCC has submitted 
your ePAR to MNCC for processing.  

MNCC will open a service request on your behalf and route your ePAR to the appropriate entity 
for processing.  

You will receive automated email updates from MyNavy Portal when the request is opened and 
throughout the resolution process.  
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