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1 Introduction 
This document is intended to be a quick reference to getting started with TIPS.  For more 

detailed information about using TIPS, see the TIPS Participant Guide. 

2 Login to the TIPS Website 
To get started with TIPS, you will need an account. 

a. Go to:  https://tips.navy.mil  (Note: “https” is required in the web address.) 

 

 

 

 

 

 

b. If you have an account, click the Log In button.  

c. If you don’t have an account, click the click here link under the log in button to register 
for an account.  A screen will appear where you will enter your new account information.  

 

The password you select must be at least 8 characters long and must contain at least 1 
special character, 1 uppercase, 1 lowercase, and 1 number. 
 

3 Enrollment Steps 
Several steps will guide you through the enrollment process. The steps of the enrollment 
process are listed on the left side of each screen, with a checkmark by the steps as you 
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complete them. Each step is a link to the process.  After completion of each step press the 
Continue Button to proceed to the next item for review/update. 

a. The system will display Eligibility Requirements.   

b. Privacy Information will be displayed for review.   

c. Ethics Training will be displayed.  You must check each statement to acknowledge you 
have read and understood the statement.  Once all have been checked the Continue 
Button will be enabled. 

d. Applicant Information. Enter or modify your personal information and edit other related 
information.   

 

e. Supervisor Information. Enter information about your supervisor. Note: If your 
supervisor already has an account in TIPS, then the system will auto complete the 
supervisor’s contact information.  If your supervisor does not already have an account, 
you will need to complete the contact information fields. After you submit your 
application, the system will email account registration information to your supervisor.  
Please let them know so that they will watch for this email. 
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f. Organization Information. Enter, or modify if necessary, information about your work 
location, Command, Applicant Type, and your RO. 

 

g. Expense Worksheet.  Enter your work schedule, mode of transportation, and additional 
information then it will calculate and validate the data for you. 

 

h. Applicant Review. Review, and update if necessary, information entered so far. Click 
on the Edit Button to edit the information to have entered. 
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a. Applicant Certification.  Check all “I certify that” statements that are displayed to 
acknowledge you have read and understand them.  The Submit Application will only 
be enabled after you checked all the statements.  Click Submit Application to send 
the application to your Supervisor for approval.  

 

 

4 Home 
Once you have successfully submitted your application, the first screen you see each time 
you log in will display “Home Page”. 

 

 


