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Create an Ad-Hoc Query (or Report) to collect specific data from the NSIPS database about your command. 

	Navigate:
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	Go  ► People Tools  ► Query  
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Use these basic tools to create an Ad-Hoc Query.

[image: image9.wmf] 

8

 

9

 

10

 

You must first get your System Administrator to grant you access to Ad-Hoc Queries.
Getting to the PeopleSoft Tables 

	1
	After selecting Query, the Untitled-Query box appears.

	2
	Click <+> by NSIPS Access Group, Navy Common, and Core Member Data. (Core Member Data contains most items needed for your Ad-Hoc Query; all folders can be used.) 

	[image: image10.wmf] 

4

 

 

2

 

All other folders can be accessed by clicking <+>.  


Convert SDS Data Names to NSIPS Data Names

	1
	Creating a successful Ad-Hoc Query requires determining the SDS data field name and converting it to the NSIPS data field name.  Also see Legacy System Terms in the Troubleshooting section of this Quick Reference Guide.
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2
	To look up the NSIPS name, use the PeopleSoft Translation Report in the NSIPS

Help System.  
The PeopleSoft Translation Report not only identifies the NSIPS data name, but also identifies the PeopleSoft Table where the data are stored.  

Use the Ad-Hoc Worksheet to write the SDS Names and NSIPS Tables and NSIPS Name once the items are located.
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Open the PeopleSoft Table
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1
	The PeopleSoft Tables are located under the NSIPS Access Group, Navy Common.  Core Member Data contains most of the common data used to create Ad-Hoc Queries.  All tables in NSIPS contain files that can be used for any Ad-Hoc Query.  The tables may contain the same data (for example, name can be located in more than one location). 

	2
	To use these files, you must copy them from the Database tab to the Query tab.

Do this by simply double-clicking the PeopleSoft Table that you need, and it copies to the Query tab. 

Then click the Database tab to go back to the next table that you need.
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3
	Continue until you have copied all tables needed for your Ad-Hoc Query to the Query tab.  If you inadvertently add a table that you don’t need, highlight the table under the Query tab, right-click the topic, and select delete.  (NOTE:  This will not affect the database.)


Determine and Add what you want on your Ad-Hoc Query
	1
	Determine what fields you want to include on your Ad-Hoc Query.  Most common fields used in Ad-Hoc Queries are Rate/Rank, Name, EMPLID, and DEPTID.  This is the data that you wrote on the Ad-Hoc worksheet.

	2
	Add the fields to your Ad-Hoc Query by placing them under the Fields tab on the right side of your screen.

To do this, go to the Query tab (left side) and select, by double-clicking, each field you want from the table.  In this example, for Table A ACCOMPLISHMENT, we selected EMPLID, and YR_ACQUIRED, for Table B DEPENDENT_BENEF, we selected Name, and MAR_STATUS.  Continue doing this until the Fields tab contains all the items that you want on your Ad-Hoc Query.
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Join the Tables and Use the Criteria Tab

	1
	The PeopleSoft Tables must be joined by a key field (identified by a gold key icon).  In most cases, the key field will be SSN (SDS Name) EMPLID (NSIPS Name).
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2
	The PeopleSoft Tables from Core Member Data opened below are already joined by the key field with the exception of Position Data.  This shows that five of the six fields under Core Member Data are joined for you automatically.  Verification is shown on the SQL tab on the right side of the screen (for example, B.EMPLID = A1.EMPLID, C.EMPLID = A1.EMPLID, etc.).  However, the Accomplishment and Dependent _Benef tables were not automatically joined and had to be joined by the NSIPS user.
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	3
	To join the PeopleSoft Tables for your Ad-Hoc Query, follow this example.

	
	In this example, Accomplishments and Dependent_Benef tables are joined using the EMPLID key field.

	
	a
	Click the Criteria tab.

	
	b
	Click the 10th icon on the Toolbar (funnel with a + sign).   The other icons in that section will be available for use after starting to use the Criteria section.  Information on those icons is available in the NSIPS Help System.

	
	c
	This opens a blank row under the Criteria tab.  This is noted because the line is blue.  The row consists of Logical, Expression, Operator, and Expression columns.

	
	d
	Place your cursor under the Expression column on the left side of the Operator column on the blue line.  Right-click; a box appears with a list of options.  (Options are based on information selected under the Criteria tab).

	
	e
	Select the Field option; the Field box appears.  Select the Record Name from the drop-down list.  (The drop-down list contains the tables that you previously selected to retrieve data).

	
	f
	Next, select the Field Name drop-down arrow.  A list of all the data available in the tables is shown.  For joining the tables in this example, EMPLID will be the key field.  Highlight EMPLID – Social Security Number and click OK.

	
	g
	The Operator column defaults with  “equal to.”  Other options are available from the drop-down list.

	
	h
	Place your cursor under the Expression column on the right side of the Operator column on the blue line.  Right-click; a box appears with a list of options. (Options are based on information selected under the Criteria tab).  


	
	i
	Continue these steps until all tables are joined.

	
	
	NOTE:  You will have one less join than the number of tables (for example, if there are 3 tables, you will have 2 joins).  

	
	
	When joining three or more tables, one side of the column should show the same Table and EMPLID as the row above as shown in this example (Table A is joined with Table B; Table A is joined with Table C).       

	LOGICAL
	EXPRESSION
	OPERATOR
	EXPRESSION

	
	A. EMPLID
	equal to
	B. EMPLID

	
	A. EMPLID
	equal to
	C.EMPLID

	


	4
	Refining the Search: Use these items to refine your search for information in the tables.

	
	a
	In addition to using the Criteria tab to join the tables, you can also use it to refine the search for the specific data to be contained on your Ad-Hoc Query.  

	
	b
	To Add to Criteria, highlight the field under the Fields tab, right-click, and select Criteria.  This copies the field to the Criteria tab.  Another method is using the steps in item 3 above. 
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	c
	To set parameters for your data, use expressions and operators in the Criteria tab.  For details on using expressions and operators, go to the NSIPS Help System.
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	HELPFUL HINTS (HH)

	1
	An advanced query search can be done to convert the data from SDS Name to NSIPS Name.  <F2> can be used or the Advanced Query icon (binoculars) can be added to assist.

	2
	To view the PeopleSoft Translation Report, it is recommended that you use the Document panel view by clicking the Document tab at the bottom of the panel.

	3
	Use the Ad-Hoc Worksheet located in the NSIPS Help System to design your Ad-Hoc Query.

	4
	The first five tables under Core Member data are automatically joined.  This can be confirmed by reviewing the SQL tab.


Run Your Ad-Hoc Query

	1
	Run your Ad-Hoc Query by clicking the graph with the lightening bolt icon on the Toolbar.  If you save at this point, you will only be saving the way you obtained the data (the Ad-Hoc Query itself), not the data itself (the results of the Ad-Hoc Query).  You will get the message “Retrieving Rows,” and then your results will appear.
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Use to indicate member’s martial status.  Access the modal panels 

by selecting the Modify/Add Spouse pus

h button.  Information 

entered here includes the spouse’s name, birth date, date and place 

of marriage, citizenship, dependent or military spouse, address, next 

of kin, co

-

located, and command sponsored info.  

 

Spouse Panel

 

Summary Panel

 

Displays the summary of Dependency Data (Page 2) information.  

Entries made on other panels are reflected here.  

 

2
	To Save Your Results

	
	· In Excel
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Use to record if SGLI Beneficiary Designation is on file and the 

designation date.  Also use to record allocation of unpaid allowance, 

allotments, and death gratuity.

 

Emergency Data Panel

 

Use to record the name, relationship, 

and address of an emergency 

contact.  Access the modal panel by right

-

clicking in the Contact ID 

field and highlighting Modify/Add Emergency Contact.  Add 

information on Life Insurance, Will, and Valuable Papers by selecting 

the appropriate push button.

 

Beneficiaries

 Panel

 


	Select the Run to Excel icon to paste the results of your Ad-Hoc Query into an Excel spreadsheet, which you can then format and save.

	
	· In Crystal Reports

	
	Select the Run to Crystal Report icon.  You can then save your results as a Crystal report, which you can format.


	HELPFUL HINTS (continued)

	5
	Pre-Defined Views-No Comm_Data_VW- Common Active Duty Data is recommended to be used to get the information needed for your query.  This has combined most of the data listed in the first five sections under Core Member Data.


	 HELPFUL HINTS (continued)

	6
	Use key fields to join tables together if not already joined.  The key field is the common denominator in each table.
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Remarks Panel

 

Use to select clauses that apply to the member.  Also use to 

document any additional information.  To select more than one 

clause, press 

<F7>

 or click the Insert Row icon.  Use the Scroll Bar 

on the far right to view selected clauses.

 

7
	Remember to use Effective Date Options to set parameters for your data.


	8
	You can place tables under the Query tab in alphabetical order by using the AZ icon on the Toolbar.

	9
	Remember, if you want to change the order of the fields or the way they appear in the Fields tab, do a right-click to select column number and change its position number.  You can also use this method to place the field in the Criteria tab when you want to set parameters for your data.

	10
	When completing expression under the Criteria tab, press <F4> to retrieve a list of valid values.

	11
	Save Ad-Hoc Queries as Public Access to allow all NSIPS users access to the Ad-Hoc Query you created.  The saving of Ad-Hoc as Public Access can only be done after your System Administrator has granted you permission to do so.  See the Troubleshooting Section in this Quick Reference Guide to save to Public Access.
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Use to indicate member’s martial status.  Access the modal panels 

by selecting the Modify/Add Spouse pus

h button.  Information 

entered here includes the spouse’s name, birth date, date and place 

of marriage, citizenship, dependent or military spouse, address, next 

of kin, co

-

located, and command sponsored info.  

 

Spouse Panel

 

Summary Panel

 

Displays the summary of Dependency Data (Page 2) information.  

Entries made on other panels are reflected here.  
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 Use Contract Administration to process Extensions and Reenlistments and to access Force Management to process Selective Reenlistment Bonus Pre-Certifications, Career Options for enlisted personnel, Officer Resignations, Fleet Reserve transactions, and Retirement Requests.   
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Use to record if SGLI Beneficiary Designation is on file and the 

designation date.  Also use to record allocation of unpaid allowance, 

allotments, and death gratuity.

 

Emergency Data Panel

 

Use to record the name, relationship, 

and address of an emergency 

contact.  Access the modal panel by right

-

clicking in the Contact ID 

field and highlighting Modify/Add Emergency Contact.  Add 

information on Life Insurance, Will, and Valuable Papers by selecting 

the appropriate push button.

 

Beneficiaries

 Panel
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To Create a Reenlistment Contract 
	Navigate:

	
	Go  
	► Contract Administration  ► Reenlistments

	
	       THEN

	
	Use 
	► Reenlistments - Create

	
	
	     OR

	
	                                                                  
	► Reenlistments - Pending


	In this example, a Reenlistment Contract is created.

	Follow these steps.

	1
	Choose the Create Reenlistment panel.  (Then choose the Exceptions panel.  It is recommended to begin with the Create Reenlistment panel.) 

	2
	Complete the panels.

NOTE:  For the Home of Record, enter the City.  The State is automatically retrieved by NSIPS; verify that the State is correct.

	3
	Click the Save icon, and the Print Form push button will display.

	4
	Press the Print Form push button, and the Reenlistment Form Printing box will display advising you of the Run Control ID (to be used with the Report Status Monitor, see Step 7 ).

	5
	Click OK.

	6
	Click the Red X on the Toolbar.


[image: image33.png]



	7
	To view or print the form, use the Report Status Monitor (see Report Status Monitor in this Alphabetical Listings section of this Quick Reference Guide ).

	
	The Reenlistment Contract is a Crystal form.  The Reenlistment Contract can also be retrieved using Forms/SubDocs (see Forms/SubDocs in this Alphabetical Listings section of this Quick Reference Guide ). 


Use Extensions to:

	Execute an extension to current enlistment contract

	Make operative an extension to the current enlistment contract

	Cancel a previously executed extension to the current enlistment contract
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To View current system information on Extensions, Reenlistments, or Personal Data
	Navigate:

	
	Inquire  ► Contract Information
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Use Force Management to process:

	Career Conversion Requests

	Career Extension Requests

	Officer Retirement Requests

	Officer Resignation Requests

	Officer and Enlisted Voluntary Early Retirement (TERA) Requests 

	Enlisted Transfer to Fleet Reserve Requests

	Enlisted 30-Year Retirement Requests

	Selective Reenlistment Bonus (SRB) Program Requests

	Cancellation of Force Management Requests


	Navigate:

	
	Go  ► Contract Administration  ► Force Management

	
	       THEN

	
	Use ► Retirement 
	► Retirement  


A Retirement Request is shown in the following panels.
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Remarks Panel

 

Use to select clauses that apply to the member.  Also use to 

document any additional information.  To select more than one 

clause, press 

<F7>

 or click the Insert Row icon.  Use the Scroll Bar 

on the far right to view selected clauses.
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The Corrections/Cancellations process is used to correct or cancel erroneous transactions transmitted to a Corporate System.  Use it to correct/cancel Gains and Losses for active duty enlisted and officer personnel.  Correct Strength Gains and Losses via Personal Data (see Personal Data in this Alphabetical Listings section of this Quick Reference Guide).  Remember to use the History panels (see Navigation in the Introduction of this Quick Reference Guide) to enter the data for transactions submitted by systems other than NSIPS so that NSIPS can correct that data.
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To Cancel a Transaction
	Navigate:

	
	Go  ► Losses  
	► Correct/Cancel Losses

	
	       THEN

	
	Use 
	► Cancel Loss - Create  

	
	
	     OR

	
	                                                                  
	► Cancel Loss - Pending


	In this example, an Activity Loss is canceled.

	Follow these steps.

	1
	Cancel Loss Create:  Use to cancel a Loss that has been transmitted to the Corporate Systems.

	2
	Enter the SSN and click OK.

	
	OR

	3
	Click OK for a list of all accounts that have had a Loss transmitted and choose from the list.

	4
	Cancel Loss Pending:  Use to modify or complete the loss transaction.  It’s only available if the Loss was not transmitted to the Corporate Systems.

	5
	Enter the SSN and click OK.

	
	OR

	6
	Click OK for a list of all accounts with a pending Loss transaction and choose from the list.
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7
	Check the Cancel check box.

	8
	You may add comments using the Comments push button.

	9
	Save the panel using the Save icon and the transaction will be forwarded through workflow.
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To Correct a Transaction
	Navigate:

	
	Go  ► Losses  ► Correct/Cancel Losses

	
	       THEN

	
	Use ► Correct Activity Loss                                                            


	In this example, an Activity Loss is corrected.

	Follow these steps.

	1
	Enter the SSN and click OK.

	
	OR
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9

 

10

 

2
	Click OK for a list of all accounts that have had a Loss transmitted to Corporate Systems and choose from the list.


	3
	Check the Correct check box and the Correct Selected Loss push button will become available.

	4
	Click the Correct Selected Loss push button to retrieve the Loss panel.
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	5
	After making your changes, click OK to save the panel, and the transaction will be forwarded through workflow.
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To Cancel an Activity or Strength Gain
	Navigate:

	
	Go  ► Gains  ► Correct/Cancel Gains

	
	       THEN

	
	Use                                                            
	► Cancel Gain - Create

	
	
	               OR

	
	
	► Cancel Gain - Pending


	Follow the steps for Canceling a Transaction.


To Correct an Activity Gain
	Navigate:

	
	Go  ► Gains  ► Correct/Cancel Gains

	
	       THEN

	
	Use                                                     
	► Correct Activity Gain


	Follow the steps for Correcting a Transaction.


	HELPFUL HINT (HH)

	1
	The correct and cancel process also allows for the correction/cancellation of pay and allowances that have been transmitted to Corporate Systems for active duty enlisted and officer personnel.  The Pay Supervisor will have final approval authority.  This is Release 1.0 functionality.  This process should be done in UMIDS/DMO until NSIPS Release 1.0 is deployed to your site.
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Use the Dependency Data (Page 2) function to record changes to active and inactive Navy officer or enlisted person’s dependency information, parent information, emergency data, designated beneficiary information, and required remarks.

	Navigate:

	
	Go    ► Dependency Data  
	

	
	                        THEN                                       
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	Use   ► Dependency Application/DOS                                                     
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Seven panels make up Dependency Data.  Inside six of the seven panels (all but the Remarks panel) are embedded panels, called modal panels, which allow for the input of large amounts of data.  When data entry in the Dependency Data panels and their modal panels is completed, click the Save icon.  (See the NSIPS Help System for details on panel fields.)
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	HELPFUL HINTS (HH)

	1
	The Dependency Data panels can be accessed and updated by selecting the Dependency Data push button on the Misc Data panel while processing an Activity Gain.

	2
	The address of the Spouse and Dependents can be automatically updated if they are co-located with the member.  This is done when the Co-Located with member check box on the Address modal panel is checked.  The member’s address must be updated via Personnel Maintenance for the current address to display (see Personnel Maintenance in this Alphabetical Listings section of this Quick Reference Guide).

	3
	Dependency Data also contains a feature to determine if changes made impact the member’s Basic Allowance for Housing and provides the capability to produce the appropriate pay transaction.  This is Release 1.0 functionality.  This process should be done in UMIDS/DMO until NSIPS Release 1.0 is deployed to your site.


	HELPFUL HINTS (continued)

	4
	Notice there is no workflow row, so when you save the transaction, it is readied for transmission.  Under Release 1.0 functionality, it will be a workflow item.

	5
	The format for entering a date is MM/DD/YYYY.  The format for name is last name, no space, first name, space, middle name or initial.

	6
	When saving, you will be asked if you would like to print a copy of  the Page 2.  Select Yes, select a signature authority from the drop-down list, and the document can be printed using the Report Status Monitor.

	7
	To print a Page 2 that was previously transmitted, use the Forms/SubDocs function and enter member’s SSN.

	8
	When you are finished entering data on a modal panel, you have three options:

· Selecting the OK push button applies the changes and takes you back to the Dependency Data panel in which you were working.

· Selecting the Cancel push button deletes the data you entered and takes you back to the Dependency Data panel in which you were working.

· Selecting the Apply push button applies the changes to the Dependency Data panel in which you are working and keeps you in that modal panel group.

	9
	If you click OK on a modal panel and then decide to cancel the rest of the process, the modal panel information that you entered does not get removed and rewritten with the original information.  You would need to go back to that modal panel and change it back to the original data yourself.


DUTY STATUS CODE (DSC) TABLE

The first (left most) position of the Duty Status Code has the following meaning:

1 = Active Duty, 2 = SELRES (Parent Unit), 3 = SELRES (Short Tour – 29 days or less), 4 = SELRES (Long Tour – 30 days or more), 5 = IRR (S1/S2 status),

6 = IRR (Voluntary Training Unit), 7 = IRR (VTU on Short Tour – 29 days or

less), 8 = IRR (VTU on Long Tour – 30 days or more), and 9 = Retired.

	DSC
	Description
	DSC
	Description

	100
	Present for Active Duty
	146
	Active Duty, MIA/POW

	110
	Active Duty, Detached to TAD
	147
	Active Duty, Deceased
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111
	Active Duty, Detached from TAD
	148
	Discharged from Active Duty

	120
	Active Duty, TAD for Manning Assistance
	150
	Active Duty, Failed to Report for Duty

	121
	Active Duty, TAD for School
	151
	Active Duty, Erroneous Gain

	122
	Active Duty, TAD for Hospitalization
	170
	Absent from Active Duty Command

	123
	Active Duty, TAD In Confinement
	171
	Active Duty, Absent from TAD

	124
	Active Duty, TAD for Regular Duty
	172
	Active Duty, IHCA

	133
	Active Duty, Separation/Retirement Leave
	173
	Active Duty, IHCA from TAD

	136
	Active Duty, Indefinite Leave
	174
	Active Duty, Deserter

	140
	Active Duty, Detached to Home for APEBP
	198
	Active Duty, Prospective Gain to Full Strength

	141
	Active Duty, Home awaiting APEBP
	199
	Active Duty, Prospective Gain

	142
	Active Duty, Detached from APEBP to duty
	200
	SELRES (Parent Unit), Present for Duty

	143
	Active Duty, Admin Punitive Discharge, Drop from Strength
	210
	SELRES Transfer to Another Unit


	Duty Status Codes (continued)

	DSC
	Description
	DSC
	Description

	211
	Detached to AD for Special Work, ADSW > 30 Days or Involuntary Mobilization
	470
	Absent from SELRES (Long Tour)

	247
	SELRES (Parent Unit), Deceased
	472
	SELRES (Long Tour), IHCA

	248
	Discharged from SELRES (Parent Unit)
	474
	SELRES (Long Tour), Deserter

	297
	Released from Mobilization, Pending Check in to Unit
	499
	SELRES (Long Tour), Prospective Gain

	298
	Prospective Gain to Active Duty for Mobilization
	500
	IRR (S1/S2 status), Present for Duty

	299
	SELRES (Parent Unit), Prospective Gain
	600
	IRR (Voluntary Training Unit), Present for Duty

	300
	SELRES (Short Tour), Present for Duty
	610
	IRR (Voluntary Training Unit) Transfer to another Unit

	347
	SELRES (Short Tour), Deceased
	611
	IRR (Voluntary Training Unit), Detached to AD for Special Work, ADSW > 30 Days or Involuntary Mobilization

	370
	Absent from SELRES (Short Tour)
	647
	IRR (Voluntary Training Unit), Deceased

	372
	SELRES (Short Tour), IHCA
	648
	Discharged from IRR (Voluntary Training Unit)

	374
	SELRES (Short Tour), Deserter
	697
	Released from Mobilization, Pending Check in to Unit

	399
	SELRES (Short Tour), Prospective Gain
	698
	Prospective Gain to Active Duty for Mobilization

	400
	SELRES (Long Tour), Present for Duty
	699
	IRR (Voluntary Training Unit), Prospective Gain

	447
	SELRES (Long Tour), Deceased
	900
	Retired, Present for Duty
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Use Forms/Sub Docs to print transaction documents that have already been created without having to go into the transaction.

NOTE:  The Court Memorandum and Record of Unauthorized Absence forms can only be printed after your Supervisor has released the transaction. 

To Print transaction documents
	Navigate:

	
	Go  ► Forms/Sub Docs  ► Use  
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	Follow these steps:
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1
	Select the type of transaction document that you want to print.


	2
	An Add or Update/Display box will appear.

	3
	Use Add to print a new transaction document.  (Use Update/Display to print a previously saved transaction document.)


	4
	Identify your transaction documents by Run Control IDs, consisting of a maximum of 10 alphanumeric characters with no spaces; they are similar to filenames.

Enter Run Control ID (if using Add) or select a Run Control ID from the list (if using Update/Display) and select OK.

	5
	An SSN panel will appear, where you enter SSN or select from a list of SSNs.

	6
	Press <Tab>, and the name matching that SSN will appear.

	7
	Select Run (the first stop light icon on the NSIPS Menu Bar).

	8
	The Process Scheduler Request panel will appear.
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9
	Select Run Location (Server) and click the drop-down arrow to ensure that PSNT is selected for server type.  In most cases, no other options will require changing.

	10
	Select OK to save options for your transaction document by Run Control ID.


	11
	Next, click the Red X on the NSIPS Menu Bar.

	12
	Select Go  ► Report Status Monitor/Print  ► Use  ► Report Status Monitor/Print  ►  Report Status Monitor.

	13
	The Report Status Monitor print panel will appear with the transaction document listed.

	14
	Select either the Print or View push button from the Report Status Monitor.
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Also see Process Scheduler and Report Status Monitor in this Alphabetical Listings section of this Quick Reference Guide.
Function keys or special keys play a vital role in the operation of NSIPS.  Each key performs a unique function while in the NSIPS application panels.  Use the function keys (or their Toolbar icon) to perform those commonly used functions described here.

NOTE:  In the NSIPS Help System, these keys perform different functions.

	Key
	Use to
	Icon

	<F1>
	Activate NSIPS On-line Help System
	

	<F2>
	Move to the next panel in a panel group
	

	<F4>
	View a list of options in a drop-down list
	

	<F6>
	Move to a new panel in a menu list
	

	<F7>
	Insert a new row of data
	

	<F8>
	Delete a row of data
	

	<F9>
	Move to the next item in a list
	

	<F11>
	Use in the workflow list to go back and forth from the work item to the worklist
	

	Additional Function Key Combinations (No Icon)

	<Shift>+<F2>
	Move to the previous panel in a panel group

	<Shift>+<F4>
	View a partial list of options from a drop-down list based on partial key value input

	<Shift>+<F6>
	Move to the previous panel in a menu list

	<Shift>+<F9>
	Move to a previous item in a list

	<Ctrl>+<F4>
	Prompt for alternate search criteria
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It’s easy to find what you’re looking for by turning this page.  NSIPS  transactions / functions with easy-to-use instructions appear in alphabetical order.  
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NSIPS Help ▰ Corrections and Cancellations�
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NSIPS Help ▰ Reports


▰ Reports Troubleshooting�
�
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NSIPS Help ▰ Contract Administration�
�
▰ Force Management�
�






For a new transaction.





For a previously created transaction that has not been released by the supervisor.
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NSIPS Help ▰ Ad-Hoc Queries/Reports


▰ Relational Database Management


▰ Navigation


▰Joining Tables


▰Sample Ad-Hoc Worksheet located in the Ad-Hoc


 Queries/Report Section under Ad-Hoc Development


 Trainee Guide Handout�
�
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Use to display information about the member’s children or other dependents.  To add information about a child and/or dependent,  right-click in the Dependent ID field and highlight Modify/Add Dependent.  This will activate the modal panels.  Some of the information entered here includes name, relationship, birth date, student, handicapped, and address of the child/dependent.  Use <F7> or click the Insert Row icon to insert a row for each additional dependent.  Use <F8> or click the Delete Row icon to delete the row of data that no longer applies.





Use to indicate the status (living, deceased, or unknown) of the�member’s parents.  Selecting the Modify/Add Father or Modify/Add Mother push button activates the modal panels used to add parent’s name, address, and dependent status.





Child and/or Dependent Panel





Parents Panel































































































NSIPS Help ▰ Dependency Data�
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Emergency Data Panel







Beneficiaries Panel







Use to record if SGLI Beneficiary Designation is on file and the designation date.  Also use to record allocation of unpaid allowance, allotments, and death gratuity.







Use to record the name, relationship, and address of an emergency contact.  Access the modal panel by right-clicking in the Contact ID field and highlighting Modify/Add Emergency Contact.  Add information on Life Insurance, Will, and Valuable Papers by selecting the appropriate push button.
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Use to select clauses that apply to the member.  Also use to document any additional information.  To select more than one clause, press <F7> or click the Insert Row icon.  Use the Scroll Bar on the far right to view selected clauses.
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Summary Panel







Spouse Panel











Displays the summary of Dependency Data (Page 2) information.  Entries made on other panels are reflected here.  







Use to indicate member’s martial status.  Access the modal panels by selecting the Modify/Add Spouse push button.  Information entered here includes the spouse’s name, birth date, date and place of marriage, citizenship, dependent or military spouse, address, next of kin, co-located, and command sponsored info.  
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