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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
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<F2>
	Move to the next panel in a panel group
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	<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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Use Gains to complete Activity Gains, Group Temporary Additional Duty (TAD) Gains, Strength Gains, and the Correction

and Cancellation of Gains.

Use Activity Gain to process the gain of a member:

	At a command/activity.  

	At home while awaiting results of Physical - Evaluation Board Proceeding (PEBP).

	Back to command/activity if found fit/restored to duty by PEBP.

	AND

	Correction of the date an officer or enlisted member was received at an activity/command.
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To Complete an Activity Gain
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Navigate:

	
	Go  ► Gains  ► Activity Gain

	
	       THEN

	
	Use 
	► Activity Gain - Create

	
	
	     OR

	
	                                                                  
	► Activity Gain - Pending
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	In this example, an Activity Gain is created.

	Follow these steps.

	1
	Complete the following panels.

	
	Report 
	Enter the Action Reason, select <Tab>, and the other fields will be available.  If the Loss transaction corresponding to this gain was completed, some information will display automatically.

	
	Delay in Reporting 
	Use to account for elapsed time.

	
	Misc Data
	Use to access the Dependency Data and Address/Phone transactions.

	
	Additional Reporting
	Use to complete accounting of elapsed time when multiple periods of leave and TDY elapsed time exist.  Use <F7> (Insert Row) and <F8> (Delete Row) to assist in completing these transactions.

	2
	Click the Save icon to forward to the appropriate supervisor.

	3
	To retrieve the Activity Gain transaction, at anytime until released by the supervisor, use the Pending transaction function.
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Use Group TAD Gain to gain multiple personnel (more than one) for Temporary Additional Duty (TAD).  Enter the group number created when the members were transferred using Mass TAD Losses.  Then [image: image16.png]


select or de-select those records desired for processing.
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Use Strength Gain to process:

	Entry of non-recruit enlisted and officer members for initial affiliation in the Selected Reserve (SELRES).

	Receipt of enlisted and officer members in the SELRES upon release from active duty.

	An officer appointment in the SELRES from civilian status.

	First enlistments into the SELRES, including prior US Navy Veterans and other service Veterans.

	Enlistments into the SELRES under the provisions of the Advanced Paygrade Program.

	Reenlistments into the SELRES under continuous service conditions, 2 to 90 days after discharge.

	Reenlistments into the SELRES under broken service conditions, more than 90 days after discharge.

	Receipt of enlisted and officer members in the SELRES from the Individual Ready Reserve (IRR).


NOTE:  Active duty strength gains are addressed under Personal Data in this Alphabetical Listings section of this Quick Reference Guide.
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To Cancel or Correct Gains see Corrections/Cancellations in

 this Alphabetical Listings section of this Quick Reference Guide.

	HELPFUL HINTS (HH)

	1
	When attempting to perform an Activity Gain on a member who has not had an Activity Loss created, the loss must first be done if the member's losing command is within the PPSUIC of the gaining command.  If the member's losing command is not within the PPSUIC of the gaining command, an All-NSIPS Member Request may be done, followed by the Activity Gain without doing an Activity Loss first.

	2
	When using the Pending transaction, leaving the SSN blank will produce a list of all Pending Gains waiting to be released.

	3
	Strength Gain (Cancellation Only) – Correction to Strength Gains is performed using the Personal Data function (see Personal Data in this Alphabetical Listings section of this Quick Reference Guide).

	4
	Completing the Dependency Data and Address/Phone transaction from the Miscellaneous Data panel will reduce time in completing all of the transactions independently.  Printing of the Dependency Data after completion through the Miscellaneous Data panel can be performed through Forms/Sub Docs (see Forms/SubDocs in this Alphabetical Listings section of this Quick Reference Guide).
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NSIPS Help ▰ Gains�
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▰ Activity Gains


▰ Group TAD Gain


▰ Strength Gain


▰ Correct/Cancel Gains�
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Gains





For a new transaction.





For a previously created transaction that has not been released by the supervisor.
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