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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: image17.wmf] 

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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 The Inactive Duty Training (IDT) function in NSIPS contains 20 panels that are used in the processing of IDT.  Periods of IDT can be scheduled, recorded, verified, and posted for payment either as an individual or as a unit.  To access the IDT function, your NSIPS account must be set up with the Access Type as Reserve and the Role as either Reserve IDT Clerk or Reserve IDT Supervisor.
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     To Schedule an IDT period for an Individual

The Schedule panel is used to schedule, reschedule, and delete IDT drills.

	Navigate:

	
	Go  ► Inactive Duty Training  ► IDT Individual

	
	       THEN

	
	Use ► Schedule 
	


	In this example, an IDT period on an Individual is scheduled, recorded, verified, and posted.

	Follow these steps.

	1
	Enter SSN and select OK.

	
	OR

	2
	Select OK without entering SSN for a list of all Reserve accounts for which you have access and choose SSN from the list.

	3
	Enter the IDT date.

	4
	Enter the Period (1 = first/morning period, 2 = second/evening period).

	5
	Enter the Type by selecting from drop-down list.

	6
	Enter the Reason by selecting from drop-down list.

	7
	Use <F7> or the Insert Row icon to schedule more than one IDT period.

	8
	Use <F8> or the Delete Row icon to delete a scheduled IDT period.
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9
	Select the Save icon.

	10
	Use the Get Records push button to retrieve IDT scheduled information for the date entered in the IDT Date field.

	11
	Use the Get All Records push button to retrieve all IDT information.

	12
	The Totals push button will display the Member’s Drill Limits panel, which shows the IDT totals and drill history for the current and previous fiscal year.

	13
	Use the Set IDT Default Limits panel to set the IDT limits, allowing you to schedule drills.  After the beginning of each fiscal year, feedback from RHS will overwrite with the actual drill limits.
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To Record an IDT period for an Individual

The IDT Clerk will record the IDT periods performed when signed documentation has been received certifying performance of the IDT period(s).  This panel displays all IDT periods that are ready for recording on the individual selected.  The panel enforces drill limits for the current fiscal year.  Here, you can record IDTs already scheduled, record IDTs that have not been scheduled, and reverse IDTs recorded that should not be posted.

	Navigate:

	
	Go  ► Inactive Duty Training  ► IDT Individual

	
	       THEN

	
	Use ► Record - Create 


	Follow these steps.

	1
	Enter SSN.

	2
	Select the Get Records push button.

	3
	Enter the date of the IDT in the IDT Date field.

	4
	Review the IDT Date, Prd (period), IDT UIC, and Type fields.  You can edit these fields to correct the information, if necessary.

	5
	Check the Rec (record) check box to indicate this is to be recorded.

	6
	Indicate the appropriate workflow action and save the transaction using the Save icon.
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7
	The transaction is then saved as pending.


[image: image31.wmf] 

To Post an IDT Period for an Individual

Use the Verify/Post-Pending panel, which reflects IDT periods that have been recorded and are ready for posting.  Here you can post drills to the database for payment, delete drills, or take no action.  IDT information cannot be corrected on this panel.  Corrections are to be made via the Record panel.  This panel is accessed by the Reserve IDT Supervisor account.

	Navigate:

	
	Go  ► Inactive Duty Training  ► IDT Individual

	
	       THEN
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	Use ► Verify/Post - Pending


	Follow these steps.

	1
	Enter SSN.

	2
	Review the display-only information.

	3
	If you agree with all of the information displayed, select the Post All push button.

	
	OR

	4
	If you identify problems with the information displayed, select the No Action All or Delete All push button and no IDT information is posted.

	5
	Select the Save icon.

	6
	You can then return the documentation to the clerk for correction via the Record panel.


The NSIPS IDT function contains these panels.  (See the NSIPS Help System for a complete description and function of each panel.)

	IDT Individual Schedule

	IDT Individual TAD Schedule

	IDT Member's Drill Limits

	IDT Individual Record

	IDT Individual Verify/Post

	IDT Individual Arrears Processing

	IDT Individual Cancel

	IDT Individual Reprocess - Create

	IDT Individual Reprocess - Pending

	IDT Unit Schedule

	Unit Schedule Member Processing

	IDT Unit Record

	Unit Record Member Processing

	IDT Unit Verify/Post - Pending

	IDT Unit Arrears Processing

	IDT Unit Arrears Member Processing

	IDT Unit Verify Arrears - Pending

	IDT Incentive Pay - Create

	IDT Incentive Pay History

	Set IDT Default Limits
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 Use the Legal functions of NSIPS to create and update the Record of Unauthorized Absence, Record of Court-Martial, and Non-Judicial Punishment (NJP) actions that affect pay.  NSIPS will transmit to the Navy Enlisted System (NES) the 050 (Record of Unauthorized Absence) and the 340 (Court Memorandum) transaction once the supervisor saves the transaction.

	Navigate:
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	Go    ► Legal  
	

	
	                        THEN                                       
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	Use   ►                                                      
	


	Select one of the Use Menu Options

	Unauthorized Absence – Create
	To create an initial Unauthorized Absence (UA) report.

	Update UA – Create
	To update a UA report that was previously submitted.

	Unauthorized Absence – Pending
	To finish processing an incomplete UA report that was not transmitted to the Corporate System.

	Court Memorandum – Create
	To create an initial court memo transaction.

	Update Court Memo – Create
	To update a court memo that was previously submitted.

	Court Memorandum – Pending
	To finish processing an incomplete court memo that was not transmitted to the Corporate System.

	UA FIDS  – Create
	To report, change, or cancel periods of UA or Confinement to Defense Joint Military Pay System–Active Component (DJMS-AC).

	UA FIDS – Pending
	To finish processing an incomplete UA Format Identifiers (FIDS) report that was not transmitted to the Corporate System.

	NOTE:  The UA FIDS are 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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To Report Unauthorized Absence (UA) Over 24 Hours
	Follow these steps.

	1
	Select Unauthorized Absence – Create and UA Report from the Use menu.

	2
	Enter the SSN.

	3
	The UIC UA From field is pre-filled with the UIC.  If incorrect, enter the correct UIC.

	4
	The Ship or Station field will be pre-filled based on UIC entered.

	5
	Enter the date UA began in the Date field.

	6
	Select AWOL, Over Liberty, or Over Leave in the Type of Absence field.  
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7
	Enter the hour UA began in the Hour field.

	8
	Select Save.


To Report Return From UA
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Follow these steps.

	1
	Select Update UA  – Create and UA Report from the Use menu.

	2
	If the member was In the Hands of Civil Authorities during this UA period, enter data in the appropriate fields.

	3
	In the Return to Military Jurisdiction section, enter data in the appropriate fields.

(See the Legal/Panels/Unauthorized Absence section of the NSIPS Help System for a complete explanation of each panel field.)
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4
	Click the UA Determination tab.


	5
	Select the appropriate radio button.

	
	
	Absence not yet determined
	This button is defaulted upon creation of the initial Page 6 and will remain defaulted until a determination has been selected.

	
	
	Determined not Unauthorized Absence
	Use when the member has returned from UA and the Commanding Officer determines the absence was unavoidable and not to be charged as a UA.

	
	
	Absence Unavoidable, Charged as Leave
	Use when the Commanding Officer determines that the absence was unavoidable and is to be charged as leave.

	
	
	Absence not Excused
	Use when the Commanding Officer does not excuse the absence and the period is charged as lost time.  When selected and the panel is saved, the member's Pay Entry Base Date (PEBD), Expiration of Active Obligated Service (EAOS), and Active Duty Service Date (ADSD) are automatically updated and the 050 transaction is generated to NES.

	6
	Select Save.
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To Process NJP or Court Martial Results
	Follow these steps.

	1
	Select Court Memorandum – Create and Court Action or Disposition from the Use menu.

	2
	Enter the SSN.

(See the Legal/Panels/Court Memorandum section of the NSIPS Help System for a complete explanation of each panel field.)
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3
	Select the Adjust Fine/Forfeiture push button to mitigate or remit fines and/or forfeitures, if applicable.



	4
	Click the Disposition tab.



	5
	Select Save.


	HELPFUL HINTS (HH)

	1
	Navigate using AT Legal (vs. Legal) to create the Record of Unauthorized Absence and Court Memorandum for reservists who are present for duty (short tour - DSC 300) or present for long tour (DSC 400).

	2
	Unauthorized Absences of 24 hours or less are to be recorded on the NAVPERS 1070/613, Administrative Remarks.

	3
	Unauthorized Absence or Report of Deserter status that commenced prior to the Go Live date of NSIPS for your command cannot be entered upon return.  However, if you create the transaction and  “cut-and-paste” them to a Word program, you can fax them to the appropriate activity for posting.  The system will compute the lost time and new Expiration Term of Service (ETS), but will not allow saving of the transaction.

	4
	Ensure that you read the Remarks section on the Unauthorized Panel upon saving.  If dates entered are incorrect and then corrected prior to saving, the Remarks section will record the first dates entered.  NSIPS provides the ability to edit the Remarks section prior to final save.

	5
	Punishment that does not affect pay will be recorded on the NAVPERS 1070/613, Administrative Remarks.

	6
	Print the Page 6 and Court Memorandum via Forms/SubDocs after the person with final approval authority has saved the transaction.



Use Losses to create Activity Losses, Admin Losses, Casualty Losses, Mass Losses, Strength Losses, and RTC Multiple Losses and to cancel or correct Loss transactions.


Use Activity Loss to report active duty officer and enlisted personnel:

	Detachments from a command/activity as a result of Permanent Change of Station (PCS) orders and Temporary Additional Duty (TAD).  

	Detachments from their duty station while awaiting results of Physical - Evaluation Board Proceeding (PEBP).

	Detachments from his/her home of selection to the duty station when the PEBP finds them fit for duty.


To Complete an Activity Loss
	Navigate:

	
	Go  ► Losses  ► Activity Loss

	
	       THEN

	
	Use 
	► Activity Loss - Create  

	
	
	     OR

	
	                                                                  
	► Activity Loss -  Pending




	In this example, an Activity Loss is created.

	Follow these steps.

	1
	Enter the SSN of the individual that you are transferring.

	2
	Complete the Activity Loss panel.



	3
	Click the Save icon to forward to the appropriate supervisor via workflow.

	4
	If you need to retrieve the Activity Loss transaction, at anytime until released by the supervisor, select Activity Loss - Pending (vs. Create).


Use Admin Loss to report the administrative loss of an individual from active duty.  This process normally applies to members who are in an administrative leave, appellate leave, awaiting orders, or other administrative status pending final separation disposition.

Use Casualty Loss to report:

	Navy personnel on active duty classified as missing.

	The death of Navy reserve personnel.

	NOTE:  To report the death of an active member, refer to MILPERSMAN Article 1770.




Use Group TAD Loss to transfer multiple personnel (more than one) for Temporary Additional Duty (TAD).  The maximum number of records that can be selected for processing will vary depending on each system's capability.  Enter the UIC that the members are Reporting To and then enter the UIC that the members are Transferring From.  Those records that are held in a Duty Status Code (DSC) of 100 (present for active duty) for the selected UIC will be retrieved.

You may select or de-select records retrieved for processing.  Once the records are approved and saved, a Group Number will be assigned.  That Group Number is used when members are gained using the Mass TAD Gain process.  The Mass TAD Loss 2 panel is used to select the individuals.

Use Mass Loss to transfer multiple personnel (more than one) for Permanent Change of Station (PCS).  The maximum number of records that can be selected for processing will vary depending on each system's capability.  Enter the UIC from which the personnel are transferring and those records that are held in Duty Status Code (DSC) 100 (present for active duty) will be retrieved when you press the Get Records push button. 


You may then select or de-select records as appropriate using this panel.

To Complete a Strength Loss
	Navigate:

	
	Go  ► Losses  ► Strength Loss

	
	       THEN

	
	Use 
	► Strength Loss - Create  

	
	
	     OR

	
	                                                                  
	► Strength Loss -  Pending


	In this example, a Strength Loss is created.

	The Update/Display-Strength Loss-Create box will display.

	Follow these steps.

	1
	Enter the SSN of the individual that you are separating.

	2
	The Strength Loss Create panel will display with three panels from which to choose:  Strength Loss 1, Strength Loss 2, and Address.

	3
	Complete the transaction by referencing the NSIPS Help System,

Strength Loss.


	HELPFUL HINTS (HH)

	1
	When attempting to perform an Activity Gain on a member who has not had an Activity Loss done, 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.


Use RTC Multiple Losses to transfer multiple personnel (more than one) for either Duty Under Instruction (DUINS) or Temporary Duty Under Instruction (TEMDUINS).  The maximum number of records that can be selected for processing will vary depending on each system's capability.  Select the desired Company Number for processing and those members who are held in that company with a Duty Status Code (DSC) of 100 (present for active duty) will be retrieved.  Then select or de-select records as appropriate.

To Cancel or Correct Losses see Corrections/Cancellations in this Alphabetical Listings section of this Quick Reference Guide.

	HELPFUL HINTS (HH)  continued.

	2
	When entering SSN, the system allows for entry of a partial SSN resulting in a list of SSN matches from which you can choose.

	3
	On Pending transactions, if you leave the SSN field blank, all Activity Loss transactions created but not yet released by the supervisor will be available for your selection.  NOTE:  This applies to all workflow transactions, not just Activity Losses.

	4
	A valid address must be entered on the Address panel for the Strength Loss transaction.  NSIPS has a built-in system to ensure the first three digits of the zip code correctly match the State’s zip code.
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