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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.


[image: image11.wmf] 


[image: image12.wmf] 

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.
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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                                       

	[image: image19.wmf] 

[image: image20.wmf] 


	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.  

	7
	Enter the hour UA began in the Hour field.

	8
	Select Save.


To Report Return From UA
	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.)



	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.



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.)


	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.
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