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This NSIPS Quick Reference Guide will give both new and experienced users a quick and handy reference to NSIPS.

Information is organized in alphabetical order in the Alphabetical Listings section.  Cross-referencing and indexing bring you to related topics.  NSIPS input screens are included with step-by-step instructions.
The Troubleshooting section includes solutions for the most common calls to the NSIPS Help Desk.

The NSIPS Help System section outlines NSIPS’ thorough on-line help.  The NSIPS Help System is also cross-referenced in the Alphabetical Listings section.  If you do not find the details that you are looking for in this Quick Reference Guide, go to NSIPS Help for a comprehensive explanation of your question.

A quick list of navigation to NSIPS functions is found in the Go and Use Menus section.

The Index includes all references to any single topic in this book.

You can either look up your specific topic question by alphabetical listing or by the index.

For each NSIPS function described in this guide, you will see either one or both of these symbols:            .  The symbols indicate what type of user, either a Clerk or a Supervisor or Both Clerk and Supervisor, has the capability to use the particular NSIPS function.
Throughout this NSIPS Quick Reference Guide, you will see references to the comprehensive NSIPS Help System.  References at individual topics in the Alphabetical Listings section will look like this.


Use this information to get to more detailed information and instructions for your particular topic in the NSIPS Help System. 

To learn how to access the NSIPS Help System, see the NSIPS Help System section in this Quick Reference Guide.


Some Helpful Hints may be located at the end of topics listed in the Alphabetical Listings section of this Quick Reference Guide.  Helpful Hint references will look like this.
NSIPS is designed in the PeopleSoft-HR application.  Data are entered into NSIPS via customized PeopleSoft panels.

Access to NSIPS functions is controlled by your security profile.  NSIPS will only display the functions related to your specific job responsibilities.

To get to the NSIPS application panels, security features, and report functionality, you will navigate through a series of menus to specific panel groups where you will enter data.  These menus are structured to help you associate business functions with NSIPS transactions.

The business function shown here is an Activity Gain.


Go and Use are the most important menu selections used in accessing panel groups.  Selections you make from the Go menu (business functions) determine what you will see in the Use menu (NSIPS transactions).  By selecting items within these menus, you move to the appropriate panel for the transaction.

See the Go and Use Menus section of this Quick Reference Guide for a list of actions needed and their corresponding Go/Use navigations.

In the previous example, Legal was selected from the Go drop-down list and the corresponding NSIPS transactions were available in the Use drop-down list.

There are several different types of actions that can be performed on the same business function.  NSIPS calls this a view.   The many variations of views depend upon the pay and/or personnel process you select.  The most common views are

· Create – Use to initially create a new transaction.

· Pending – Use to modify a transaction previously created, but not yet transmitted.

· Inquire – Use to view the member's history or to generate reports.

· History – Use to enter the data for a transaction submitted by a system other than NSIPS so that NSIPS may correct it.  Saving a Correct History panel will not result in a transaction to corporate systems; it only allows previously submitted transactions to be corrected by using the normal Correction process.

The create and pending views for the function are listed on the submenu under the Use menu. 

Some pay and personnel transaction information on a member is kept as history.  The Inquire menu choice on the Menu Bar is used to view historical information. 

When Entitlements or Personnel Maintenance is selected from the Go menu, the menu item Inquire appears on the Menu Bar.  This allows access to the member's transaction history in these categories.

Once the proper menu navigation is complete and the correct view is selected, NSIPS displays the appropriate panel.


To find the correct record in the panel, you may have to navigate using a Search Dialog Box.  The Search Dialog Box appears after you make a selection from the Use Menu.


[image: image4.wmf] 


In most transactions, you will use the Social Security Number (SSN) or Name field.

The Employment Record Number (Employment Rcd Nbr) is used to identify a record as either active duty (0) or  reserve (1).  When you have a member who holds both reserve and active duty records, this field is used to indicate what record is required from the database.  This is a three-position field; however, NSIPS only requires one digit. 

The Search Dialog Box generates a search of the database to find the requested member.  NSIPS allows for a partial entry of SSN or Name and will search the database for all records that closely match that partial entry.  An entry in these fields will display a list of members with the closest match to the search criteria entered.  Scroll through the list to find the member you need.  To activate the record required, highlight the entry and double-click. 

A detailed description of each NSIPS panel’s fields and features can be viewed in the NSIPS Navigation section of the NSIPS Help System.  (See the NSIPS Help System section to learn the way to access help).
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Navy Standard Integrated Personnel System (NSIPS) Overview


NSIPS is designed to integrate all Navy manpower processing capabilities into a single point-of-entry system.  This means that NSIPS becomes the only field-level system that collects, stores, reports, and transmits pay and personnel data to all corporate level systems.  NSIPS consolidates the following four legacy systems:


Reserve Standard Training Administration and Readiness Support (Manpower and Personnel) (RSTARS(MP))


Source Data System (SDS)


Uniform Microcomputer Disbursing System (UMIDS)


Diary Message Reporting System (DMRS)


NSIPS operates in all personnel and pay offices worldwide.  It supports active duty and reserve personnel sites both ashore and afloat.


NSIPS complies with Department of Defense (DoD) standards for data and telecommunication.  There are many benefits of NSIPS:


It consolidates all facets of the Navy into one data reporting system.  No matter where you are located, the reporting system is the same.


This single point-of-entry system allows active duty and reserve personnel records to be stored on one server.  This allows for Navy-wide queries of manpower information.


NSIPS is able to run on multiple platforms, configurations, and environments.  This means mobile detachments can collect their records any time, from any location around the world.
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LETTER OF PROMULGATION


The NSIPS Program Office is pleased to provide you with this Quick Reference Guide full of useful Tips to help you with the day-to-day operation of NSIPS.  The intent of the guide is as its name states "a quick reference."  It is still recommended that you use the on-line help system that is provided with the application.  But in matters where you only need a refreshing tip or clue, we hope this Quick Reference Guide will be of benefit.  Please maintain this guide close to your workstation and share its content with others that may be in need of the information.  


Again, we at the NSIPS Program Office are pleased to be of service and look forward to the continued success of this program reshaping the way pay and personnel business is conducted in the Navy.


	PEGGY A. FELDMANN


	NSIPS PROGRAM MANAGER
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References to the NSIPS Help System





How to use This Quick Reference Guide 





Navigating NSIPS





Access Panel Groups with Go and Use
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Processing Transactions
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