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Use the Message Status Inquiry feature to track transactions previously sent to the Corporate Systems.

	Navigate:
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	Go  ► Message Status Inquiry  ► Inquire  


	You can conduct an inquiry by supplying one of three identifiers

	· Message Status by Object ID – Enter the SSN or UIC of the transaction.  This is the Recommended Inquiry Method.

	· Message Status by Trans ID – Enter the NSIPS-generated transaction number.

	· Message Status by Operator – Enter the Operator ID of the individual who released the transaction.


Your results will display on the screen in a table.  You must scroll to view all of the columns.  This is an example of an inquiry by Operator.
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	Message Status Inquiry Results Explanations

	Row Number
	Sequential number of displayed transactions. 

	Transaction ID
	NSIPS assigned number.

	Transaction Accounting Code ID
	Alphanumeric codes created by the Corporate Systems. To look up codes, see the NSIPS Help System, Transaction Accounting Codes/ Message Names Table.

	System Identification
	Corporate System receiving the transaction.

	Object ID
	SSN or UIC of the transaction.

	Message Status
	Transaction status.

	
	Pass 
	It passed Corporate edits and posted to the Master Record.

	
	Ack
	The Corporate System has acknowledged its receipt.

	
	Fail
	It failed to post to the Master Record.

	
	Blank
	It is waiting for feedback from the Corporate System.

	
	Interim
	It is pending feedback from one or more corporate entities, but has received positive feedback from a corporate entity.

	Message Create Date/Time
	Date and time the message was created.

	Message Feedback Date/Time
	Date and time the feedback was applied to the Master Record and downloaded to the local server.

	Command
	UIC where the member is attached.

	Error Code
	If Message Status is Fail, this field is populated with the corporate error code from all Corporate Systems, with the exception of RHS.

To look up codes, see the NSIPS Help System, OPINS and NES Error Code Tables.  If not available in the Help System, refer to the Corporate Systems’ manuals.

	Error Text
	Only populated with text from RHS.

	Operator ID
	Operator ID of the individual who released the transaction.
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NSIPS has two separate mobilization processes:  Reserve Mobilization and Active Mobilization.
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Reserve Mobilization Process 
	Navigate:
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	Go  ► Personnel Maintenance  ► Mobilization

	
	       THEN

	
	Use 
	► MAS - Update  

	
	
	     OR

	
	                                                                  
	► IMS - Update  


	Using the Mobilization transaction, you can update the following for enlisted and officer personnel:

	1
	Individual Mobilization Status (IMS) Code - Naval Reserve Activity Commanding Officers are required to report status updates for members identified by COMNAVRESFOR to be mobilized.  Members identified for mobilization will be assigned an initial IMS Code of R## by COMNAVRESFOR.

The IMS Search Dialog Box appears after you make a selection on the Use menu.  The Search Dialog Box for IMS Updates has additional search fields that other Search Dialog Boxes do not.

	
	OR

	2
	Manpower Availability Status (MAS) Code - Unit Commanding Officers are required to complete a monthly review of each member in his/her unit to determine specific occurrences, which might affect recall.  MAS codes will be updated individually.
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	HELPFUL HINTS (HH) – For Reserve Mobilization

	1
	The full 9-digit SSN must be entered.

	2
	The IMS code is RC1 (Contracted SELRES/enroute to NRA), RC2 (SELRES arrived at NRA), or RC3 (SELRES departed for NMPS).




Active Mobilization

Access for processing mobilizations in NSIPS must first be granted by your System Administrator, who creates Mobilization Clerk (for example, AMOBCLK) and Mobilization Supervisor (for example, AMOBSPR) accounts.

The basic step in Mobilization of a reservist to Active Duty is the Strength Gain Process through the use of Mobilization/Personal Data.
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Navigate:

	
	Go  ► Mobilization -  Personal Data

	
	       THEN

	
	Use 
	► Mobilization PD - Create  

	
	
	     OR

	
	                                                                  
	► Mobilization PD - Pending
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Select from a list of six items to start processing data.  You will need to enter the full 9-digit SSN.  It is recommended to start with the first item (Personal Info).
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This panel sample is similar to that of a mobilized account.
	HELPFUL HINTS (HH) – For Active Duty Mobilization

	1
	If the SSN is not in ALLNSIPS, an ALL NSIPS Member Request must be done.

	2
	Ensure that the member is gained for Mobilization, not Recall or ADSW.

	3
	It is recommended that a member being mobilized not be transferred to Ultimate Duty Station until after the pay account has been created.

	4
	Create an Activity Loss with loss reason of MB1 when transferring member to Ultimate Duty Station.

	5
	When gaining the member for De-Mobilization, the Action reason should be Temporary Duty with ACC of 380.

	6
	Complete a Strength Loss for the separation.


[image: image26.wmf] 

Permanent Change of Station (PCS) Orders will be processed by the member’s local personnel command via NSIPS for all shore establishments, ships and deployable units, squadrons, and staff personnel.  PCS orders can be printed or e-mailed by the local personnel office to the member’s command.
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Orders received by NSIPS must be translated before they can be viewed.  This process should be performed daily via the Orders Job panel.
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To Translate Orders

	Navigate:

	
	Go  ► Orders  ► Process  ► Orders Job  
	► Add

	
	                                                                                  OR
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	► Update/Display


	Follow these steps.
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1
	The Orders Job panel will reflect your USERID (Operator ID) and the Run Control ID that you enter.

	2
	Click on the Run icon  [image: image87.wmf] 

.   The Process Scheduler Request panel will display.  This process should be run daily during non-peak hours.
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	Scheduling Your Reports using the Process Scheduler Panel

	3
	Ensure that the Server radio button under Run Location is selected.  If not, select it.

	4
	Then choose PSNT from the Server list box.

	5
	Ensure the File radio button under Output Destination is selected.  If not, select it.

	6
	Ensure the File/Printer field is defaulted to %temp%\.

	7
	Schedule the first report, Directories & Orders Text (located at the bottom of the panel) by highlighting and clicking OK.

	8
	Once the Directories & Orders Text report is completed, access the Orders Job panel again. 

	9
	Click the Run icon again, ensuring that the Run Location and Output Destination are set as in steps 3 through 6.

	10
	Schedule the second report, TIS Header Info & TIS Files (located at the bottom of the panel) by highlighting and clicking OK.

	11
	Once these processes have finished, go to the Use menu to print, e-mail, or view the processed orders.


To Print Orders

	Navigate:
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	Go  ► Orders  ► Use  ► Print Outbound Orders


	Follow these steps.

	Orders are listed by arrival date. The Orders Date reflects the date the member is expected to arrive at the UIC and Command listed. 

	1
	Select Orders

· Individual orders – Check the Select check box.

· All orders – Click the Select All push button.

· Specific UIC and/or Date – Select from the UIC and Orders Date drop-down lists.

	2
	Enter the number of copies desired.

	3
	Click the Print Orders push button.

	4
	The orders will print on the NSIPS server printer.


To E-mail Orders

	Navigate:
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	Go  ► Orders  ► Use  ► E-mail Outbound Orders


	Follow these steps.

	The orders are listed in departing UIC order.

	1
	Select Orders
· Individual orders – Check the Select check box and the E-mail check box.

· All orders – Click the Select All push button.

· Specific Date – Enter the date in the Date of Request field and click the Select Date push button.

	2
	Click the E-mail Orders push button at the lower right.
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3
	On the Order Processing panel (the next panel), select your e-mail process and click OK.
If you are unsure of which process to use, contact your System Administrator.


To View or Print Individual Orders

	Navigate:


	
	Go  ► Orders  ► Use  ► View/Print Individual Orders 
	► Itinerary

	
	
	     OR
► Orders Text


	Follow these steps.

	1
	Enter SSN in the SSN search box.

	2
	Select the Itinerary tab.

	3
	Click the View Details push button to view the itinerary.
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4
	Select the Orders Text tab to view the orders.


[image: image38.wmf] 


	5
	To download and print the Orders Text and the Transfer Information Sheet (TIS), click in the appropriate check boxes.

	5a
	Click the Print Orders push button.

	5b
	Click Yes on the Selection Criteria box to download the Orders and/or the TIS to your workstation.  This will allow for local printing of the Orders Text and TIS.


Transfer Information Sheet (TIS)
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This entirely display

-

only panel reflects the member’s current 

contract data.

 

BSC/NEC Panel

 

This panel shows the member’s Primary Navy Enlisted Classification 

(PNEC), any secondary NEC, and the Billet Sequence Code (BSC).  

The Distribution Navy Enlisted Classification Code (DNEC) fields are 

used to submit DNEC recommendations to EPMAC, not

 to modify 

Pseudo Distributable Community DNECs.

 

Contract Info

 

Panel

 

The NSIPS TIS is to be printed and sent or e-mailed to the member’s command along with the PCS orders.  Once received back from the command, the information is to be entered into NSIPS.

	Navigate:
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Test Scores 

Panel

 

Thi

s panel shows Armed Forces Vocational Aptitude Battery 

(ASVAB) test information and scores.  The Education Level and 

Years fields are available to update the member’s education level.

 

Employment Info

 

Panel

 

Panel

 

Some of the fields on this panel include Home of Record, 

Acquisition Code (ACQ), Prior Military Service Indicator (PMSI), 

and Submarine Info.  Name and SSN can be corrected via this 

panel only when the account is attached to UIC 30646 (Recruit 

Training 

Command).  The Name and SSN change will be reflected 

in the database only after positive feedback is received from NES.  

The Data Confirm check box is for updating an RTC confirmation to 

full strength.

 


	Go  ► Orders  ► Use  ► Transfer Information Sheet  ► TIS Summary


	The Six TIS Panels

	Summary
	Use to enter travel, proceed, and temporary duty days.  It lists order number and detaching and ultimate UICs.  Port call information can be added by checking the Port Call Required check box.

	Transportation
	Use to enter passport information, mode of transportation, and overseas screening.

	Passenger Reservation Request (PRR) Info
	Dependent foreign entry and travel dates are listed.  Members leave status is listed. Remarks box is available.

	Next of Kin (NOK)
	Use to enter name, relationship, address, and telephone number of NOK.

	Entitlements
	Lists pay entitlements, leave address, and phone number of member while on leave.

	Supplemental
	Use to enter supplemental information for this transfer.  This will print on the endorsement to orders.

	Access the NSIPS Help System Orders/Panels section for a complete explanation of these panels.
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Personal Info Panel

 

Only those fields that are not grayed are available to be changed via 

this panel.  While the member is attached to UIC 30646 (Recruit 

Training Command), most of the fields are available for input and/or 

correction.  The Appr Acti

on field indicates that this is a workflow 

item.  A Comments push button is available so you can send 

comments along with the transaction if necessary.  By selecting the 

Naturalize push button when applicable, a sub

-

panel will allow you 

to enter Naturaliza

tion data, such as Date, Place, and Certificate No.

 

Use to record evaluation information, Enlisted Designator, and 

enlisted Rate/Rank changes.  For Officers the Rate/Rank field is 

read only.  

NOTE:

  The New Time in Rate (TIR) field automatically 

updates 

when you press 

<Tab>

 after you update the New Date of 

Record (DOR) field.

 

Rate Change Panel

 


To View or Print Projected Gains

This process reflects the members expected arrival date.  You can also view/print the itinerary and orders text.  The orders are listed in arrival date order.

	Navigate:
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	Go  ► Orders  ► Use  ► Projected Gain Processing  


	Follow these steps.

	1
	To Select and View Orders

· Individual orders – Check the Select check box.

· All orders – Click the Select All push button.

· For Specific Arrival Date – Enter the date in the Estimated Arrival Date field.

· For a Specific UIC – Enter the UIC in the UIC field.

	2
	To access the Itinerary and Orders Text, click the Orders push button.

	3
	To print the selected orders, click the Print Orders push button.


	HELPFUL HINTS (HH)

	1
	To view the full orders, you may need to widen the column by clicking and dragging the column border from the left side to the right side of the Orders screen.
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Personal Info Panel

 

Only those fields that are not grayed are available to be changed via 

this panel.  While the member is attached to UIC 30646 (Recruit 

Training Command), most of the fields are available for input and/or 

correction.  The Appr Acti

on field indicates that this is a workflow 

item.  A Comments push button is available so you can send 

comments along with the transaction if necessary.  By selecting the 

Naturalize push button when applicable, a sub

-

panel will allow you 

to enter Naturaliza

tion data, such as Date, Place, and Certificate No.

 

Use to record evaluation information, Enlisted Designator, and 

enlisted Rate/Rank changes.  For Officers the Rate/Rank field is 

read only.  

NOTE:

  The New Time in Rate (TIR) field automatically 

updates 

when you press 

<Tab>

 after you update the New Date of 

Record (DOR) field.

 

Rate Change Panel

 

Changing Passwords.  You should change your password after you log onto NSIPS for the first time.  You should also change your password anytime you feel it has been compromised.

Passwords are the backbone of the network.  If they do not remain confidential, it opens the door to the data and compromises the network.  All computer security incidents should be handled in accordance with Office of the Chief of Naval Operations Instruction (OPNAVINST) 2201.2 Series.  More information on system security can be obtained at http://Infosec.navy.mil.
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To Change Your Password

	Follow these steps.

	1
	On the PeopleSoft Signon panel, enter your Operator ID and Password.  (Your initial password will be assigned to you by your System Administrator.) 

	2
	Click the Set Password push button.
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3
	The Set Password panel will appear.  Enter your new password ensuring the text is identical in both the New Password and Confirm Password boxes.  

	4
	Click OK.
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This entirely display

-

only panel reflects the member’s current 

contract data.

 

BSC/NEC Panel

 

This panel shows the member’s Primary Navy Enlisted Classification 

(PNEC), any secondary NEC, and the Billet Sequence Code (BSC).  

The Distribution Navy Enlisted Classification Code (DNEC) fields are 

used to submit DNEC recommendations to EPMAC, not

 to modify 

Pseudo Distributable Community DNECs.

 

Contract Info

 

Panel

 

Use Personal Data to record and update changes to personal data on active and reserve members as well as on active duty strength gains (non-recruits).  
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Test Scores 

Panel

 

Thi

s panel shows Armed Forces Vocational Aptitude Battery 

(ASVAB) test information and scores.  The Education Level and 

Years fields are available to update the member’s education level.

 

Employment Info

 

Panel

 

Panel

 

Some of the fields on this panel include Home of Record, 

Acquisition Code (ACQ), Prior Military Service Indicator (PMSI), 

and Submarine Info.  Name and SSN can be corrected via this 

panel only when the account is attached to UIC 30646 (Recruit 

Training 

Command).  The Name and SSN change will be reflected 

in the database only after positive feedback is received from NES.  

The Data Confirm check box is for updating an RTC confirmation to 

full strength.
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1

 


	Navigate:

	
	Go  ► Personnel Maintenance  ► Personal Data

	
	       THEN

	
	Use 
	► Personal Data - Create  

	
	
	     OR

	
	                                                                  
	► Personal Data - Pending


There are six Personal Data panels.  The ability to enter data in the fields in these panels differs between active and reserve accounts.

(See the NSIPS Help System for details on panel fields.)
[image: image50.wmf] 

[image: image51.wmf] 

 

 


[image: image52.wmf] 

 

[image: image53.wmf] 



[image: image54.png]Process Scheduler Request

Operator ID:  APERS04 Fun Control ID:  orcers
Run Location Output Destination

C Cient & Bawa G Fle O Pinter O Window

Sewer [PSNT | Fie/Piinter. [aempz:

Run Date/Time: Run Recurence. Cancel ‘

vae [z e
e [oo5700 A [] | | e

Feseto st Do =]
|Descrption Name |Process Type Deser
o T OERRET
f G e s

(Ordars Jobs. Update/Disley




[image: image55.wmf] 


[image: image56.wmf] 

 Use Personnel Maintenance to complete transactions that affect both the personnel record and the pay of the service member.   
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	Navigate:
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	Go  ► Personnel Maintenance  
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Use Address and Phone to record personnel information.  There are six different views depending upon your user profile and the selection in the Address Type field:

	Address Type 1 – Use to record reserve home address and the ability to record the 50-mile indicator.  This is used for reserve members only.

	Address Type 2 – Use to record active duty home address.  This is used for active duty members only.

	Address Type 3 – Use to record business address (other than the reserve command).  This is used for reserve members only.


	Address Type 4 – Use to record the address where the member can be reached upon separation from the Navy.  This is used for active duty members only.

	Address Type 5 – Use to record LES information.  This provides information on all pay-related items.  This is used for active duty members only.

	Address Type 7 – Use to record or view Home of Record information.  This provides information required for the Reenlistment process.
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To Create an Address and Phone transaction
	Navigate:

	[image: image62.wmf] 


	Go  ► Personnel Maintenance  ► Address and Phone

	
	       THEN

	
	Use ► Address and Phone 


	Follow these steps.

	1
	Enter the SSN and then complete the panel.

	2
	The View Command Address push button provides the DEPTID and Address of the command that the service member is assigned.
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3
	Click the Save icon on the Toolbar.
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Use Conversion/Reversion to submit

	An officer gain upon an enlisted member’s promotion to officer status (LDO/CWO).

	A reversion of a Temporary Limited Duty Officer (LDO) back to enlisted status.  This is valid for active duty sailors only.


	Navigate:

	
	Go  ► Personnel Maintenance  ► Conversion/Reversion

	
	       THEN
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	Use ► 
	


Use Deductions to Start, Stop, Change, or Cancel options for:

	Servicemen's Group Life Insurance (SGLI)

	Montgomery GI Bill


	Navigate:

	
	Go  ► Personnel Maintenance  ► Deductions

	
	       THEN
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	Use ► 
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For information on the Personal Data transaction, see Personal Data in this Alphabetical Listings section of this Quick Reference Guide.

Use the Foreign Language panel to enter information on the member's foreign language proficiencies.
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The Miscellaneous panel must first be set up by your System Administrator based on the needs of the command (see NSIPS Help, Misc. Data Setup).  Use this panel to establish or change up to 14 miscellaneous fields for all records maintained by the Admin UIC or PSD providing support.
The Miscellaneous section of Personnel Maintenance consists of three sections as shown in the following panel.
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Navigate:

	
	Go  ► Personnel Maintenance  ► Miscellaneous

	
	       THEN
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	Use ► 
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1430 Worksheet Data

The following fields must be completed on the Worksheet panel:  Exam Rate, Next Grade, Exam Serial, Awards, Performance Marks, Special Group Indicator, Reason for Participation, School Code, Advancement Eligibility (Yes or No), NAVRES Drill Time in Service, Military Requirements Courses, Professional Courses, PARS, Performance Test, and Leadership Requirements.

[image: image78.wmf]In addition to the completion of the 1430 Worksheet Data panel, a report can be created using Standard Reports for Advancement Eligibility (see System and Standard Reports in this Alphabetical Listings section of this Quick Reference Guide).

	HELPFUL HINTS (HH)

	1
	The <F7> and <F8> keys will be used on the Miscellaneous panel when setup is used.

	2
	The Miscellaneous panel can also be accessed and updated on the Activity Gain transaction, Misc Data panel.  


Use Honors and Awards to document the issue date when an individual earned a personal award, the type of award, the number of personal awards earned, and the begin date for the next award eligibility period.  Eligibility criteria for these awards are detailed in SECNAVINST 1650.1 Series.  These awards include

	Good Conduct Medal (GCM) – for enlisted personnel serving on active duty.  The GCM is listed in NSIPS as GCMAE - Good Conduct Medal Active Element for Branch Class 11, and GCMRE - Good Conduct Medal Reserve Element for Branch Class 32 serving on active duty.  

	Naval Reserve Meritorious Service Medal – for USNR enlisted personnel.  This award is listed as NRMRE in NSIPS.
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Armed Forces Reserve Medal - for USNR enlisted and officer personnel on inactive duty.  This award is listed in NSIPS as AFMRE for enlisted and AFMRO for officers.
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Use Local Data to process:

	Local data necessary for local management of records and personnel.

	The reporting of reserve miscellaneous changes.

	The reporting of completion of correspondence courses for retirement points and units.

	Maintenance of security access information for members within a command.

	Establishment of security clearances for members prior to their transfer to attend training courses requiring access to classified information.

	Termination of security access for members due to transfer from a command, discharge, separation from Federal Service, or downgrade, denial, or revocation of security clearance for cause.
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Use the Process Scheduler Request panel to schedule Standard and System Reports and transaction documents (see Forms/SubDocs in this Alphabetical Listings of this Quick Reference Guide).

To Schedule Standard/System Reports and transaction documents

	The Process Scheduler Panel

	You will make no entries in the first two fields.

	Operator ID
	This field is pre-filled based on the Operator using the system.

	[image: image84.wmf] 

Run Control ID
	This field shows the Run Control ID that was entered when the report was scheduled.

	Make selections in the following fields.

	Run Location
	Run Location defaults to Client.  When you set on Server, it will unhide the Run Date/Time and Run Recurrence.  For this example, select Server radio button, and choose PSNT from the drop-down list.

	Output Destination
	System Defaults are File and %temp%\.  These should not be changed.  (This will be a temporary file, which can be viewed or printed using the Report Status Monitor/Output panel.  See Report Status Monitor/Print in this Alphabetical Listings section of this Quick Reference Guide.)

	Run Date/Time
	Use to schedule your report by selecting from the drop-down calendar

and using your keyboard arrows to set hours, minutes, and seconds.

NOTE:  When scheduling your report(s), contact your System

Administrator to ensure that there are no run-time conflicts with the

System backups.  (If there are run-time conflicts, your report will not run.)

	Run Recurrence
	Use if you want to set up recurrence intervals for your report.  (The

default is Once.)  

	
	1
	Choose from a limited list of recurrence intervals using the drop-down list.

	
	
	OR

	
	2
	Select the New push button to open the Recurring Process box and customize your recurrence interval.
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	3
	Enter your new Recurrence Name and corresponding Recurrence Description. 

	
	4
	Press OK.
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	5
	Once created, your new Run Recurrence will be available as part of the drop-down list.  In the future, you highlight (select) and the information will be displayed.

	
	
	
[image: image3.wmf] 



	Description
	Click the report to highlight; it MUST BE HIGHLIGHTED to be scheduled.

	Cancel Button
	Click if you are not ready to schedule the report.

	OK Button
	Click when you are ready to complete scheduling of the report.


You can Re-Assign Work in NSIPS. 

	Navigate:

	
	Go    ► NSIPS Security Administration - Setup


A Clerk or Supervisor’s future work may be re-assigned for a defined period. 

To Re-assign Future Work:

	Follow these steps

	1
	Choose the Worklist Management panel.

	2
	Enter Operator ID.  

	3
	Make the Re-assign Work to: drop-down selection at the upper right screen and press <Tab>. 

	4
	Check Auditor Out of Office.

	5
	Enter the date range (From: and To:).

	6
	Click the Save icon.

	6a
	You can inform the other operator of the reason for re-assignment of work items by choosing Explain at this point.

	6b
	After Explaining, choose Yes to complete the re-assignment.  All future transactions that occur in the defined date range will be routed to the designated operator. 



In the event of planned or emergency leave, separation, or SIQ by Clerks or Supervisors, you may need to re-assign pending work.

To Re-assign Pending Work in a Worklist
	Follow these steps:

	1
	Choose the Worklist Management panel.

	2
	Enter the Operator ID for the Pending Work.  

	3
	View Pending Work in the lower left area of the screen.

	4
	Make the Re-assign Work to: drop-down selection at the upper-right screen. 

	5
	Check the work items to be re-assigned in the lower-left screen.

	
	Clicking:   
	Green checkmark selects all items

Red X deselects all items

Box on the right of the work item, selects that item

	6
	Click the double-arrow to re-assign (or move) the work items.

	7
	Click the Save icon.

	8a
	You can inform the other operator of the reason for re-assignment of work items by choosing Explain at this point.

	8b
	After Explaining, choose Yes to complete the re-assignment.  

	8c
	The work items will now be listed as DELEGATED WORK in the lower-right screen.



Use the Report Status Monitor/Print panel to view and print Standard and System Reports and transaction documents (see Forms/SubDocs in this Alphabetical Listings of this Quick Reference Guide).


To View or Print Standard/System Reports and transaction documents

	Navigate:

	
	Go  ► Report Status Monitor/Print


THEN

	
	Use  ► Report Status Monitor/Print  ► Report Status Monitor


	Report Status Monitor/Print Panel

	When you first look at the Report Status Monitor panel, you will see the report processing status in the lower part of the panel.  These reports were previously scheduled using the Process Scheduler Request.

	In this example, reports generated previously are queued (scheduled) to be run at a specific date and time.  When that date and time are reached, the reports will run, and the View and Print push buttons will be available for use (see steps 4a and 4b).

	Use the Report Status Monitor and Output Options.

	1


	Report Type

Choose report type from the View Reports drop-down list.

	
	Operator
	Only those reports run by the operator.  (Used for Standard Reports.)

	
	Shared
	All reports run by the operator and any other user with the same "Shared" privilege class and UIC.  (Used for Standard Reports.)

	
	System
	All system reports run by the operator and any other operator with the same UIC access.  (Used for System Reports.)

	
	
[image: image4.wmf] 



	2
	Report Status

Report processing status (Queued, Initiated, Success, or Error) is displayed in the Status column in the lower-right part of the panel.  You can View or Print your report(s) once the status is Success.

	2a
	Refresh the panel by clicking the Refresh push button on the panel left.  Click this button intermittently until the final report status (Success or Error) is displayed.

If Error, see the Reports Troubleshooting Section in the NSIPS Help System.

	3
	Printer Selection

Before printing your report(s), be sure to choose the printer from the Printer Selection drop-down list.

	4a
	View

To View your report(s), click its View push button.

· For Structured Query Reports (SQRs), output will be displayed through the PeopleSoft-delivered tool SQR Viewer.
· For Crystal Reports, the output will be displayed through the delivered tool Crystal Reports for PeopleSoft's preview mode.      

	4b
	Print

To Print your report

· For SQRs, click their Print push button.  They will be printed on the Printer Selection choice.

· For Crystal Reports, use the print option in the menu (therefore, the Print push button does not activate).  If the Print Submenu selection in the Crystal Reports panel is grayed, go into Print Setup and deselect the "No Default Printer" check box.

	4c
	Save

To Save a Standard or System Report

1. Click File on the SQR Viewer Menu Bar.

2. Click Save As.

3. Rename the file.

4. Save the file in the folder of your choice.

5. Exit SQR Viewer to return to the Report Status Monitor/Print panel.

	4d
	E-mail

To E-mail your report

1. Attach the file to your e-mail message.

2. Another user (who also has SQR Viewer) should be able to print the report.

NOTE:  All NSIPS workstations have the SQR viewer installed.


 Use Reserve Gain to process the following SELRES officer and enlisted personnel:

	Process the receipt of SELRES officer and enlisted personnel from another Naval Reserve Unit, thereby generating the appropriate loss transaction.

	Check in a member from Active Duty for Special Work (ADSW) that was for a period of 30 days or more.

	When performing a reserve check in from ADSW, you must ensure that the Unit Identification Code (UIC) of the reserve unit used for the check in is the same unit from which the member was checked-out.   If you check the member into the wrong unit, he/she must do a check out to ADSW.  Then you must perform a check in to ADSW to place the member into the correct unit.



	Navigate:

	
	Go  ► Gains  ► Check In

	
	       THEN

	
	Use 
	► Check In - Create

	
	
	     OR

	
	                                                                  
	► Check In - Pending



Use Reserve Loss to process the following transactions for SELRES officer and enlisted personnel:
	Check out a reserve member's record when departing for Active Duty for Special Work (ADSW) (for periods 30 days or greater).

	Approve the transfer of officer and enlisted personnel and check out the member's record to another Naval Reserve Activity.

	Approve the transfer of officer and enlisted personnel and check out the member's record to another Naval Reserve Unit at the same site.



	Navigate:

	
	Go  ► Losses  ► Check Out

	
	       THEN

	
	Use
	► Check Out - Create  

	
	
	     OR

	
	                                                                  
	► Check Out - Pending



To Complete an Unprojected/Projected Gain
	Navigate:

	
	Go  ► Gains  ► (Un)Projected Gain

	
	       THEN

	
	Use ► (Un)Projected Gain - Create 



Use Casualty Loss to process:
	The death of Navy personnel (reserves only)

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


	Navigate:

	
	Go  ► Losses  ► Casualty Loss

	
	       THEN

	
	Use 
	► Casualty - Create  

	
	
	     OR

	
	                                                                  
	► Casualty -  Pending




Use Reserve Strength Loss to process:
	Discharge of individuals, transfer of SELRES members to (1) extended active duty, (2) Individual Ready Reserve (IRR), (3) IRR by forced attrition, and (3) Retired Reserve.


	Navigate:

	
	Go  ► Losses  ► Strength Loss

	
	       THEN

	
	Use 
	► Strength - Create

	
	
	     OR

	
	
	► Strength - Pending


The Strength Loss panel is used to report the Strength Loss of a member of the Naval Reserve on inactive duty.  When creating an inactive strength loss, this panel should always be completed first.  This panel is only available for those users with reserve clerk and/or reserve supervisor privilege(s).


Use Check In/Check out Annual Training (AT)/Active Duty for Training (ADT)/Active Duty Special Work (ADSW) to perform:
	Check in for AT/ADT/ADSW for individuals who have information pre-staged at the gaining activity.  Only ADSW tours of less than 30 days are processed; ADSW tours of 30 days or longer are processed as a Strength Gain using the Personal Data process.  A pre-staged record will pre-fill order information and the individual’s information.

	Check in for AT/ADT/ADSW for individuals that were not pre-staged at the gaining activity.  This process allows you to key-in information about the individual and the tour based on the individual’s orders.


For (Non)Prestaged Check In/Check Out
	Navigate:

	
	Go  ► AT/ADT/ADSW 

	
	       THEN

	
	Use ► (Non)Prestaged Check In
	► Annual Training 

	
	            OR
	

	
	    
 ► Pending Chk in/Check Out
	


Use View/Correct Completed Tour to process


	A completed tour of AT/ADT/ADSW and to review and/or correct tour information.


	Navigate:

	
	Go  ► AT/ADT/ADSW 

	
	       THEN

	
	Use ► View/Correct Completed Tour
	► Annual Training 


	HELPFUL HINTS (HH)

	1
	The AT/ADT/ADSW panel is used to check in and check out individuals for their tour of AT/ADT/ADSW.  Only ADSW tours for periods of less than 30 days can be processed on this panel.  For longer periods, the individual should be gained to active duty.

	2
	For individuals whose tour information was pre-staged, you modify information as required with the exception of the Order Number.

	3
	For individuals whose tour information was not pre-staged in the system prior to the member’s arrival, you enter required information from the member’s orders.

	4
	A tour completion/check out cannot be reported until after the member has been reported for the tour.

	5
	Question the individual to ensure that Travel Days do not overlap with periods of Inactive Duty Training (IDT).  For example, if a reservist drills on a Saturday and Sunday and reports Monday morning for AT/ADT/ADSW, any travel days should be reported at the end of the AT/ADT/ADSW period.  If these days overlap, the sailor may not be paid or receive proper retirement point credit.


 Use Retain in Service to report those members who are transferred to the Fleet Reserve or Retired List, but are being retained on active duty.

	Navigate:

	
	Go  ► Retain in Service  

	
	       THEN

	
	Use 
	► Retained Loss - Create  

	
	
	     OR

	
	                                                                  
	► Retained Loss - Pending


Complete transaction and click the Save icon on the Toolbar.


The RSTARS Interfaces activities provide the ability to transfer NSIPS data in the form of floppy diskette files to the RSTARS(MM), RIMS(OM), and RSTARS(TM) systems.   It also provides the means to import RSTARS(MM) data to NSIPS by means of a floppy diskette.  You must have access to system reports to perform these transfers.  The various applications are listed below.

To Export from NSIPS to RSTARS(MM), RIMS(OM), and RSTARS(TM)

For NSIPS to RSTARS(MM)

	Navigate:

	
	Go  ► RSTARS Interfaces    

	
	       THEN

	
	Use ► NSIPS to RSTARS(MM) 
	► Add

	
	
	     OR

	
	
	► Update/Display



For NSIPS to RIMS(OM)

	Navigate:

	
	Go  ► RSTARS Interfaces    

	
	       THEN

	
	Use ► NSIPS to RIMS(OM)
	► Add

	
	
	     OR

	
	
	► Update/Display


For NSIPS to RSTARS(TM)


	Navigate:

	
	Go  ► RSTARS Interfaces    

	
	       THEN

	
	Use ► NSIPS to RSTARS(TM)
	► Add

	
	
	     OR

	
	
	► Update/Display


	Follow these steps.

	1
	Run the report.

	2.
	Insert diskette into your A: drive.

	3
	Select Export from the Report Status Monitor/Print panel.

	4
	The Send to RSTARS window will display.

	5
	Press <Enter> to export the files to the diskette.




To Import from RSTARS(MM) to NSIPS

	Navigate:

	
	Go  ► RSTARS Interfaces    

	
	       THEN

	
	Use ► RSTARS(MM) to NSIPS 
	► Add

	
	
	     OR

	
	
	► Update/Display


	Follow these steps.

	1
	Insert diskette into your A: drive.

	2
	Select Import from the RSTARS panel.

	3
	The NSIPS to RSTARS window will display.

	4
	Press <Enter> to import the files.

	5
	Select File.

	6
	Select Run.


[image: image5.png]RSTARS Interfaces - Use - RSTARS(MM) to NSIPS.
Fle Edt View Go Favoites Use Help

Bl@(8!|x| Il ElE S| EE| ZIED] ez

RSTARS(MM) to NSIPS Transfer |

Operator ID: RPERCO! Run Control ID:  Karen03

suppontic [T s| Hs7s Chmat ]

IRSTARS(MM] to NGIPS Transfer [Add






To View, Print, or E-mail these Reports

See Process Scheduler and Report Status Monitor in this Alphabetical Listings of this Quick Reference Guide.
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For a new transaction.





To modify or complete a previously created Reserve Loss transaction not transmitted to the Corporate System.





� EMBED Word.Picture.8  ���





� EMBED Word.Picture.8  ���





To begin the process of checking out a member.  
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To modify or complete a previously created check-in transaction not transmitted to the Corporate System.





To begin the process of transferring a member between Naval Reserve Units or checking a member in from ADSW 30 days or greater.  





NSIPS Help ▰ Reserve Gains�
�







































































































































HH #4





HH #2





HH #1





� EMBED Word.Picture.8  ���





� EMBED Word.Picture.8  ���





� EMBED Word.Picture.8  ���





NSIPS Help ▰ Worklist Management�
�






� EMBED Word.Picture.8  ���





� EMBED Word.Picture.8  ���





� EMBED Word.Picture.8  ���









































The Date of Action for Retain in Service is EAOS plus 1 day.





� EMBED Word.Picture.8 ���


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





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





For a new transaction.
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To begin or change the Manpower Availability Status (MAS) code.





To change the Individual Mobilization Status (IMS) code.
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For a previously created transaction that has not been released by the supervisor.





For a new transaction.
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For a previously created transaction that has not been released by the supervisor.
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This panel shows the member’s Primary Navy Enlisted Classification (PNEC), any secondary NEC, and the Billet Sequence Code (BSC).  The Distribution Navy Enlisted Classification Code (DNEC) fields are used to submit DNEC recommendations to EPMAC, not to modify Pseudo Distributable Community DNECs.











Contract Info Panel











BSC/NEC Panel







This entirely display-only panel reflects the member’s current contract data.
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Rate Change Panel







Only those fields that are not grayed are available to be changed via this panel.  While the member is attached to UIC 30646 (Recruit Training Command), most of the fields are available for input and/or correction.  The Appr Action field indicates that this is a workflow item.  A Comments push button is available so you can send comments along with the transaction if necessary.  By selecting the Naturalize push button when applicable, a sub-panel will allow you to enter Naturalization data, such as Date, Place, and Certificate No.











Use to record evaluation information, Enlisted Designator, and enlisted Rate/Rank changes.  For Officers the Rate/Rank field is read only.  NOTE:  The New Time in Rate (TIR) field automatically updates when you press <Tab> after you update the New Date of Record (DOR) field.







Personal Info Panel
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Some of the fields on this panel include Home of Record, Acquisition Code (ACQ), Prior Military Service Indicator (PMSI), and Submarine Info.  Name and SSN can be corrected via this panel only when the account is attached to UIC 30646 (Recruit Training Command).  The Name and SSN change will be reflected in the database only after positive feedback is received from NES.  The Data Confirm check box is for updating an RTC confirmation to full strength.











Test Scores Panel











Employment Info Panel Panel







This panel shows Armed Forces Vocational Aptitude Battery (ASVAB) test information and scores.  The Education Level and Years fields are available to update the member’s education level.
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