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Introduction

This guide is designed to assist NSIPS users at the Naval Reserve Activity (NRA), the active duty gaining command, Intermediate Duty Locations, and Ultimate Duty Station Personnel Support Detachments (PSDs) with step-by-step procedures to process  ADSW Orders.  ADSW Orders must be thoroughly reviewed so that the responsibility of each command can be identified and any special instructions can be followed.

The procedures in this Guide are for ADSW Orders of 30 days or more only.
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Guide Format

This guide contains hyperlinks to referenced Navy instructions and Web sites.

1. Introduction
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Active Duty for Special Work (ADSW) is funded by Reserve Personnel Navy (RPN) and Military Personnel Navy (MPN) and is available throughout the U.S. and overseas.  The ADSW program supports short-term Naval Reserve mission requirements for which there is no permanent duty billet or position or where active duty personnel with the required skills are unavailable.

The ADSW program provides the active forces with the reserve support to facilitate the emergent, unplanned, and non-recurring short-term projects, which cannot be accomplished with assigned personnel.

Typically, ADSW is 90 to 179 days in duration, including time for recall and separation of members.  The ADSW program has minimum requirements for the applicant before ADSW Orders can be issued.

The ADSW program is administered by the Navy Personnel Command (NPC) and Commander Naval Reserve Forces Command (CNRFC).  These commands have active Web sites delineating the eligibility requirements for ADSW.  For more information, access the following sites.

http://www.persnet.navy.mil/pers9/Recall.htm
http://www.bupers.navy.mil/pers8/PERS-80/PERS-80C/pers-80c.htm
http://reserves.navy.mil  (To gain access, users must register.)
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Receiving ADSW Orders

Upon receipt of ADSW Orders, the member will notify the Unit Commanding Officer of the duration of those Orders.  The NRA will verify the Reservist’s eligibility using the ADSW Recall Qualification Checklist provided in enclosure (5) of OPNAVINST 1001.2 Series. 

1. Reservists on ADSW for less than 30 days will remain in a reserve status, retain their reserve identification card, and receive their active duty pay in a single direct deposit disbursement directed by the PSD supporting the gaining command.
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2. Reservists on ADSW for 30 days or more will be gained (via a Strength Gain) to active duty, be issued an active duty identification card, and have a Master Military Pay Account (MMPA) opened in his/her name by the gaining command.
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Checking Out of the Naval Reserve Activity (NRA)

[image: image12.wmf] 

Properly checking out of the NRA is the single most important event of the entire ADSW process.  Using the correct NSIPS transactions will assure a seamless transition from reserve status to active status.

3.1
Performing a Check Out

Check Out at the NRA using the NSIPS Losses Check Out transaction (see Figure 3.1-1).  The Duty Status Code (DSC) of the member will change from 200 to 211 (Detached to ADSW).  This enables the active duty counterpart to complete a Strength Gain on the member, which in turn changes the member’s DSC to100 (Present for Active Duty).

NOTE:  If the member does not Check Out of the NRA, the PSD supporting the gaining command will not be able to perform a Strength Gain on the member.
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Figure 3.1-1 – Navigation to the Check Out Link
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Use the Command Check Out page to report the Reason Code and the UIC the member is to report for ADSW (see Figure 3.1-2).

[image: image16.png]PeopleSoft. T

Command Check Out

SSN: 321465896 Name: KAHLER,SCOTT LAWRENCE RankRate: 11 Current DSC: 300
Appr instance: ApprStatus:  Pending  Appr Actions [Aperave ] _ Comments |

Action Reason:  [sDiy Q] checkoutto ADSW

Loss Departure 1127192003 |
Date:





Figure 3.1-2 – Command Check Out Page

1. Enter the Action Reason code for ADSW using the Look up button.

2. Enter the Unit Identification Code (UIC) to which the member is to report for ADSW (as indicated on the ADSW Orders) using the Look up button.

To complete the Check Out

3. Select Approve in the Appr Action drop-down list.

4. Click the Save button.

Then click the OK button on the Route to Operator page.  The transaction is now in the workflow process.  (The transaction is complete only after being approved via the workflow process.) 
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Reporting to an Intermediate Duty Location (if applicable)

Strength Gain (4.1)

If the member has an Intermediate Duty Location [for example, school en route, Reserve Center, Navy Mobilization Processing Site (NMPS), or PSD] prior to reporting to the Ultimate Duty Station, that Intermediate command will complete a Strength Gain placing the member in an Accounting Category Code (ACC) of 330 [TEMDU FFT (Temporary Duty For Further Transfer)].

In the event the member does NOT have an Intermediate Duty Location contained in his/her Orders, use the Strength Gain transaction to establish the member as an active duty member, placing the member in an Accounting Category Code (ACC) of 103 (FORDU, Active Duty for Special Work).  When the transaction is saved, the Duty Status Code (DSC) changes to 100 (Present for Active Duty).  This allows the gaining command access to the record for the entire period of ADSW.

NOTE:  For enlisted personnel, a skeletal prestaged record in Navy Enlisted System (NES) (LOPG) is not required prior to performing a Strength Gain transaction in NSIPS.  For officers, a skeletal prestaged record is required in Officer Personnel Information System (OPINS) (L0OG) prior to performing a Strength Gain transaction in NSIPS.  In OPINS, the F8 screen must reflect an F Code in the Gain Loss Indicator (GLI) field.  If the record has not been prestaged in OPINS, notification to the appropriate Order writing authority is required prior to completing a Strength Gain transaction in NSIPS.

Activity Loss (4.2)
Once the member has completed the period of temporary duty at the Intermediate Duty Location, the Intermediate command will process an Activity Loss for further transfer to the Ultimate Duty Station.

Activity Gain (4.3)
Once the member is received at the Ultimate Duty Station, the command will gain the member using the Activity Gain transaction. 

4.1
Completing a Strength Gain

The Strength Gain page group (see Figure 4.1-1) contains the six pages required for an ADSW Gain.  Each page has required fields.  However, some fields may be pre-populated by corporate systems’ data.     
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Figure 4.1-1 – Strength Gain Page Group

You will complete the required fields in the Strength Gain page group and save the transaction to complete the Strength Gain.

4.1.1
Personal Info Page

Complete the Personal Info page (see Figure 4.1.1-1).
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Figure 4.1.1-1 – Personal Info Page

1. Enter the Birth State using the Birth State/Country Look up button.

2. Enter Citizenship using the Citizen Country Look up button.

3. Enter the Active Duty Service Date using the ADSD Choose a date Look up button.  (Use the same date the member is gained to active duty).

4. Enter the UIC in which the member is performing ADSW using the Look up button.

5. Enter the Report Date using the Choose a date Look up button.  (This is the date the member reports to ADSW).

6. Enter the Date Gained to Active Duty using the DGAD Choose a date Look up button. (Subtract the travel time from the date the member arrives at the gaining command).  Refer to Pay Personnel Information Bulletin 02-11 for further guidance.

4.1.2
Rate Change Page

The only required entries on the Rate Change page (see Figure 4.1.2-1) are the Enl Designator, Date, and Platform fields, if the member is enlisted and has a designation.  If the enlisted member has no designation, select Blank using the Enl Designator Look up button.  For officers, the only required field on this page is the Last Eval Date.
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Figure 4.1.2-1 – Rate Change Page

4.1.3
Employment Info Page

The Initial Enlistment Code (enlisted only) and the Special Program Indicator (both officer and enlisted) are required fields on the Employment Info page.  These fields identify that the member is on ADSW.  Figure 4.1.3-1 Employment Info Page illustrates the Look up values for each of these fields.
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Figure 4.1.3-1 – Employment Info Page

1. Click the Initial Enlistment Code Look up button to enter the member’s Initial Enlistment (for enlisted only).

2. Click the Special Program Indicator Look up button to enter the Special Program (for both officer and enlisted).  (This is the type of Orders on which the member will be serving).

3. Dependency Data link – The Employment Info page also contains a Dependency Data link.  During the Check In process, the member’s Dependency Data (Page 2) should be verified and updated if necessary, especially to include updated emergency information, via the Dependency Data link.

4.1.4
Test Scores Page

For a reservist (enlisted only) to go on active duty, he/she must have Armed Services Vocational Aptitude Battery (ASVAB) scores entered into NSIPS.  Entries are based upon the ASVAB test taken.  When Checking In the member, a thorough review of the member’s field service record is needed to record the ASVAB scores.  Figure 4.1.4-1 Test Scores Page illustrates the necessary entries.
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Figure 4.1.4-1 – Test Scores Page

1. Enter the ASVAB Test ID using the Look up button.  (This is obtained from the field service record).

2. Enter the Armed Forces Qualification Test Code in the AFQT field.  (This is obtained from the field service record).
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4.1.5
BSC/NEC Page

Complete the required fields on the BSC/NEC page (see Figure 4.1.5-1).
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Figure 4.1.5-1 – BSC/NEC Page

On the BSC/NEC page,

For officers

1. Enter the Billet Sequence Code (BSC), Active obtained from the Orders and the effective Date.

For both officers and enlisted

2. Enter an Accounting Category Code (ACC) of 330 (TEMDU FFT, For Further Transfer) for Intermediate Duty Locations.

OR

Enter an Accounting Category Code (ACC) of 103 (FORDU, Active Duty for   Special Work) for Ultimate Duty Station with no Intermediate Duty Location.

3. Enter the effective Date of the ACC.

NOTE:  In the event that the ACC of 103 reverts back to an ACC of 330, a transaction is needed to change the ACC back to 103.  Use the Transient Tracking link to change the member’s ACC in NSIPS.  If further assistance is needed, contact the NSIPS Customer Support Center. 

4.1.6
Contract Info Page

Use the Contract Info page (see Figure 4.1.6-1) to enter the member’s Expiration of Enlistment data (for enlisted only).  The Reserve Active Duty Obligation (RADO) Months and Days are required fields.  In the event a Reenlistment or Extension was completed while in a reserve status, and it did not carry over to the active record, a Trouble Ticket and a copy of the contract need to be submitted to the Customer Support Center for data alignment.
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Figure 4.1.6-1 – Contract Info Page

1. Enter the RADO Months in the RADO Months field.  (This is the amount of months the member was given on the ADSW Orders).

2. Enter the RADO Days in the RADO Days field.  (This is the amount of days the member was given on the ADSW Orders).  

(For example, If a member was given 172 days on ADSW, you would enter 22 in the RADO Days field and 5 in the RADO Months field).

NOTE:  The Contract Info page is not required for officers.

4.1.7
Complete the Strength Gain Transaction

To complete the processing of the Strength Gain transaction

1. Return to the first page in the page group, the Personal Info page (see Figure 4.1.7-1).

2. Select Approve in the Appr Action drop-down list.

3. Click the Save button.
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Figure 4.1.7-1 – Personal Info Page

The transaction is now in the workflow process.  Once approved through the workflow process, the member will be on active duty (DSC 100, Present for Active Duty) for the time allotted on the ADSW Orders.

The next step in the ADSW process is to transfer the member to the Ultimate Duty Station using the Activity Loss function in NSIPS.
4.2
Completing an Activity Loss
Use the Activity Loss page (see Figure 4.2-1) to complete an Activity Loss using information indicated on the ADSW Orders. 

NOTE:  The DSC of the member has changed to 100.
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Figure 4.2-1 – Activity Loss Page 

1. Enter the Loss Departure Date in the Loss Departure Date field.

2. Enter the Loss Reason Code (based upon the Orders to ADSW) using the Look up button. 

3. Enter the UIC Report To using the Look up button.

4. Enter the UIC Ultimate Duty Station using the Look up button.

5. Enter the Proceed Time in the Proceed Time field, if applicable.

6. Enter the Travel Time in the Travel Time field, if applicable. 

7. Enter the Leave Days in the Leave Days field, if applicable.

NOTE:  The Estimated Date of Arrival automatically populates, and the Dependent PDS Status is based on Dependency status of the member. 

8. Select the Movement Reason Code using the drop-down list.

To complete the processing of the Activity Loss transaction

9. Select Approve in the Appr Action drop-down list.

10. Click the Save button.

Then click the OK button on the Route to Operator page.  The transaction is now in the workflow process. 

The member is now en route to the Ultimate Duty Station.  Once the member arrives at the Ultimate Duty Station, the user will perform a gain using the NSIPS Activity Gain transaction.

4.3
Completing the Activity Gain

Use the Activity Gain page group (Figure 4.3-1) to gain the member to the activity to which he/she is reporting.  
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Figure 4.3-1 – Activity Gain Page Group

4.3.1
Report Page
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Once the Action Reason is populated, all fields populate on the Report Page based upon the ADSW Orders in the corporate system, except the ACC (see Figure 4.3.1-1).  The ACC for the Ultimate Duty Station is 103 (FORDU ADSW - Active Duty for Special Work).
Figure 4.3.1-1 – Activity Gain (Report) Page

4.3.2
Delay in Reporting Page

The Delay in Reporting page is used to start Entitlements (BAS, BAQ), Foreign Duty Pay, and Career Sea Pay and to enter the Unaccounted Time the member was in transit (see Figure 4.3.2-1).  Other Pays and Entitlements to which the member may be entitled are entered via other NISPS transactions.
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Figure 4.3.2-1 – Activity Gain (Delay in Reporting) Page

To complete the Delay in Reporting page

1. Enter the member’s BAS using the Look up button.

2. Select the Pays to which the member is entitled based on the ADSW Orders, if applicable.

3. Enter the Zip Code of the report location.

4. Enter the BAQ Accom Status using the Look up button.

5. Enter the BAQ Type using the Look up button. 

6. Enter the Unaccounted Time for the member in the Travel, Proceed, and/or Leave Time fields.  (The dates automatically populate based on the numbers entered).

7. Enter the Date Arrived and/or Date Depart CONUS, if applicable, using the Choose a date Look up buttons.

4.3.3
Misc Data Page

The Misc Data page can be used to assign the member (officer or enlisted) to a Department, Division, or Shop.  It also provides for personal information on Special Categories and Special Programs.  Address and Phone and Dependency Data information (especially Address and Phone number and emergency information) should be updated to ensure the information is current via this page (see Figure 4.3.3-1).

Figure 4.3.3-1 – Activity Gain (Misc Data) Page

4.3.4
Additional Reporting Page

The last page in the Activity Gain page group is the Additional Reporting page.  This page is used primarily for any additional reporting requirements.  Here, you enter the Event Code and the UIC to which the member was assigned for additional reporting (see Figure 4.3.4-1).

Figure 4.3.4-1 – Activity Gain (Additional Reporting) Page

4.3.5
Complete the Activity Gain Transaction
To complete the processing of the Activity Gain

1. Return to the first page in the page group, the Report page (see Figure 4.3.5-1).

2. Select Approve in the Appr Action drop-down list.

3. Click the Save button.

Then click the OK button on the Route to Operator page.  The transaction is now in the workflow process.


Figure 4.3.5-1 – Activity Gain (Report) Page

The member has now been properly gained to an active status at the Ultimate Duty Station via an Intermediate Duty Location.  The member’s record can be maintained during the ADSW period for all transactions in NSIPS. 

5. Reporting to the Ultimate Duty Station

In the event the member does NOT have an Intermediate Duty Location contained in his/her Orders, use the Strength Gain transaction to establish the member as an active duty member.  (For procedures on Strength Gain transactions, see section 4.1 of this Guide).

6. Completing ADSW Orders (checking out)

Upon completion of ADSW, the member must be Checked Out.  The procedures for Check Out may vary.  Careful review of the initial Orders is necessary to ensure the member is reporting back to his/her parent command.

Check Out With an Intermediate Duty Location 

If the Orders were written with an Intermediate Duty Location (for example, NMPS or PSD), the Ultimate command from which the member is departing will complete an Activity Loss to the Intermediate Duty Location.  The Intermediate Duty Location will complete an Activity Gain and process the member for a Strength Loss to the Reserve Activity.

Check Out WITHOUT an Intermediate Duty Location
If the Orders were written without an Intermediate Duty Location, the command from which the member is departing will complete a Strength Loss directly to the Reserve Activity (via the Strength Loss transaction).

Use the Strength Loss page group (see Figure 6-1).

 

Figure 6-1 – Strength Loss Page Group



6.1
Complete the Strength Loss1 Page (Figure 6.1-1)

1. Enter the Date of Separation or Retirement using the Choose a date Look up button, if different than the ADSW completion date.  (The date of separation will be pre-filled with the date the member is to complete ADSW).

2. Enter the Activity Departure Date using the Choose a date Look up button.

3. Enter the Special Program Designator Code (for officer and enlisted personnel) using the Look up button.

4. Enter the Reenlistment Code (for enlisted personnel only) using the Look up button.

5. Enter the Navy Loss Code (for enlisted personnel only) using the Look up button.

6. Enter the Character of Service the member warrants using the Look up button.

Figure 6.1-1 – Strength Loss1 Page

6.2
Complete the Strength Loss2 Page (Figure 6.2-1)

1. Enter Separation Pay Information.

2. Enter the last period of Leave taken by the member.

Figure 6.2-1 – Strength Loss2 Page

6.3
Complete the Address Page (Figure 6.3-1)

Enter the member’s domestic address (see Figure 6.3-1).  The Command Address button displays the UIC and Address of the command to which the member is assigned.


Figure 6.3-1 – Address Page

6.4
Complete the Strength Loss Transaction

To complete the processing of the Strength Loss transaction, return to the first page in the page group (the Strength Loss1 page), select Approve in the Appr Action drop-down list, and click the Save button.  Then click the OK button on the Route to Operator page.  The transaction is now in the workflow process.

Once final approval is received, the member’s DSC will change from 100 (Active Duty) to DSC 211, pending Check In back to the Reserve Center.

7. Returning to the Naval Reserve Activity (NRA) (checking in)

Once released from active duty, the NRA or PSD (servicing the Reserve Center) will process the member as a Gain using the Check-In–Create link in NSIPS.  The Check In process is critical to ensure that the member is properly gained back to a DSC of 200 (SELRES Present for Duty) (see Figure 7-1).  The member’s record is now in a Strength Code of K (Projected Gain).


Figure 7-1 – Check In Page

The Action Reason code, once selected, will pre-fill the information from the latest ADSW as shown in Figure 7-2.  


Figure 7-2 – Check In Page

The remainder of the page allows entry of local information that pertains to the member and the command.  Two links are also available for updating:  Address and Phone and Dependency Data.

To complete the processing of the Check In transaction, select Approve in the Appr Action drop-down list, and click the Save button.  Then click the OK button on the Route to Operator page.  The transaction is now in the workflow process.

8. Summary
The processes and procedures for ADSW Orders (for 30 days or more)—from Checking Out of the Reserve Center, to reporting for active duty, and then returning to reserve status—are covered in this Guide.  

For any problems encountered during NSIPS processing, contact the NSIPS Customer Support Center (located at SPAWAR ITC, 2251 Lakeshore Drive, New Orleans, LA 70145-0001).

The NSIPS Customer Support Center is available for assistance 24 hours a day.


E-mail:

nsipshelpdesk@navy.mil

Phone:

Commercial  504-697-5110




DSN  647-5110




Toll Free  877-589-5991

Fax:

504-697-0342/3007   DSN  647-0342/3007

	Appendix A - List of Acronyms

	ACC
	Accounting Category Code

	ADSW
	Active Duty for Special Work

	ADT
	Active Duty Training

	ADSD
	Active Duty Service Date

	AFQT

	Armed Forces Qualification Test

	ASVAB
	Armed Services Vocational Aptitude Battery

	AT
	Annual Training

	BAQ
	Basic Allowance for Quarters

	BAS
	Basic Allowance for Subsistence

	BSC/NEC
	Billet Sequence Code/Navy Enlisted Classification Code

	CNRFC
	Commander Naval Reserve Forces Command

	DGAD
	Date Gained to Active Duty

	DSC
	Duty Status Code

	FORDU
	For Duty

	HIV
	Human Immunodeficiency Virus

	IRR
	Individual Ready Reserve

	L0OG
	A verb used to get into the officer part of Customer Information Control System (CICS) menu for personnel listings and access various systems.

	LGI
	Loss Gain Indicator

	LOPG
	A verb used to get into the enlisted part of Customer Information Control System (CICS) menu for personnel listings and access various systems.

	MMPA
	Master Military Pay Account

	MPN
	Military Personnel Navy

	NES
	Navy Enlisted System

	NMPS
	Navy Mobilization Processing Site

	NPC
	Navy Personnel Command

	NRA
	Naval Reserve Activity

	NSIPS
	
Navy Standard Integrated Personnel System

	OPINS
	Officer Personnel Information System

	PRT
	Physical Readiness Testing

	PSD
	Personnel Support Detachment

	Appendix A - List of Acronyms (continued)

	RADO
	Reserve Active Duty Obligation

	RPN
	Reserve Personnel Navy

	SELRES
	Selective Reserve

	TEMDU FFT
	Temporary Duty For Further Transfer

	UIC
	Unit Identification Code

	VTU
	Voluntary Training Unit


4





For officers, BSC is a required field.
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Use NSIPS Contract Administration to Check Contract Data


Before a member can be processed for ADSW, ensure the member has sufficient obligated service.  You must first check the member’s Contract Data using the Contract Administration link in NSIPS.  If the member does not have the required service, the member must reenlist or extend to cover the period of ADSW.





Navigate to the NSIPS Losses Check Out–Create Link
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Do Not perform a Strength Gain for members on ADSW for less than 30 days.  For those cases, use the NSIPS AT/ADT/ADSW link.
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Complete for Enlisted





Complete for Officers
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HINT


Commands may NOT extend a member on ADSW for any reason (medical hold, legal hold, etc.) without COMNAVPERSCOM PERS-461 approval.





Complete both for Enlisted





Complete for Officers





Complete for Enlisted only





Complete for Enlisted





Complete both for Officers
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Complete for Enlisted only
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Check the FSA Eligibility Indicator if the member is eligible for Family Separation Allowance.





HINT


NRAs should execute any Reserve Contract Extensions prior to performing the Loss.
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