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The 

Right Pane 

contains all 

the worklist items for the fold

er 

highlighted in the left pane.

 

The 

Left Pane

 contains your worklist 

folders organized alphabetically by 

business process.  Within each folder 

is a list of the SSNs and Approval 

Instance numbers relating to each 

transaction.

 

 

 

Access the Signature Authority panel to add signature authority to existing NSIPS accounts or to modify or remove signature authority for those accounts previously authorized.
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To Add Signature Authority to existing accounts

	Navigate:

	[image: image33.wmf] 

[image: image34.wmf] 


	Go  ► Forms/Sub Docs  ► Setup  ► Signature Authority – Add


	1
	Enter SSN or name (last, first) in the dialog box.

NOTE:  Simply selecting OK here will produce a list of all NSIPS accounts.

	These fields will be pre-filled based on the SSN or name initially entered for the transaction:  Rank/Rate, Grade, Command, and Support UIC.

	2a
	PPSUIC – Click to derive the member's Support UIC for active accounts.
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Transient General Panel

 

Use to report and track general information.

 

 

2b
	Reserve Center – Click to derive the member's Support UIC for reserve accounts.

	3
	Title – Enter the title of the member.

	4
	Typed Signature – Enter the first and last name of the member.

	5a
	Pay Indicator – Check to add Signature Authority for pay documents.

	5b
	Personnel Indicator – Check to add Signature Authority for personnel documents.

	5c
	Report Indicator – Check to add Signature Authority for reports.

	5d
	CO Indicator – This box is pre-filled based on the SSN or name initially entered for this transaction.  It indicates Commanding Officer signature authority and can only be changed via the Unit Administration panel.

	6
	Delete Record box – Used to delete a record (see Delete Signature Authority).
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Use to record information on the status of Medical Boards and 

Limited Duty.  

 

Use to record information on the member’s separation process. 

 

 

Separations Panel

 

Medical 

Panel

 

To Modify Signature Authority

	Navigate:

	
	Go  ► Forms/Sub Docs  ► Setup  ► Signature Authority – Mod/Del


	1
	Highlight Signature Authority – Mod/Del.   Enter SSN or name (last, first).

NOTE:  Simply selecting OK here will produce a list of all NSIPS accounts that have Signature Authority.  You can choose the NSIPS account you’re looking for here instead of entering SSN or name.  

	2
	Check or uncheck the appropriate box(es) to add or delete signature authority by document type—pay documents, personnel documents, or reports—(see 5a – 5c on the illustration).

	
	NOTE:  Make sure the Delete Record box is unchecked. 
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Use to record information on disciplinary actions, confinement, and 

appellate leave. 

 

Use to record information about the class the member is attending, 

availability and order information, and humanitarian 

assignment 

information.

 

 

Legal Panel

 

Student/Avails/HUMS Panel

 

To Delete Signature Authority

	Navigate:

	
	Go  ► Forms/Sub Docs  ► Setup  ► Signature Authority – Mod/Del


	1
	Enter SSN or name (last, first).

NOTE:  Simply selecting OK here will produce a list of all NSIPS accounts that have Signature Authority.  You can choose the NSIPS account you’re looking for here instead of entering SSN or name.

	2
	Check the Delete Record box (see 6 on the illustration).  

	
	NOTE:  The record cannot be deleted if the CO Indicator box is checked.  
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Use Standard and System Reports to assist in tracking documents that affect pay and personnel movements and provide statistics for command histories.  These Prestaged reports require minimal information input from you for processing.

The NSIPS Help System provides a complete list of available Standard and System Reports.  Included in the Help System are the criteria used in the records selected, the sequence of the records selected, and the layout of each report.  The Help System’s Reports Troubleshooting section provides tips on printer setup, Process Scheduler issues, and procedures for re-formatting Crystal Reports.
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Standard and System Reports are broken down to meet the needs of both active and reserve units.  Your User Profile determines whether active or reserve reports are available to you.

Processing a Standard/System Report involves generating the report, scheduling it using the Process Scheduler panel, and viewing or printing it using the Report Status Monitor/Print panel.  You can also e-mail the report.
You must first get your System Administrator to grant you access to create (generate) and schedule System/Standard Reports.
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Miscellaneous Panel

 

Use to report information on Temporary Additional Duty, 

UA/Deserter, and disqualification from special duties.

 

 

To Generate Standard/System Reports

	Navigate:

	
	Go  ► Standard Reports  ► Personnel Reports  ► Use


	In this example, a new Address List is generated using a Standard Report.

	Follow these steps.

	1
	Select Address List.

	2
	Use Add to generate a new report.

	3
	Identify your new report by Run Control ID, consisting of a maximum of 10 alphanumeric characters with no spaces; it is similar to a filename.

Enter Run Control ID (when using Add).  (When using Update/Display to use previously generated reports, select a Run Control ID from a list of all previously generated reports). 

	4
	Select OK.

	5
	An Address List panel displays where you can add additional data for your report. 

	6
	Enter the UIC for the report and press <Tab>.
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Use to record information on the status of Medical Boards and 

Limited Duty.  

 

Use to record information on the member’s separation process. 

 

 

Separations Panel

 

Medical 

Panel

 

7
	Use Selection Criteria to identify UIC(s) to be included on your report.  Select UIC(s) by clicking the Select check box.

The Select All/De-Select All push buttons are helpful when the servicing command has multiple UICs.
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The 

Right Pane 
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8
	Choose Select Option to indicate the way you want your report separated.  In this example, By UIC/Dept/Div is selected.


	9
	Generate your report by selecting the Run icon (the first stop light on the Toolbar).  

	10
	The Process Scheduler Request panel will display.  Schedule your report using the Process Scheduler Request panel.  See Process Scheduler in this Alphabetical Listings section of this Quick Reference Guide. 
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Use to record information on disciplinary actions, confinement, and 

appellate leave. 

 

Use to record information about the class the member is attending, 

availability and order information, and humanitarian 

assignment 

information.

 

 

Legal Panel

 

Student/Avails/HUMS Panel

 


	11
	Select the Server radio button and PSNT in the Server drop-down list.

	12
	Select OK.

	13
	Select the Red X icon on the Toolbar.

	14
	Navigate:
Go  ► Report Status Monitor/Print
THEN

Use  ► Select Report Status Monitor/Print  ► Report Status Monitor


	15
	You will now be able to view/print your report using the Report Status Monitor/Print panel.  Detailed instructions for the Report Status Monitor Print panel are shown in this Alphabetical Listings section of this Quick Reference Guide.
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The Toolbar icons come standard with the PeopleSoft application.  The same Toolbar icons are always present, directly

below the menu, regardless of which panel you are using.  These

 icons are associated with special application processing required

 on the panels.  Some, however, may be grayed (and thus unavailable) when the action is not available for the panel you are using.  To get information on the icon, position the cursor on any of the Toolbar icons.  The icon name appears in a Tool Tip directly below the Toolbar.
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Miscellaneous Panel

 

Use to report information on Temporary Additional Duty, 

UA/Deserter, and disqualification from special duties.
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The Toolbar icons can be added or deleted depending on your preferences.  The order in which they appear on the Toolbar can also be changed.

	Navigate:

	
	Edit  ► Preferences  ► Toolbar  
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To change the order that the icons appear on your Toolbar

	1
	Highlight the icon in the Current Toolbar window.

	2
	Click the up or down arrow depending on where you want to move it.
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To add an icon to your Toolbar

	1
	Highlight the icon in the Available Buttons window.

	2
	Click the left arrow to move it to the Current Toolbar window.


[image: image49.wmf] 

6

 

5d

 

5b

 

5a

 

4

 

3

 

2b

 

2a

 

5c

 

To remove an icon from your Toolbar

	1
	Highlight the icon in the Current Toolbar window.

	2
	Click the right arrow to remove that icon.


	Standard Toolbar Icons
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	Save
	Sends the information you have entered on the panel to the database.  
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	Run
	Runs a process, first prompting you to specify when and where you want it run.  This is used to run reports.
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	Run With Defaults
	Runs a process using the defaults set up in your process scheduler.  This is used to run reports.
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	Cancel
	Clears the panel and any data that you may have entered or changed without saving.  When you press Cancel, the system does not warn you to save changes.  Use Cancel if you entered data incorrectly and want to start anew.
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	Next In List
	Displays the data for the next data row in your search list box.  This icon appears gray if you did not select the data row from a list box, if there was only one row in the list, or if the data displayed are on the last row of the list (equivalent to pressing <F9>).
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	Previous in List
	Displays the data for the previous data row in your search list box.  This icon appears gray if you did not select the data row from a list box, if there was only one row in the list, or if the data displayed are the first row on the list (equivalent to pressing <Shift>+<F9>).
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	List
	Displays the list box generated by the search record for this panel, and allows you to select another row to update.  If you accessed a row directly without going through a list box, this icon appears gray.
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	Next Panel in Group
	Brings up the next panel in the current panel group.  If you have come to the end of the panel group, it brings up the first panel again (equivalent to pressing <F2>).
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	Previous Panel in Group
	Brings up the previous panel in the current panel group.  If you are at the first panel of a group, it brings up the last panel (equivalent to pressing <Shift>+<F2>).
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	Next Panel
	Brings up the next panel in the menu.  If you are in a panel group and have not reached the end, the command brings up the next panel in the group.  If you are in the last or only panel in a group, it invokes the first panel of the next group.  From the last panel in a menu, the Next Panel icon summons the first panel (equivalent to pressing <F6>).
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	Previous Panel
	Brings up the previous panel in the menu.  If there is an earlier panel in the current group, it will be invoked; otherwise, the system will display the last panel in the previous panel group.  From the first panel in a menu, the Previous Panel icon summons the last panel (equivalent to pressing <Shift>+<F6>).
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	Insert Row
	Inserts a new row in a scrollable field (equivalent to pressing <F7>).
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	Delete Row
	Deletes the current row of data (equivalent to pressing <F8>).
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	Back
	Used when Menus Only context is selected in the Navigator Display submenu on the VIEW Menu.
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	Forward
	Used when Menus Only context is selected in the Navigator Display submenu on the VIEW Menu.
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	Change Window Content
	Toggles between the work item and the worklist during the workflow process.
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	Update/ Display
	Accesses existing rows of data on the database.  If data are effective-dated, displays only current and future rows.  
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	Update/ Display All
	Accesses existing rows of data on the database and displays all effective-date rows.  Allows you to update only current and future rows.  Used in processing IDT Unit Processing to Record IDT Unit process.
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	Open
Worklist
	Opens the Worklist panel from any place in the NSIPS application.
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 Use Transient Tracking to track and report the status of the personnel assigned to your Pay and Personnel Support Unit Identification Code (PPSUIC).

	Navigate:

	
	Go  ► Transient Tracking

	
	       THEN

	
	Use ► Transient Tracking                                                   
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There are six Transient Tracking panels:  Transient – General, Medical, Separations, Legal, Student/Avails/HUMS, and Miscellaneous.  (See the NSIPS Help System for details on panel fields.)

	To complete the Transient General panel, follow these steps.

	1
	Enter the SSN.

	2
	Enter the Accounting Category Code (ACC) that describes the member’s current status in the ACC field.

	3
	Enter the member’s Planned Loss Date.

	4
	Enter the ACC Effective Date.

	5
	Using the drop-down list, select a Transient Tracking Code (TTC), which identifies the transient status.

	6
	Enter the TTC Effective Date.

	7
	Enter the Tracer Action Date, which reflects the date the next tracer action must be taken on this account.

	8
	Enter the Tracer Action Number, which identifies the number of tracer actions that have been performed on this account.

	9
	Select Save.

	10
	Selecting the Purge Data push button will purge the member’s transient tracking record.
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11
	The Remarks push button will open to a panel used to record additional information.  Use <F7> to add an additional remarks field.  The Insert Row icon on your Toolbar is not available while in this panel.  
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Selecting the View Availabilities push button will open a panel displaying the most current availability information.
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Transient General Panel

 

Use to report and track general information.
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Selecting the View Orders push button will open the View/Print Individual Orders panel displaying the most current order information.

	There are six reports available for active duty operators only that are used to manage the Transient Tracking function.

	Transient Monitoring Tracking Report
	This report lists transient personnel assigned in ACCs 109 and 3xx by UIC.  

	Transient Tracking Alpha List
	This report provides the activity with an alphabetical listing of all onboard transient personnel.

	Six Reports (continued)

	Transient Tracking Brig Release (60 Day) Report
	This report provides the activity with a daily listing of personnel due to be released from the brig within the next 60 days.  

	Transient Tracking Expired Planned Loss Date Report
	This report provides the activity with a daily listing of onboard transient personnel who are over their Planned Loss Date.  

	Limited Duty (LIMDU) Report
	This report is an automated tracking tool used to monitor the progress of limited duty personnel. ACC must equal 105. DSC is less than 199 and not equal to 143, 147, or 148.

	Limited Duty Reevaluation Report
	This report provides a list of personnel with a LIMDU Reevaluation Date within the next 90 days. DSC is less than 199 and not equal to 143, 147, or 148.

	For information on how to generate these reports, see Standard and System Reports in this Alphabetical Listings section of this Quick Reference Guide.

	For a complete description of these reports, access the NSIPS Help System and go to Reports-Listing of Reports and select your report.
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Setting up a New User Account is initiated by your Supervisor and completed by your System Administrator.

An NSIPS user account (Operator ID and password) is required to gain access to the NSIPS application.  (Your Windows NT account is required to gain access to your workstation or the server.)  This access is determined by your security profile (assigned to you by your NSIPS System Administrator), which establishes the NSIPS functions that you can perform.  Your Operator ID is tracked and linked to each transaction you process.  This enables a high level of security and allows network administrators to easily troubleshoot security problems.


To set up a New User Account  

	Navigate:

	
	Go  ► NSIPS Security Administration  ► Users  


Supervisors request New User access from the NSIPS System or Group Administrator via an electronic NSIPS Security Access Request.  Supervisors can also review current users and submit requests to modify User Access.


This example shows the steps taken by a supervisor to request an NSIPS account for a new Personnel Clerk to work on active accounts.

	Supervisor Responsibility

	Follow these steps:

	1
	Select Request User Access from the pull-down menu.


	2
	Enter the SSN of the new user.  (You can also click on the drop-down arrow to select from a list of valid SSNs and Names if the member currently exists in the database.)  When you enter an SSN, which is not in the database, a new account is created and designated as civilian by default.

	3
	Click OK and the Request User Access panel will appear.  

	4
	Complete the Request User Access panel.

	User Information (4a)

	
	1
	Enter the user’s Last Name, then a comma, then First Name.  (Use no spaces up through first name; if entering a middle initial, space and then enter initial with no periods.)

	
	2
	Use the <Tab> key to get to the other user information fields.

· Action – Click the drop-down arrow and select Submit.
· Access Type – Click the drop-down arrow and select Active.  

· Phone – Enter the member’s phone number.

· Civilian UIC – Enter UIC.

	UIC Access Details (4b)

	
	1
	Type – Use the drop-down arrow and select PPSUIC.

	
	2
	Click the PPSUIC push button and click the LOCAL UIC ACCESS button (OR you can click on the drop-down arrow and double-click on the selection from the Valid Values pick list.)

	
	3
	Click OK.

	
	4
	If Pay Record Access (PRA) should be granted, click the Pay Record Access Indicator check box.

	Roles Assigned (4c)

	
	User 

	
	1
	Click the User push button.  

	
	2
	The Add/Update User Roles Dialog Box will open.

	
	3
	Click the Role drop-down arrow to display the valid user roles.

	
	4
	Double-click the new user role and click the Primary Role check box to indicate it is the member’s primary role.

	
	5
	To enter another user role, press <F7>, click the drop-down arrow, and select another role.  Continue until completed adding roles.

	
	6
	To delete a user role, press <F8>, click the drop-down arrow, and select the role.  Continue until completed deleting roles.

	
	7
	Click OK.


	
	Report

	
	1
	Click the Report push button to give the user access to reports.

	
	2
	Click the drop-down arrow to display a list of valid report roles.

	
	3
	Select APRALL.

	
	4
	To enter another role, press <F7> and select another role.  Continue until completed adding roles.

	
	5
	To delete a role, press <F8> and select the role.  Continue until completed deleting roles.

	
	6
	Click OK.
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	Next Roleuser in Route (4d)

	
	1
	Tab to the Next Roleuser in Route field. 

	
	2
	Designate the supervisor who is to audit this clerk’s work by clicking the drop-down arrow and double-clicking on the supervisor.

	Requestor Information (4e)

	
	1
	Click the Requestor Information push button to review the information about yourself, the supervisor who is requesting the account creation.

(This information is used by the System Administrator to identify who is requesting this account.)

	
	2
	Click OK to close the window.

	Comments (4f)

	
	1
	You can add comments by pressing the Comments push button and typing comments.

	5
	Save the request.

	
	1
	When completed with the Request User Access panel, click the Save icon on the Menu Bar.  Upon saving, the request is sent electronically, via workflow, to the System Administrator’s worklist.


	System Administrator Responsibility

	This Quick Reference Guide does not include details of System Administrator functions.  This brief description of the steps used by your System Administrator in creating New User accounts is presented here so that you can understand the entire process. 

	The System Administrator will log into Oracle on the NSIPS Server and review the New User request in his/her worklist.  The System Administrator will then assign a USERID and password.  Upon saving the panel, the USERID and password will be sent automatically to the worklist of the supervisor who submitted the request.   

When the user logs onto NSIPS for the first time, the password should be reset, ensuring that no one other than that user knows the password.

The System Administrator uses the NSIPS System Administrator Guide for additional information.


Use the NSIPS Workflow process to send transactions for approval so that they can be transmitted to the Corporate Systems.


Since approval by your supervisor is needed for pay-related and contractual transactions before being sent to Corporate Systems, they are considered workflow items or work items.

Workflow items have a workflow row on their panel as shown here.

	The Workflow Row

	You will make no entries in the first two fields.

	Appr Inst (Approval Instance)
	This read-only field is a system-generated number used to identify the transaction within the workflow process and is assigned when the transaction is saved using Approve in the Approval Action field.

	Appr Status (Approval Status)
	This system-generated field controls the process of moving the data from the NSIPS application to the dataflow process and on to the Corporate Systems by indicating transaction status.

	Once an Appr Action has been selected, one of the following will be displayed.

	
	Approve
	This indicates the transaction has completed the workflow process and the last reviewer has made it ready for transmission.

	
	Pending
	This is the default status.  The transaction remains in pending status until the transaction is completely approved.

	
	Denied
	This status indicates the transaction is to be deleted from the system.  NSIPS periodically initiates a purge process to remove these items permanently.

	Appr Action (Approval Action)
	Use this field to tell the system what you want to do with your transaction after you enter all the data.  If you make no selection and click Save, NSIPS defaults with the Approve action.
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	1
	Choose from the following drop-down selections (1a – 1d).

	1a
	Approve
	Select to tell the system the information is accurate.

       Clerks

Upon saving your transaction, the Next Roleuser in Route Box appears asking if the transaction should be routed to your designated supervisor or to a different supervisor.
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	Choose Yes to route the transaction to the designated supervisor.

	
	
	Choose No to select from a list of available supervisors by clicking the appropriate check box.
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	       Supervisors

Use to approve workflow items.

	1b
	Deny
	      Supervisors

Use if the transaction is no longer valid, and you want to cancel it, sending it to a purge file where the data can no longer be retrieved.

	1c
	Incomplete
	     Clerks

Use to place the transaction in your pending file.  You can then retrieve it through Pending on the Use Menu (see Navigation in the Introduction of this Quick Reference Guide).

	1d
	Recycle
	      Supervisors

Use to send the transaction back to the creator.  The creator can make corrections and send the transaction back through the workflow process.

	
	
	       Clerks

Use during the initial creation of the transaction to keep it within your own worklist where it will NOT go into the workflow process.

	Comments


	Both supervisors and clerks can use to communicate recycling comments.  A highlighted Comments push button indicates that comments accompany the transaction.



Your Worklist panel contains all the current worklist items awaiting final action.

To Get to Your Worklist
	 Navigate:

	
	View  ► Navigator Display  ► Worklist  


OR
	Click the Worklist icon               on your Toolbar.


To Process Your Worklist
Begin processing your worklist using the push buttons that are activated when you highlight a worklist item.  To work on a particular worklist item, you select it from the worklist and you’re taken to the proper panel in NSIPS.

	1
	Use these worklist push buttons.

	1a
	Change
	To change the supervisor assigned to the worklist item (or work item) in the workflow process. You can use the comment field to explain the reason for the change.

	1b
	Mark Worked
	To mark a work item as Worked.  Does NOT process work item.

	1c
	Work It
	To open the highlighted worklist item and display its panel to begin processing the transaction.

	1d
	Refresh
	To refresh your worklist.

	

	Use these timesaving techniques to process your worklist.

	· Use the Change Window Content icon               to go back and forth between the worklist and the NSIPS panel.  <F11> performs the same function.

	· Use the Next in List icon                 to access the next item in the worklist without returning to the worklist.

	· To search your worklist based on selection criteria, see the NSIPS Help System, Workflow, Worklist Monitor.

	· Remember, if the icons used here do not reside on your Toolbar, add them by referring to Toolbar in this Alphabetical Listings section of this Quick Reference Guide.
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The Left Pane contains your worklist folders organized alphabetically by business process.  Within each folder is a list of the SSNs and Approval Instance numbers relating to each transaction.











The Right Pane contains all the worklist items for the folder highlighted in the left pane.
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Use to record information on disciplinary actions, confinement, and appellate leave. 











Student/Avails/HUMS Panel











Legal Panel







Use to record information about the class the member is attending, availability and order information, and humanitarian assignment information.
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Use to record information on the status of Medical Boards and Limited Duty.  
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Medical Panel







Use to record information on the member’s separation process. 
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Use to report information on Temporary Additional Duty, UA/Deserter, and disqualification from special duties.
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Use to report and track general information.



















Transient General Panel
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