NSIPS HELP DESK/CSC SERVICE REQUEST WORKSHEET/FAX


	      PRIVACY ACT STATEMENT

AUTHORITY: 5 U.S.C. 301, Departmental Regulations and E.O. 9397 (SSN).

PURPOSE: To assist Navy Standard Integrated Personnel System (NSIPS) Customer Support Center (CSC) personnel address problem issues with requesters contacting the CSC for assistance.  The requested information will be used to generate an NSIPS trouble ticket to resolve requester problems with NSIPS.  The document requesting the information will not be retained more the 60 days after the trouble ticket is closed.  

ROUTINE USES: Used by NSIPS Customer Support Center, Space and Naval Warfare Systems Command Information Technology Center, New Orleans, personnel and management to generate a help desk trouble ticket to address requests for assistance.  Access to the requester’s master file (officer or enlisted)  may be necessary to resolve issues that generate the trouble ticket.  Blanket routine uses apply.

DISCLOSURE: Voluntary.  However, failure to provide the requested information may result in the NSIPS Customer Support Center being unable to generate a sufficient trouble ticket to address requests for assistance.

	ALL BLOCKS LISTED BELOW MUST BE COMPLETED BY THE COMMAND

	COMMAND INFORMATION

COMMAND:                                 

UIC:

POC:                                                             

PHONE NUMBER:                                                    

FAX NUMBER:

EMAIL ADDRESS: 
	MEMBERS INFORMATION

RANK OR RATE:

SSN:

	WHAT TYPE OF TRANSACTION ARE YOU TRYING TO COMPLETE
	WHAT IS THE ERROR CODE OR SERIAL NUMBER?



	IS YOUR COMMAND USING NMCI OR LEGACY HARDWARE?


	ARE YOU RECEIVING AND PROCESSING FEEDBACK? CHECK FEEDBACK AND REVIEW THE MSG STATUS INQUIRY.  HAS YOUR SYSTEM ADMINISTRATOR CHECK FOR CONNECTIVITY? HAVE YOU CHECKED WITH YOUR SUPERVISOR TO ENSURE THE PROCESS IS BEING DONE CORRECTLY?  IF EXPERIENCING A FUCNCTIONAL PROBLEM, ASK YOUR SUPERVISOR FOR GUIDANCE.  IF EXPERIENCING A TECHNICAL PROBLEM, REFER TO YOUR SYSTEM ADMINISTRATOR FOR ASSISTANCE.

	FOR USE BY NSIPS CUSTOMER SUPPORT CENTER ONLY


	ACTION TAKEN BY:


	DATE COMPLETED:



	SERVICE REQUEST NUMBER:
	DATE CUSTOMER NOTIFIED:

	SOURCE DOCUMENTS RECEIVED:
	DATE TICKET CLOSED:


FAX WORKSHEET TO ITC CUSTOMER SUPPORT CENTER/HELP DESK AT COMM: (504) 697-3007 OR

DSN: 647-3007OR EMAIL TO NSIPSHELP@CNRF.NAVY.MIL.  THIS FORM WILL BE USED TO OPEN  A SERVICE REQUEST (TROUBLE TICKET).


