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

[image: image18.png]



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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