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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


[image: image12.wmf] 


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.
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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.

	[image: image19.wmf] 

[image: image20.wmf] 

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: image26.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.



	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)

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:


	
	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.



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:


	
	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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