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Use Personnel Maintenance to complete transactions that affect both the personnel record and the pay of the service member.   
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	Navigate:

	[image: image10.wmf] 

[image: image11.wmf] 


	Go  ► Personnel Maintenance  
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Use Address and Phone to record personnel information.  There are six different views depending upon your user profile and the selection in the Address Type field:

	Address Type 1 – Use to record reserve home address and the ability to record the 50-mile indicator.  This is used for reserve members only.

	Address Type 2 – Use to record active duty home address.  This is used for active duty members only.

	Address Type 3 – Use to record business address (other than the reserve command).  This is used for reserve members only.


	Address Type 4 – Use to record the address where the member can be reached upon separation from the Navy.  This is used for active duty members only.

	Address Type 5 – Use to record LES information.  This provides information on all pay-related items.  This is used for active duty members only.

	Address Type 7 – Use to record or view Home of Record information.  This provides information required for the Reenlistment process.
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To Create an Address and Phone transaction
	Navigate:
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	Go  ► Personnel Maintenance  ► Address and Phone

	
	       THEN

	
	Use ► Address and Phone 


	Follow these steps.

	1
	Enter the SSN and then complete the panel.

	2
	The View Command Address push button provides the DEPTID and Address of the command that the service member is assigned.
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3
	Click the Save icon on the Toolbar.


[image: image16.wmf] 

[image: image17.wmf] 


Use Conversion/Reversion to submit

	An officer gain upon an enlisted member’s promotion to officer status (LDO/CWO).

	A reversion of a Temporary Limited Duty Officer (LDO) back to enlisted status.  This is valid for active duty sailors only.


	Navigate:

	
	Go  ► Personnel Maintenance  ► Conversion/Reversion

	
	       THEN
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	Use ► 
	


Use Deductions to Start, Stop, Change, or Cancel options for:

	Servicemen's Group Life Insurance (SGLI)

	Montgomery GI Bill


	Navigate:

	
	Go  ► Personnel Maintenance  ► Deductions

	
	       THEN
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	Use ► 
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For information on the Personal Data transaction, see Personal Data in this Alphabetical Listings section of this Quick Reference Guide.

Use the Foreign Language panel to enter information on the member's foreign language proficiencies.
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The Miscellaneous panel must first be set up by your System Administrator based on the needs of the command (see NSIPS Help, Misc. Data Setup).  Use this panel to establish or change up to 14 miscellaneous fields for all records maintained by the Admin UIC or PSD providing support.
The Miscellaneous section of Personnel Maintenance consists of three sections as shown in the following panel.
	Navigate:

	
	Go  ► Personnel Maintenance  ► Miscellaneous

	
	       THEN

	
	Use ► 
	



1430 Worksheet Data

The following fields must be completed on the Worksheet panel:  Exam Rate, Next Grade, Exam Serial, Awards, Performance Marks, Special Group Indicator, Reason for Participation, School Code, Advancement Eligibility (Yes or No), NAVRES Drill Time in Service, Military Requirements Courses, Professional Courses, PARS, Performance Test, and Leadership Requirements.

In addition to the completion of the 1430 Worksheet Data panel, a report can be created using Standard Reports for Advancement Eligibility (see System and Standard Reports in this Alphabetical Listings section of this Quick Reference Guide).

	HELPFUL HINTS (HH)

	1
	The <F7> and <F8> keys will be used on the Miscellaneous panel when setup is used.

	2
	The Miscellaneous panel can also be accessed and updated on the Activity Gain transaction, Misc Data panel.  


Use Honors and Awards to document the issue date when an individual earned a personal award, the type of award, the number of personal awards earned, and the begin date for the next award eligibility period.  Eligibility criteria for these awards are detailed in SECNAVINST 1650.1 Series.  These awards include

	Good Conduct Medal (GCM) – for enlisted personnel serving on active duty.  The GCM is listed in NSIPS as GCMAE - Good Conduct Medal Active Element for Branch Class 11, and GCMRE - Good Conduct Medal Reserve Element for Branch Class 32 serving on active duty.  

	Naval Reserve Meritorious Service Medal – for USNR enlisted personnel.  This award is listed as NRMRE in NSIPS.

	Armed Forces Reserve Medal - for USNR enlisted and officer personnel on inactive duty.  This award is listed in NSIPS as AFMRE for enlisted and AFMRO for officers.


Use Local Data to process:

	Local data necessary for local management of records and personnel.

	The reporting of reserve miscellaneous changes.

	The reporting of completion of correspondence courses for retirement points and units.

	Maintenance of security access information for members within a command.

	Establishment of security clearances for members prior to their transfer to attend training courses requiring access to classified information.

	Termination of security access for members due to transfer from a command, discharge, separation from Federal Service, or downgrade, denial, or revocation of security clearance for cause.



Use the Process Scheduler Request panel to schedule Standard and System Reports and transaction documents (see Forms/SubDocs in this Alphabetical Listings of this Quick Reference Guide).

To Schedule Standard/System Reports and transaction documents

	The Process Scheduler Panel

	You will make no entries in the first two fields.

	Operator ID
	This field is pre-filled based on the Operator using the system.

	Run Control ID
	This field shows the Run Control ID that was entered when the report was scheduled.

	Make selections in the following fields.

	Run Location
	Run Location defaults to Client.  When you set on Server, it will unhide the Run Date/Time and Run Recurrence.  For this example, select Server radio button, and choose PSNT from the drop-down list.

	Output Destination
	System Defaults are File and %temp%\.  These should not be changed.  (This will be a temporary file, which can be viewed or printed using the Report Status Monitor/Output panel.  See Report Status Monitor/Print in this Alphabetical Listings section of this Quick Reference Guide.)

	Run Date/Time
	Use to schedule your report by selecting from the drop-down calendar

and using your keyboard arrows to set hours, minutes, and seconds.

NOTE:  When scheduling your report(s), contact your System

Administrator to ensure that there are no run-time conflicts with the

System backups.  (If there are run-time conflicts, your report will not run.)

	Run Recurrence
	Use if you want to set up recurrence intervals for your report.  (The

default is Once.)  

	
	1
	Choose from a limited list of recurrence intervals using the drop-down list.

	
	
	OR

	
	2
	Select the New push button to open the Recurring Process box and customize your recurrence interval.

	
	3
	Enter your new Recurrence Name and corresponding Recurrence Description. 

	
	4
	Press OK.
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	5
	Once created, your new Run Recurrence will be available as part of the drop-down list.  In the future, you highlight (select) and the information will be displayed.
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	Description
	Click the report to highlight; it MUST BE HIGHLIGHTED to be scheduled.

	Cancel Button
	Click if you are not ready to schedule the report.

	OK Button
	Click when you are ready to complete scheduling of the report.
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