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NSIPS OVERVIEW

Based on NSIPS Release 0.1 Build 26

Purpose

History

Benefits

Future

Purpose

The Navy Standard Integrated Personnel System (NSIPS) Program is a Major Automated Information System under the combined functional sponsorship of the Deputy Chief of Naval Operations, Chief of Naval Personnel, Director Naval Reserve, Comptroller of the Navy, and the Defense Finance and Accounting Service. 

NSIPS will deliver field-level pay and personnel data to update corporate databases in peacetime as well as during recalls, and during both a partial and a full mobilization.  Most importantly, NSIPS will collect, pass, and report timely, accurate data on Active, Reserve, and retired Navy members in the Continental United States (CONUS XE "CONUS" ), overseas, and aboard ships.  NSIPS will have the capacity and flexibility to satisfy customer and user needs at all levels.  In addition, it will have the capability to support current and future business processes.

The initial release of NSIPS will replace four legacy systems: 

· Source Data System (SDS)

· Reserve Standard Training, Administration, and Readiness Support (Manpower and Personnel) (RSTARS(MP))

· Uniform Microcomputer Disbursing System (UMIDS)

· Diary Message Reporting System (DMRS).

NSIPS will be deployed to facilities providing Navy personnel and/or pay support using existing personnel resources.

History

A study done by the Office of the Under Secretary of the Navy found the current legacy systems would not meet the requirements for a single point-of-entry system for all aspects of Navy pay and personnel.  To meet this requirement, the NSIPS initiative was born.

In July 1995, the Major Automated Information System Review Council (MAISRC) approved NSIPS as the system to consolidate the Navy’s Active Duty and reserve personnel functions into a single-source collection system.  Assessments were conducted to determine the best approach for NSIPS programming and architectural design.  In the Fall of 1997, the Systems Executive Office for Manpower and Personnel (SEO/MP) decided on an approach that would use Commercial Off-The-Shelf (COTS) software as the basis for the new system.

After an appraisal of several development tools, commercial human resource applications and databases, the following software was selected:

· PeopleSoft Human Resource (HR) software for processing pay and personnel transactions

· Template Software for the communications and workflow infrastructure

· Oracle Relational Database Management System as the data repository

Each of these COTS software packages is transparent to the user.  These packages provide the navigational tools and corporate interfaces for NSIPS to effectively process pay and personnel actions.

Benefits

Some of the benefits of NSIPS are

· It provides a single point-of-entry for pay and personnel transactions for both Active Duty and Reserve personnel.

· For the first time ships will maintain records in a local database, transmit pay and personnel transactions to corporate systems, and receive feedback directly to a local server.

· NSIPS software will run on multiple platforms, configurations, and environments.  This means mobile detachments can collect their records any time, from any location around the world.

· NSIPS operates on Navy standard computer systems that are Information Technology for the 21st Century (IT-21) compliant.

NSIPS complies with Department of Defense (DOD) and Department of the Navy (DON) standards for data and telecommunications.

Future

Due to the flexibility of the NSIPS design, it easily can be adapted and expanded to include other functionality.  Some of the items planned for future releases are

· Service record maintenance

· Training report inputs

· Advancement XE "Advancement"  examination support

· Interfaces with other systems

HOW TO USE THE HELP SYSTEM / USER MANUAL INFOBASE

Introduction 

An Infobase is a single-file electronic repository for large volumes of reference information.  An InfoBase stores text and graphic information.  In addition to instantaneous searching, an InfoBase provides real-time information updating, sophisticated hypertext linking, topical grouping, and automatic generating of tables of contents.

Placing information into an InfoBase actually adds value to that information, because every word in an InfoBase indexes automatically.  This means that each word becomes searchable, and any piece of information can be found in an instant using the InfoBase’s powerful search engine.

There are many benefits to this type of Help System for NSIPS.  Some of these benefits are as follows:

· NSIPS uses the software package Folio Views to create the Help System InfoBase.  This is the same package used by PeopleSoft for their Help System, PeopleBooks.

· The Help System is a User Manual designed as an InfoBase, which allows us to create the Help System by transferring data from a word processing application.  Because of this, there is ease of maintenance and updates.

· The Help System is created by transferring text developed in a word processing application and importing it into Folio.  The content is similar to that which you would find in a hard copy User Manual; only Folio allows for links and has search capabilities throughout the text.  This expands the usefulness of the Help System text.

· The existing business processes of the Navy provide the content for the Help System.

InfoBase Structure

There are several ways to view the content within the InfoBase.  This structure aids in ensuring the text is displayed in the most efficient manner possible.  The Help System is structured in windows with several panes or views.  These are as follows:

· Contents Pane

· Reference Window Pane

· Document Pane

· Hit Reference (Hit List) Pane

· Ease in moving through the InfoBase is based on your understanding of the different views and how to utilize them.  The following snapshot displays the various views as they apply to the NISPS Help System.

[image: image1.wmf]

Contents Pane

The Contents Pane displays the Table of Contents for the InfoBase.

The Table of Contents is expandable or collapsible.  This is accomplished by double-clicking the plus and minus signs to the left of the headings. 


Reference Window Pane

The top pane is the Reference Window Pane.

This portion of the InfoBase window displays the headings for the particular location in the InfoBase. 

The Reference Window Pane is used primarily to provide a point of reference in the InfoBase (where you are located in the overall structure of the InfoBase).

The Reference Window Pane is connected to the top of the Document Pane.


Document Pane 

The Document Pane is the primary pane for working with an InfoBase; all other panes provide navigational assistance or display other related information.

The Document Pane displays the text or information about NSIPS processing from within the InfoBase.


Hit Reference (Hit List) Pane

The Hit List Pane displays query results after a search is performed.

Listed are the results of a query search in the order in which the item appears in the InfoBase.  These items are called Hits.

The Hit List displays the headings associated with the hits and may be set to show a number of words around each hit.

During a query, the system scans the headings and words around hits, quickly locating the information you need.

Double-clicking on a heading in the Hit List takes the user to that location in the InfoBase and displays the text in the Document pane.

Navigation

Once in the InfoBase, navigating to information is quite simple.  We will concentrate on four methods to navigate through the InfoBase.  These methods are as follows:

· In the Contents Pane, clicking on a heading

· In the Document Pane, using the Content section in the InfoBase text

· In the Document Pane, scrolling down through the text

· In a query, searching for keywords or phrases

Contents

The text of the InfoBase contains details needed to process pay and personnel functions within NSIPS.

Where Did the Information Come From?

The information contained in the Help System InfoBase came from a variety of sources.

Current legacy systems’ business processes and procedure manuals were reviewed for procedures that pertain to NSIPS.  Items that are pertinent to NSIPS were incorporated into the InfoBase.  The following legacy systems' documents were reviewed.

· Source Data System Procedure Manual (SDS PROMAN)

· Procedures Training Guide (PTG)

· Uniform Microcomputer Disbursing System (UMIDS) Procedures Guide

· Reserve Standard Training, Administration, and Readiness Support (Manpower and Personnel) (RSTARS-MP)

Next, Navy directives and regulations were reviewed for incorporation into NSIPS.  The Help System does not reflect policy due to the fact that policy changes can occur.  It mainly reflects any procedures required for pay and personnel reporting.

Once the initial research was completed, the information from the current legacy system procedures was compared to NSIPS to see which details still applied.  Those that impact NSIPS were included in the Help System InfoBase.

The Help System InfoBase text was reviewed and approved by Active Duty and Reserve Navy Functionals experienced in performing pay and personnel processing.

Table of Contents

The content of the InfoBase contains details needed to process pay and personnel functions within NSIPS.  The Contents Pane provides a look at the Table of Contents within the InfoBase. 

The user can navigate through the Table of Contents by

· Using the scroll bars

· Pointing and clicking with the mouse

· Expanding the plus sign or closing the minus signs

· Using the arrow keys on the keyboard

Text

The basic text covered for each NSIPS function is the same.  Each function begins with the Contents section.  This is an internal Table of Contents for each chapter of the InfoBase.  It lists all the sections pertaining to the function.  Each item listed is linked to the actual text via a jump link.

NOTE:  The Contents will reflect only the topics specific to the function.  For example, if a function does not require Forms, this section will not appear.

Each section contains specific information that will aid in performing NSIPS operations. 

The following details the type of information found in each section.

Overview

A brief statement about the function and the features in NSIPS available for the clerk to accomplish the action.

Related Processes

Other NSIPS functions which need to be completed in conjunction with a particular function.

Navigation

The step-by-step directions to get to the correct panel to process the function.

Panels

A copy of the panels required to process the function.  This section includes a list and a description of each field on the panel.

MILPERS Procedures

A detailed listing of all personnel clerk and supervisor procedures required for the function.

MILPAY Procedures

A detailed listing of all pay clerk and supervisor procedures required for the function.

Forms (Manual/Automated)

The forms needed to process or that are processed by the function.

Forms Distribution

The distribution points for the completed forms.

References

A list of all required Naval instructions that govern the function.

Specific/Unique Features 

An InfoBase is very important due to its storage capacity (it contains a large amount of data) and its ability to obtain what the user needs quickly. 

Another special feature of the InfoBase is the ability to create a Shadow File.  This is a copy of the InfoBase that allows you the ability to personalize it with highlights, post-it notes, and bookmarks.  The details about this are covered later in this unit.

One of the best features of an InfoBase is its ability to get the user through the document using links.  Links, once activated, will launch the user to the correct portion of the document.  This location is referred to as the jump destination.

Below is a list of possible links, which can be used in an InfoBase.  For NSIPS, the link used most often is the jump link.

· Jump Links connects the user to another point in the InfoBase.  

· A jump link is a point-to-point link.  It is used to cross-reference from one point to another point or to several points. 

· Like cross-references you might find in a book, which can have multiple cross-references to the same page of information, jump links are built from several different locations to a single jump destination. 

· Jump links are the most commonly used link in the NSIPS InfoBase.

· Object Links open a separate window that contains an object (such as a graphic or a video file).

· Program Links start another application, such as a spreadsheet, a graphic editor, or a game.

· Data Links store files (such as documents or spreadsheets) in the InfoBase and then open the files using the associated application.

· Web Links connect the InfoBase to the World Wide Web.  

· Enter an Internet address as the command line.  

· When the web link is activated, your web browser is automatically launched.

Query Searches

Through Query searches the user can obtain information from the InfoBase.  The InfoBase indexes every word in the text, making it a searchable item.  

Accessing

The NSIPS InfoBase is designed to work as an on-line help system and as a User’s manual and can be accessed in two ways.  

On-line Help System

As the on-line Help System, the InfoBase is accessed via the NSIPS application.  It is designed to provide context-sensitive help.  This means that while processing a transaction, help is just an <F1> keystroke away.

The <F1> key launches the software package Folio Views.  The Help System is programmed in Folio Views, and it takes the user to the jump destination that corresponds to the panel being presently processed.

User Manual

The InfoBase becomes a User Manual when it is accessed outside the NSIPS application.  The actual program resides as a windows program, and the user has the ability to open the InfoBase from the Desktop.

The main benefit of the NSIPS InfoBase is that the user can obtain assistance without having to be in the NSIPS application.

Personalization

Introduction

This section focuses on creating a Shadow File of the User Manual InfoBase and personalizing it with highlights, post-it notes, and bookmarks. 

Shadow File

Folio allows the user to create a Shadow File that overlays the InfoBase.  The primary use of a Shadow File is to provide the individual user the ability to personalize the InfoBase with Notes, Highlighters, and Bookmarks and to save the Shadow File under a selected name without corrupting the integrity of the InfoBase.

· When a Shadow File is created, it is an exact copy of the InfoBase.

· When Notes, Highlighters, or Bookmarks are added to the Shadow File, they do not appear in the InfoBase.

· Any change made to the Shadow File only appears in the user’s Shadow File.

· New releases of the NSIPS application may contain changes to the InfoBase.  Previous Shadow Files may need to be deleted and recreated for the new InfoBase.  This should only be required if significant InfoBase changes took place.

Personalization Items

Once the user has become familiar with the InfoBase, personalizing it is very simple to do.  Remember that this InfoBase is an electronic version of a user manual.  In the past, when changes were needed, the user would simply highlight a section or place a note.  The same methods exist for this Infobase. Here are the features available with the Shadow File.

Highlighters

Use Highlighters to mark subsets of information.  Just as a highlighter pen is used to mark important passages, so can the Highlighters be used in the Shadow File.

· Use a different color Highlighter for different types of information.  For example, the user might use one Highlighter to mark passages that discuss Reserve Gain rules and another to mark passages that discuss Reserve Loss.

· Use two different color Highlighters for the information to help the user find very specific information later by searching for the appropriate Highlighter color.

· Use Highlighters to mark any type of information you want to remember and find later.  You can also search on Highlighters to find information.

Post-it Notes

Use Notes to create or view personal annotations in the InfoBase.  Notes appear as Post-It-Note icons in the left margin of the Document pane.  When clicked, the Note opens to display text or objects in a pop-up window.

· Comments or remarks can be stored in Notes.

· Objects, such as graphics, can also be stored in Notes.

· Notes are fully searchable, so you can easily locate your annotations.

Bookmarks

Use Bookmarks to hold your place or mark areas of interest.  Each Bookmark has its own name for easy reference.  When the Bookmark is selected, the view of the InfoBase immediately shifts to the marked location.

· Place Bookmark codes at the point you wish to go when you select the Bookmark.

· Use Bookmarks to mark locations in the InfoBase to which you may want to return.  You might use a Bookmark to mark research material, your current location in the InfoBase, or a point of interest you wish to remember.
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NSIPS SECURITY ACCESS REQUEST

NSIPS Security Access Request Contents

NSIPS Security Access Request Overview

Navigation

Panel

Procedures

Forms (Manual/Automated)

NSIPS Security Access Request Overview

The NSIPS Security Access Request is an automated process designed to allow users with supervisor privileges to request access for users from the NSIPS Site or Group Administrator.  The process allows the supervisor to submit requests for access to the NSIPS application via electronic means.  The supervisor can also display all Pending User Access Requests.  This selection will display all User Access Requests currently pending in the system with their current statuses.

If the NSIPS Site Administrator assigned a User ID and the supervisor is initiator of the User Access Request, displaying this panel will also display the User ID and “initial” password assigned.  The member, thus granted access, must immediately change the password for his/her User ID.  

Reserve Units must comply with the procedures outlined in COMNAVRESFORINST 5230.7.

Navigation

User navigates by selecting the following:

Select “Go.”

Select “NSIPS App Security.”

Select “Process.”

Select “User Access Request.”

Select “User Access Pending.”

Select “User Access Display.”

Panel

NSIPS App Security
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Field Descriptions/Required Actions

SSN: Pre-filled based on the Social Security Number (SSN) initially entered for this transaction.

Name:  If the SSN initially entered for this transaction matches an SSN for a member currently in the database, this field will be pre-filled with name and will be gray.  If the SSN initially entered is not in the database, then this field will be open for data entry.  The format for this field is last name,first name (space) middle initial (space) suffix.  For any item past suffix a space is added before the item.

Type of Request: The type of request being submitted on the user.  Enter Initial, Modify, or Delete for the type of request that is being submitted.

Account:

Type: If the SSN initially entered matches an SSN for a member currently in the database, then this field will be pre-filled with Member and grayed.  If the SSN entered is not in the database, then this field will be pre-filled with Civilian, and open for modification.

Action:  Type of action being done on the request.  This field will be pre-filled with Submit.


Status:  This is a display-only field containing the current status of the User Access Request.

Type of Records to Maintain: Select either Active or Reserve to define the type of personnel records the user will be maintaining.  Selecting Active will unhide a radio button for Pay Record Access.  Check this block to request that the User ID be assigned Pay Record Access.

Telephone Number: Enter the current telephone number of the user.

Rank/Rate/Grade: If the SSN initially entered for this transaction matches an SSN for a member currently in the database, this field will be pre-filled with the member’s Rate/Rank and will be gray.  If the SSN initially entered is not in the database, then this field will be open for data entry.

Requestor Info: This push button will display the following screen:
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This screen displays the information of the operator submitting the User Access Request.

UIC Access: Enter the Access Type that is needed for the User ID.  There are three selections for this field.

1. General: Selecting this Access Type will open a field in the General Unit Identification Codes (UICs) group.  In General UIC(s), enter the UICs to which the User ID will need access.  To enter multiple UICs, press <F7>; to delete a UIC that was selected in error, press <F8>.

2. HR-Dept:  Selecting this access type will open the Pay and Personnel Support Unit Identification Code (PPSUIC XE "PPSUIC" ) data field.  Enter the PPSUIC that the User ID will need to access.

3. Reserve Center UIC: Selecting this access type will open the Reserve Admin UIC data field.  Enter the Reserve Admin UIC that the User ID will need to access.

Roles:
Select the roles the user will need in order to process transactions and reports in NSIPS.

User Roles: Select the roles that the User ID will need.  Multiple roles can be selected by pressing <F7>. To delete a role that was selected in error, press <F8>.

Inquiry Roles: Select the roles that the User ID will need.  Multiple roles can be selected by pressing <F7>. To delete a role that was selected in error, press <F8>.

Report Roles: Select the roles that the User ID will need.  Multiple roles can be selected by pressing <F7>. To delete a role that was selected in error, press <F8>.

Workflow Roles for Routing: Select the roles that the User ID will need.  Multiple roles can be selected by pressing <F7>. To delete a role that was selected in error, press <F8>.

Auditor of Transactions: Select from the User ID that will be auditing this User ID’s transactions.

Comments: The push button will open a text block into which comments can be entered.

Help: The push button will display a box, which contains brief descriptions of the fields displayed on the panel.

NSIPS App Security User Access Pending 
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Field Descriptions/Required Actions

SSN: Pre-filled based on the SSN initially entered for this transaction.

Name:  If the SSN initially entered for this transaction matches an SSN for a member currently in the database, this field will be pre-filled with name and grayed.  If the SSN initially entered is not in the database, then this field will be open for data entry.  The format for this field is last name,first name (space) middle initial (space) suffix.  For any item past suffix a space is added before the item.

Print Form: This button prints information on, and associated with, this panel.

Type of Request: The type of request being submitted on the user.  Enter Initial, Modify, or Delete for the type of request that is being submitted.

Account:

Type: If the SSN initially entered matches an SSN for a member currently in the database, then this field will be pre-filled with member and will be gray.  If the SSN entered is not in the database, then this field will be pre-filled with Civilian, and open for modification.

Action:  Type of action being done on the request.  This field will be pre-filled with Submit.

Status:  This is a display-only field containing the current status of the User Access Request.

Type of Records to Maintain: Select either Active or Reserve to define the type of personnel records the user will be maintaining.  Selecting Active will unhide a radio button for Pay Record Access.  Check this block to request that the User ID be assigned Pay Record Access.

Telephone Number: Enter the current telephone number of the user.

Rank/Rate/Grade: If the SSN initially entered for this transaction matches an SSN for a member currently in the database, this field will be pre-filled with the member’s Rate/Rank and will be gray.  If the SSN initially entered is not in the database, then this field will be open for data entry.

Requestor Info: This push button will display the following screen:
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This screen displays the information of the operator submitting the User Access Request.

UIC Access: Enter the Access Type that is needed for the User ID.  There are three selections for this field.

1.  General: Selecting this Access Type will open a field in the General UIC(s) group.  In General UIC(s) enter the UICs to which the User ID will need access.  To enter multiple UICs, press <F7>; to delete a UIC that was selected in error, press <F8>.

2.  HR-Dept:  Selecting this access type will open the PPSUIC XE "PPSUIC"  data field.  Enter the PPSUIC that the User ID will need to access.

3.  Reserve Center UIC: Selecting this access type will open the Reserve Admin UIC data field.  Enter the Reserve Admin UIC that the User ID will need to access.

Roles: Select the roles the user will need in order to process transactions and reports in NSIPS.

User Roles: Select the roles that the User ID will need.  Multiple roles can be selected by pressing <F7>. To delete a role that was selected in error, press <F8>.

Inquiry Roles: Select the roles that the User ID will need.  Multiple roles can be selected by pressing <F7>. To delete a role that was selected in error, press <F8>.

Report Roles: Select the roles that the User ID will need.  Multiple roles can be selected by pressing <F7>. To delete a role that was selected in error, press <F8>.

Workflow Roles for Routing: Select the roles that the User ID will need.  Multiple roles can be selected by pressing <F7>. To delete a role that was selected in error, press <F8>.

Auditor of Transactions: Select from the User ID that will be auditing this User ID’s transactions.

Create Operator: This button initiates the NSIPS Add/Update Operator process.

Details: For the Supervisor ID which initiated the NSIPS Access Request, this push button will be displayed.  Pressing the push button will display the User ID assigned and “Initial” password for that User ID.
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Comments: The push button will open a text block into which comments can be entered.

Help: The push button will display a box, which contains brief descriptions of the fields displayed on the panel.

Procedures

4. Review documentation/request and ensure that all information is correct prior to submitting request.

5. Once documentation has been reviewed, complete the appropriate transaction in NSIPS.

6. Select the “SAVE” button on the Toolbar and the request will be routed to the appropriate NSIPS Site Administrator.

Forms (Manual and Automated)
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Summary: Steps for NSIPS Processing

NSIPS FEATURES

To master NSIPS functionality, a user must be able to properly report changes to a member's pay and personnel record. The key to maneuvering through NSIPS is its navigational steps.  The navigational feature allows a user to move through the NSIPS program to create, edit, inquire, and generate reports pertaining to pay and personnel matters.  The navigational process takes the user through a series of menus to specific panel groups.

NSIPS NAVIGATION TERMINOLOGY

Panel:  Graphical User Interface (GUI) used by NSIPS to allow user input or to display information.

Panel Group:  A grouping of several panels together. 

Select: Highlighting an item and pressing enter or left-clicking on the mouse. 

Click: A single click on the left mouse button.

Right-click:  Pressing the right mouse button.  This action will normally bring up a submenu with various command items.

Double-click:  Pressing the left mouse button twice.

NSIPS NAVIGATION

Signing on to the NSIPS Application

The following steps are provided to guide the user in starting the NSIPS application for the purpose of signing on or logging into the application.  Once logged into the application, if there is no keyboard or mouse activity for 6 minutes, the application will automatically be logged off; and the user will be required to log into the application again.  NSIPS workstations are set up with a default screen-saver activation time of 15 minutes.  The screen-saver activation time may be changed by the individual users.

· Select Start from the Taskbar.

· Select Programs.

· Select PeopleSoft 7.

· Select PeopleTools.
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The PeopleSoft Signon dialog box will appear.
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If the Connection Type is not Application Server, click the drop-down arrow in the Connection Type field to display a list of connection types and double-click Application Server.

<Tab> to the Application Server Name field.

If the Application Server Name is not NVY1, click the drop-down arrow to display a list of application server names and double-click NVY1.

<Tab> to the Operator ID field.

Type your user ID.

<Tab> to the Password field.

Type your password.

· To enter the PeopleSoft application

· Click OK.

· To change your password, click Set Password, and the following panel will appear:
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· Enter your new password in both the New Password and Confirm Password fields and click OK.

The PeopleSoft application will attempt to validate the Operator ID and Password information you entered with the application server.  If it is validated, the system will display the default window for the application.
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Navigating the Menus

The key to navigation is the menu selections.  Once in NSIPS, the user selects menu items located on the Menu bar at the top of the initial panel window.
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These menu items are common to every window in NSIPS and are structured to help the user associate business functions with transactions. 

In accessing a panel group, "Go" and "Use" are the most important menu selections.  These panels contain drop-down lists of pay and personnel actions that can be performed on a member.  These drop-down lists are often referred to as submenus.

Selections made from the "Go" menu determine what the user will see in the "Use" menu.

By selecting items within these menus, you move to the appropriate panel window for the transaction. For example, to change a member's Federal tax exemption, a user would navigate through the following menus:
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When the user selects "Pay Maintenance," options for Combat Zone, Pay Deposit and Taxes appear.  After selecting "Taxes" the "Use" menu for Pay Maintenance contains the next level of menu selection.  From here the user selects "Tax XE "Tax"  Data" which invokes a submenu which shows "Federal Tax Data" and "State Tax Data."  The user would continue to navigation to the Federal Tax Data panel as follows:
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After "Federal Tax XE "Tax"  Data" is selected, then the Tax Data panel group is displayed.  Selecting either "Federal Tax Data" or "State Tax Data" can access the Tax Data panel group.  

Navigating to the Appropriate Panel View

There are several different types of actions that can be performed on the same business function.  NSIPS calls this a view.   The many variations of views depend upon the pay and/or personnel process you select.  The most common views are


Create - used to initially create a new transaction.


Pending - used to modify a transaction previously created, but not yet transmitted.


Inquire - used to view the member's history or to generate reports.

The create and pending views for the function are listed on the submenu under the "Use" menu. 

The pay and personnel transactions on a member are kept in a history and the member will have "Inquire" as a menu choice on the Menu bar. 

When Entitlements or Personnel Maintenance is selected from the "Go" menu, the menu option "Inquire" appears on the Menu bar.  This allows access to the member's transaction history in these categories.

Once the proper menu navigation is complete and the correct view is selected, NSIPS displays the appropriate panel window.  Now, a Social Security Number (SSN) search is done to obtain the proper record to complete the function.

SSN SEARCH

In searching for the correct SSN, NSIPS displays the Search Dialog box.  The Search Dialog box appears after the user makes a selection on the "Use" menu.  The Search Dialog box has three fields.  In most cases, the user will be concerned with the SSN or Name field. 
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The Employment Rcd Nbr (Employment Record Number) is a feature of the COTS package.  NSIPS uses this to identify a record as either Reserve (1) or Active Duty (0). When the user has a member who holds both Reserve and Active Duty records, this field is used to indicate what record is required from the database.  This is a three-position field; however, NSIPS only requires one digit.

It is best to search for the correct individual by entering the complete SSN.  The Search Dialog box generates a search of the database to find the requested member.  

NSIPS allows for a partial entry of SSN or Name and will search the database for all records close to an entry made in these fields.  An entry in these fields will display a list of members with the closest match to the search criteria entered.  Scroll through the list to find the member you need.  To activate the record required, highlight the entry and double-click.  Remember that NSIPS will search through all the records attached to the database to produce this list.  This may not be the most efficient way to proceed, unless there is no other means of obtaining the full SSN or Name.

Once the user has navigated to the correct panel group and selected the correct member, processing the transaction can begin.  The NSIPS panels have many distinct features that aid in updating pay and personnel information.

NSIPS PANELS/PANEL GROUPS

Panel Title Bar

The NSIPS panel window has many features that aid in processing the transaction.  First, at the very top of the window is information telling the user which panel group the user has selected.  This is the Panel Title bar.  What is reflected is exactly what was selected in the navigational steps.  This tells the user that Pay Maintenance was selected from the main menu "Go," then Tax XE "Tax"  Data from the second menu "Use".  The first entry is always the item selected from the "Go" menu, then the next menu ("Use" or "Inquire"), and then the selection from that menu.  This helps the user keep track of the function being processed.

Toolbar

The Toolbar contains icons of various actions you will need to use during NSIPS processing.

Panel

Panels are the keys to NSIPS processing.  Fields on the panels are organized and grouped into work areas that allow you to process the function.  As data entry fields are organized, some functions require a single panel while other functions require multiple panels.  Several related panels are referred to as a "panel group."

The panels in a panel group function as one panel.  Panels within a panel group are identified with panel tabs at the top of each panel.  The panel tabs look similar to file folder tabs in a filing cabinet.  The number of tabs across the top of the panel window indicates the number of panels within that panel group.

The Federal Tax XE "Tax"  Data panel is one panel in a group of two panels.  The other panel in the panel group is State Tax Data panel.  Placing the cursor on one of the panel tabs and clicking the mouse will bring that panel to the front screen.  The user can move back and forth between panels within a group using a single mouse click.  The first field on the Status bar changes to reflect the panel that is displayed.

Panel Features

Panels are made up of rows and sections that house related data elements.  Let us look at some of the key features.

Member Information - The first row displays information on the member.  It is based on the information obtained from the SSN search.  Displayed in this row are the member's SSN, Name, Rate/Rank, and current Duty Status Code (DSC).  

Workflow - If the function is a "workflow" function, then the second row is known as the workflow row.  Workflow exists for those pay and personnel functions that require supervisory approval prior to being transmitted.  Also, functions that are created in the Military Personnel (MILPERS) section and released in the Military Pay (MILPAY) section are classified as workflow functions.  Workflow is addressed in detail later in this manual.

Scroll bars - Scroll bars are used to indicate additional data are available for viewing.  The panel can only display so much information.  Scroll bars allow you to view large lists of data for the member.  Scroll bars only appear if all the data can not be viewed on the panel at one time.  This provides flexibility in viewing the contents of a member's record.  For example, the user is able to view all the entitlements the member has by using the scroll bar while in the entitlements panel group.

Data Entry Fields  - Panels contain various data entry fields.  Some fields are pre-filled while others are activated by certain functions.  These fields are essential to NSIPS.  They have been carefully designed to streamline the job of reporting pay and personnel transactions.

Panel Status Bar

To further assist the user in tracking what is being processed, the bottom of the panel window displays important information.  This is known as the Panel Status bar.  The first field identifies the panel that is displayed.  The second field identifies the action the user is taking on the member's record.  In the example, the Federal Tax XE "Tax"  Data panel is shown, and the action is an Update/Display.  The information on the Status bar is not only important to the user but also to the Help Desk if the user has a problem with the transaction and needs to call for assistance.

FIELDS

NSIPS has many field features.  The user should become familiar with the following field types.

Pre-filled Fields 

These fields are populated with information from the database and apply to the member you selected in the Search Dialog Box.  Fields can also be pre-filled based on information previously entered from another field or panel.  These fields provide basic information that is important to the processing of the function.

Required Fields

These fields are significant to the processing of the transaction and data must be entered into these fields in order for the panel to be saved.

Grayed and Un-grayed Fields

NSIPS is programmed to allow access to the data fields that are directly related to the member.  When you look at a panel you will see fields that are grayed and some that are un-grayed.  There are times when the user enters a particular code or selects an action and fields on the panel will become either grayed or un-grayed.

Un-grayed fields indicate this field is active for the function, and data must be entered into the field.

Grayed fields are closed, so to speak, and will not allow data entry.  Some grayed fields will be pre-filled based on data the user entered in another part of the process or from data already contained in the database.  For example, the SSN and Name fields are pre-filled based on the SSN search done during your navigation process.  These fields are also grayed on most panels indicating that the user can NOT change the data in this panel.

Hidden Fields

The use of hidden fields is another way NSIPS controls which fields need data entry during a specific process.  As the user selects certain actions, fields will appear or disappear as required.  For example, in the State Tax XE "Tax"  Panel, Arizona requires that a percentage be recorded.  This field is hidden unless Arizona is selected as the state code.  Then the field appears for data entry.  This prevents the user from entering a percentage when it is not needed.

Check Boxes

Check box fields appear as small square boxes.  To select a check box, the user places the cursor in the box and clicks the mouse button.  Check boxes are used to select certain conditions or to indicate a "Yes" or "No" for the described condition.  Often the user is allowed to check multiple check boxes at one time.  

Radio Buttons

Radio button fields perform a similar function to the check box.  Usually radio buttons represent desired actions that need to be reported.  Radio buttons will normally be grouped together in the same row, or in a box.

NSIPS uses radio buttons as a selector to indicate the process that is needed for the transaction.  For example, the Entitlement panel has radio buttons to START, STOP, or CHANGE the established entitlement.

To select a radio button, simply place the cursor in the field and click.  A dot will appear in the radio button indicating that this button has been selected.  Only one radio button can be selected at any one time.  Often, the selection of a radio button will display hidden fields or initiate grayed or un-grayed fields.

Push Buttons

These rectangular push buttons contain text within the box indicating the purpose of the button.  For example, the workflow row contains a COMMENTS push button.  When clicked, a window is displayed allowing you to add comments about the workflow item.

Push buttons will usually take the user to a different window to complete a specific action or to print a document.

Drop-Down Arrows

Many fields contain a box with an arrow at the end of the data entry field.  This indicates that the user can obtain a list of values required by this field.  The benefit of this is that only a valid code is displayed in the list.  This eliminates selecting an incorrect code for the member.

Drop-down lists can be codes, abbreviations, or, in the case of a date field, a calendar.  To obtain the list, click on the arrow. The <F4> key can also be used to activate the drop-down list.  Highlight the selection and double-click.  The selected code/date is filled into the data entry field.

PANEL NAVIGATION

Data are entered into fields in a specific order. The users does not need to memorize the order because pressing the <Tab> key will take the user to the next field.

It is a good practice to always use the <Tab> key.  Not only does it ensure that data are entered in the correct order, but it also initiates the proper edits on the data.  Any incorrect or invalid data entries will result in error messages.

Do not assume you will always move from left to right when completing a transaction.  Depending upon the transaction, data entry could be done down columns.  NSIPS is programmed to organize and structure data in a logical flow.

NOTE:  Do not use the <Enter> key unless you are finished with data entry and wish to save the information.  <Enter> invokes a Save!

FUNCTION KEYS

Function keys or special keys play a vital role in the operation of NSIPS.  Getting to know these is important.  Each key performs a unique and special function.  The user can use the icons on the Toolbar to assist in performing many of the same functions as the Function keys.  The commonly used keys are described in the tables below.

Function Key
Function
Shift - Function Key
Ctrl - Function Key

F1
Activates the NSIPS on-line Help System; alternatively the user may choose Help -> Current Window from the Menu bar
Has no function within NSIPS
Has no function within NSIPS

F2
Moves to the next Panel in a Panel Group
Moves to the previous Panel in a Panel Group
Has no function within NSIPS

F3
Has no function within NSIPS
Has no function within NSIPS
Has no function within NSIPS

F4
Views a list of options from a drop-down list
Views a partial list of options from a drop-down list based on partial key value input
Prompts for alternate search criteria

F5
Has no function within NSIPS
Has no function within NSIPS
Has no function within NSIPS

F6
Moves to a new Panel in a Menu List
Moves to previous Panel in a Menu List
Has no function within NSIPS

F7
Inserts a new Row of data
Has no function within NSIPS
Has no function within NSIPS

F8
Deletes a Row of data
Has no function within NSIPS
Has no function within NSIPS

F9
Moves to the next item in a list
Moves to the previous item in a list
Has no function within NSIPS

F10
Has no function within NSIPS
Has no function within NSIPS
Has no function within NSIPS

F11
Used in the Workflow list to go back and forth from the work item to the worklist
Has no function within NSIPS
Has no function within NSIPS

F12
Has no function within NSIPS
Has no function within NSIPS
Has no function within NSIPS

Special Key
Function

<Tab>
Moves cursor to next field

<Shift><Tab>
Moves cursor to previous field

<End>
Moves cursor to end of field

<Delete>
Deletes highlighted text

<Home>
Moves cursor to beginning of field

<Spacebar>
Turns on checkboxes; activates push buttons

<Left Arrow>
Moves left and turns on radio buttons

<Right Arrow>
Moves right and turns on radio buttons

<Up Arrow>
Scrolls up through rows of data

<Down Arrow>
Scrolls down through rows of data

<Alt><Up Arrow>
Opens a drop-down list

<Alt><Down Arrow>
Closes a drop-down list

<Enter>
Saves if save Toolbar button is enabled

<Esc>
Cancels the panel.  Caution!  This will close the panel without saving your work and without prompting you to save your work.

DATA EDITS

NSIPS provides three levels of assistance during data entry.  Two levels focus on the business rules that govern all Navy pay and personnel procedures, and the third focuses on business procedures.

Business Rules

The first level of assistance is System edits that are performed on any data entered into the data fields.  The edits are done in accordance with business rules that have been programmed into the NSIPS. 

The second level of assistance is the initial error message and then the opportunity to get a more detailed explanation.

Business Procedure 

The third level of assistance focuses on business procedures.  This is obtained via either the <F1> key or choosing Help and  then choosing Current Window from the Menu bar.  This key activates the on-line Help System.  The Help System is in an InfoBase format, which has numerous jump links and search capabilities to locate the appropriate assistance.  The Help System may be invoked while on the NSIPS panel.  You need not exit NSIPS to obtain assistance.

INSERTING A ROW OF DATA

The <F7> key is used to insert a row of data.  This function is typically needed when entering additional reenlistment clauses or additional address information.  Place the cursor in the field to be duplicated and hit the <F7> key.  A new, blank row of data will be inserted.

SAVING A TRANSACTION

After the user has successfully completed all required data entry fields, the user must perform steps to Save the transaction.  The type of function being processed will determine the final steps that are necessary.  The Save function performs differently for workflow and non-workflow transactions.

Workflow Transactions

For workflow transactions, the user must identify the appropriate action for the function.  The user must determine if all the data are correct on the panel and if the panel is ready for the approval review process.  If so, then the user will select Approve in the Appr Action field.  If the user needs to continue to work the panels, then the user must select Incomplete in the Appr Action field so the transaction remains in the pending file.

The following are the necessary steps to save a workflow transaction.

· Select the appropriate action in the workflow field. 

· Save the transaction by clicking the Save icon on the Toolbar.

NOTE: Approve is the system's default.  It is assumed that in most cases the user will want to send the transaction to the approval process.  If nothing is selected in the Appr Action field and Save is selected, the item will be sent to the workflow process.

Non-workflow Transactions

Non-workflow transactions do not require supervisor approval.  For these transactions, simply click the Save icon on the Toolbar.  The data will be sent to a table to be compiled and transmitted to the appropriate database.

Note: Process panels, where additional panels display when you press a button (called "modal panels"), write data to the database when you click Ok or Apply vice when you click Save on the main panel.  An example of this is the Dependency data panel from the Strength Gain main panel.  If you click Ok on a modal panel and then decide to cancel the rest of the process, the modal panel information that you entered does not get removed and rewritten with the original information.  You would need to go back to that modal panel and change it back to the original data yourself.

WORK ITEM REMOVAL

Introduction

When a supervisor selects and works (i.e., approves, recycles, denies, etc.) a transaction through the pending menu option instead of the worklist, the transaction may remain in the worklist.  If the supervisor then selects the item in the worklist, the system will display the following message:
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To remove such items from the worklist the following actions are provided:

Navigation

Click the Worklist [image: image16.wmf] icon.


OR

Select the View menu option.

Select Navigator Display.

Select Worklist.
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
The worklist will appear with only the Refresh push button activated.
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Remove Work Item

Highlight the item in the right pane that has been worked from the pending menu option.
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
The Change…, Mark Worked, and Work It! push buttons will activate.

Click the Mark Worked push button.

Click the Refresh push button.


The work item will no longer appear in the worklist.

SUMMARY: STEPS FOR NSIPS PROCESSING

The process is easy to use as it flows logically from one menu list and panel to the next.  Here is a brief synopsis of the steps:

7. Navigate through the Menu using predominately the "Go" and "Use" menus.

8. Invoke the SSN search using the Search Dialog box.

9. Maneuver through the single panel or panel group using the <Tab> key to enter data into the required fields.

10. Select Approve in the workflow field for workflow items.

11. Save the transaction.

 ADDRESS AND PHONE

Address and Phone XE "Phone"  Contents

Address and Phone XE "Phone"  Overview

Related Processes

Navigation

Panel

MILPERS Clerk Procedures

Forms (Manual/Automated)

MILPERS Form(s) Distribution

References

Address and Phone XE "Phone"  Overview

The Address and Phone XE "Phone"  activity provides the ability to update a member’s monthly Leave and Earnings Statement (LES XE "LES" ) address, to report a change of a member’s separation address, to record or view a member's Home of Record XE "Home of Record"  Address information required for the Reenlistment XE "Reenlistment"  process, and to update Selected Reserve (SELRES) information as indicated below:

· Reserve Residing Outside 50-Mile Radius: Reports the number of SELRES personnel entitled to rations-in-kind (other than the noon meal on the day(s) of drills) and reports the SELRES member’s contract quarters during drill weekend(s) for berthing availability and assignment.

· Home Address and Phone XE "Phone"  Number: Provides the means to contact members in the event of a recall or other emergency situation.

· Business Address and Phone XE "Phone"  Number: Provides an additional means of contacting individual SELRES members in the event of a recall or other emergency.

Related Processes

Activity Gain

Dependency Data

Reserve Gain

Strength Gain

Strength Loss

Navigation

User navigates by selecting the following:

Select “Go.”

Select “Personnel Maintenance.”

Select “Address and Phone XE "Phone" .”

Select “Use.”

Select “Address and Phone XE "Phone" .”

Panel

The Address and Phone XE "Phone"  Panel has six different views depending upon what the user selects in the Address Type field.  

· Address Type "1" displays a panel to record Reserve home address and the ability to record the 50-mile indicator.  This is used for Reserve members only.

· Address Type "2" displays a panel to record Active Duty home address.  This is used for Active Duty members only.

· Address Type "3" displays a panel to record business address.  This is used for Reserve members only.  It provides the ability to record the business address (other than the Reserve Command) of the member.

· Address Type "4" displays a panel to record separation information for Active Duty members.  It provides the ability to record the address where the member can be reached upon separation from the Navy.

· Address Type "5" displays a panel to record LES XE "LES"  information.  This provides information about where all pay related items are sent.  This is used for Active Duty members only.

· Address Type "7" displays a panel to record or view Home of Record XE "Home of Record"  information.  This provides information required for the Reenlistment XE "Reenlistment"  process.

Address and Phone XE "Phone"  Panel
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Field Descriptions/Required Actions

SSN: Pre-filled based on the SSN or Name that was initially entered for this transaction.

Name: Pre-filled based on the SSN or Name that was initially entered for this transaction.

Rank/Rate: Pre-filled based on the SSN or Name that was initially entered for this transaction.

Current DSC: (Duty Status Code) This field reflects a three-position, numeric, system-generated code that identifies the current status of the member in terms of physical presence or absence.  This code is updated as events are processed.  It is pre-filled based on the SSN or Name that was initially entered for this transaction.  A list of Duty Status Codes occurs later in this document.

Address Type: This field identifies the type of address.  More that one address type can be updated in a single transaction, and a scroll bar is provided on the right side of the panel to view the different addresses.  Press the <F7> key while the cursor is in the field to enter a new address type.  Enter the appropriate code in the field or click on the drop-down arrow to display a listing of appropriate codes.  Double-click the appropriate code. 


Select

To indicate

1

Reserve Home (Reserve Only)

2

Active Home (Active Only)

3 

Business (Reserve Only)

4 

Separation (Active Only)

5 

LES XE "LES"  (Active Only)

7 

Home of Record XE "Home of Record"  (Active and Reserve)

The corresponding full name is displayed next to the address type drop-down arrow.

Locality: This displays the locality of the address being entered. This indicator is used to alert the unit of members whose mail may require special handling.  This field may not be blank.  Address Type should be selected before other parts of the address are entered.  Changing this code after information has been entered may cause information to be deleted.  Click on the drop-down arrow to display a list of appropriate locality codes.  Click on the appropriate code.


If “APO” or “FPO” is selected, the City field is populated with APO or FPO.  


If “Foreign” is selected, only those fields necessary to send foreign mail are displayed.  The Country field is activated so a country may be selected.  


If “Domestic XE "Domestic" ” is selected, the Country field is populated with USA.

Address: This is the title of the section that contains all of the address information pertaining to the transaction.

Street 1: This field displays the first line of the street address for the transaction being entered.  This field can not be left blank and is activated for all Address Types.  Type the first line of the address in the field.

Street 2: This field displays the second line of the street address for the transaction being entered.  This field is activated for reserve home, active home, and separation type addresses only.  The Street 1 field must contain an entry before entry is allowed in this field.  Type the second line of the address in the field.

Street 3: This field displays the third line of the street address for the transaction being entered.  This field is activated for the reserve home address type only.  The Street 1 field must contain an entry before entry is allowed in this field.  Type the third line of the address in the field.

City: This field displays the city of the address.  This field is pre-filled with APO or FPO if APO/FPO is selected in Address Type.  Type the city in the field.

State: This field displays the state abbreviation or APO/FPO code of the address. Type the appropriate code in the field or click the drop-down arrow to display a listing of appropriate codes.  Double-click on the appropriate code.

ZIP Code: This field displays the zip code of the address.  Type the zip code in the field.  The format for this field is five numeric characters followed by a dash and then four numeric characters.  If only the first five digits are known, enter just those five.

Country: This field displays the country code for the address.  When “Domestic XE "Domestic" ” is selected in the “Address Type” field, this field is pre-filled with US.  For other than domestic addresses, type the appropriate code in the field or click on the drop-down arrow to display a listing of country codes.  Double-click on the appropriate code.  The country name will appear next to the field.

Business Name: This field displays the name of the member’s business address and is activated for reserve personnel only when the Address Type is business.  Type the business name in the field.

Phone XE "Phone"  Number: This is the title of the section that contains information pertaining to the phone number associated with the Address Type.  The Locality will automatically select type of phone (i.e., Domestic XE "Domestic"  = "D" or Foreign = "I").  In the case of APO or FPO, the user must select either domestic or international.

Domestic XE "Domestic" : This field indicates the phone number listed in the section is a domestic number.  It is pre-filled when “Domestic” is selected in the Locality field.  It is optional when APO or FPO has been selected.

International: This field indicates the phone number listed in the section is an international number.  It is pre-filled when “Foreign” is selected in the Locality field.  It is optional when APO or FPO has been selected.

Number:  This field displays the phone number associated with the address.  Type the phone number in the field.  The system will enter appropriate dashes for domestic number.  Dashes are not required for international phone numbers.  The format for this field for domestic numbers is three numeric characters followed by a dash, then three numeric characters followed by a dash, and then four numeric characters.  For international numbers the format is any combination of numeric and alphabetic characters.

Ext: The extension for a Reservist's domestic business phone number.  This field will be grayed for other address types.

Mail Delivery: This is the title of the section that contains the home address delivery status and the 50-mile indicator.  This section only applies to the Reserve Home Address Type.

Status: This field displays a mail status code used to indicate the current status of the reserve member’s home address.  Click on the drop-down arrow to display a listing of appropriate codes.  Double-click on the appropriate code.

50 Mile Indicator XE "50 Mile Indicator" : This check box is used to indicate if the member’s home address is outside the 50-mile radius of the Naval Reserve Activity. 

Other Contact Information: This section contains other contact information for the member.

Office Phone XE "Phone" : The office/work phone number for the member.  The format for this field for domestic numbers is three numeric characters followed by a dash, then three numeric characters followed by a dash, and then four numeric characters.  For international numbers the format is any combination of numeric and alphabetic characters.

View Command Address: A push button used to view the member’s UIC address.
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MILPERS Clerk Procedure(s)

12. Review documentation/request for address change and ensure all required items are available.

13. Once documentation has been reviewed, complete the appropriate transaction in NSIPS.

14. Select the “Save” button on the Toolbar to send the transaction.

Forms (Manual and Automated)

· Administrative Remarks XE "Remarks" , NAVPERS 1070/613

MILPERS Form(s) Distribution

· Administrative Remarks XE "Remarks" , NAVPERS 1070/613 file in the member's Service Record.

References

· MILPERSMAN 1070-320, 1000-100, 1000-110, 1000-140

· BUPERSINST 1001.39 Series

· COMNAVRESFORINST 1001.5 Series

· Joint Federal Travel Regulation (JFTR), Volume 1, NAVSO P-6034

ANNUAL TRAINING RETIREMENT POINTS

Annual Training XE "Annual Training"  Retirement XE "Retirement"  Points XE "Retirement Points"  Contents

Annual Training XE "Annual Training"  Retirement XE "Retirement"  Points XE "Retirement Points"  Overview

Related Processes

Navigation

Panel

MILPERS Clerk Procedures

Forms (Manual and Automated)

References

Annual Training XE "Annual Training"  Retirement XE "Retirement"  Points XE "Retirement Points"  Overview

Annual Training XE "Annual Training"  Retirement XE "Retirement"  Points XE "Retirement Points"  process contains the specifications for reporting retirement points for Selected Reserve members who complete Annual Training, Active Duty Training, and Initial Active Duty Training.  It also provides the ability to report approved waivers and members not required to complete AT for a specific fiscal year.

Related Processes

AT/ADT XE "ADT" /ADSW XE "ADSW" 
Navigation

User navigates by selecting the following: 

Select “Go.”

Select “Annual Training XE "Annual Training" .” 

Select “Use.”

Select “Annual Training XE "Annual Training" .” 

Panel

The following panel is required to process Annual Training XE "Annual Training"  Retirement XE "Retirement"  Points XE "Retirement Points" :

Annual Training XE "Annual Training"  Retirement XE "Retirement"  Points XE "Retirement Points"  Panel
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Field Description/Required Actions

SSN: Pre-filled based on the SSN or Name initially entered for this transaction.

Name: Pre-filled based on the SSN or Name initially entered for this transaction. 

Rank/Rate: Pre-filled based on the SSN or Name initially entered for this transaction.

Current DSC: (Duty Status Code) A three-position, numeric, system-generated code that identifies the current status of the member in terms of physical presence or absence.  This code is updated as events are processed.  It is pre-filled based on the SSN or Name initially entered for this transaction.  A list of Duty Status Codes occurs later in this document.

Status Code: The member's Annual Training XE "Annual Training"  Status.

Fiscal Year: The year for which Annual Training XE "Annual Training"  Status is being reported.

Current Status: This is the title of the section that contains the member's current AT status.

Status: Pre-filled based on previous data entered for the member.

Fiscal Year: Pre-filled based on previous data entered for the member.

Days on Most Recent Tour: Pre-filled based on previous data entered for the member.

Tour Information: This is the title of the section that contains information about the tour.

Order Number: The Standard Document Number (SDN) of the order.

Reason: The type of active duty performed.

Tour Dates: This is the title of the section that contains the tour dates of the order.

Report Dt: The date the Annual Training XE "Annual Training"  period began.

Depart Dt: The date the Annual Training XE "Annual Training"  period ended.

Travel Day(s): The number of days of travel before and after the tour, respectively.

Begin Dt: Pre-filled based on Report Date and Travel Day(s)

End Dt: Pre-filled based on Depart Date and Travel Day(s)

MILPERS Clerk Procedures

15. Review ACDUTRA Pay Voucher NAVCOMPT 2120 or original orders directing member to report for AT/ADT XE "ADT"  and ensure all required endorsements have been obtained.

16. Once all documentation has been reviewed, complete the appropriate transaction in NSIPS.  

Forms (Manual and Automated)

· AT/ADT XE "ADT"  Original Orders with endorsements.

· ACDUTRA Pay Voucher NAVCOMPT 2120.

References

· BUPERSINST 1001.39

· COMNAVRESFORINST 1001.5
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BILLET MAINTENANCE

Billet Maintenance Contents

Billet Maintenance Overview

Related Processes

Navigation
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MILPERS Clerk Procedure(s)

References

Billet Maintenance Overview

Billet Maintenance provides the user with the capability to perform the following functions:

· Assign Reserve officer and enlisted members to local billets.

· Search for a billet to match an individual.  The system establishes lists of qualified billets using the billet requirements and the Reserve Functional Assignment and Sex XE "Sex"  codes.

· Search for an individual to match a specific billet.  The system establishes a list of qualified individuals by using their personal information and comparing against the billet requirements and the Reserve Functional Assignment and Sex XE "Sex"  codes.

· Update a member’s Individual Readiness Assessment Designator XE "Designator"  (IRAD XE "IRAD" ) while in the requisitioning or detailing process.

· Remove individuals from assigned billets.

Related Processes

Mobilization XE "Mobilization" 
Reserve Gain

Reserve Loss

Strength Gain

Strength Loss

Navigation

For Billet Maintenance Billet Requisition

User navigates by selecting the following:

Select “Go.”

Select “Billet.”

Select “Use.”

Select “Billet Requisition.” 

For Billet Maintenance Detailing

User navigates by selecting the following:

Select “Go.”

Select “Billet.”

Select “Use.”

Select “Billet Detailing Assignments.”

Select “Billet Detail 1.”

Select “Billet Detail 2.”

Panels

The following panels are required to process Billet Maintenance:

Billet Requisition

Billet Selection Criteria

Detail Assignment 1

Detail Assignment 2

Billet Requisition Panel

The panel is used to locate and assign a billet to an individual.  Assignment to a billet can only be accomplished if the billet located belongs to the unit to which the member is assigned.  The user selects an individual and then indicates to the system which status of billets should be searched to match with the individual.  The panel reflects the correct search priority, going from Vacant to All Billets.  This panel can also be used to update IRAD XE "IRAD"  code on individuals.
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Field Descriptions/Required Actions

SSN: Pre-filled based on the SSN or Name initially entered for this transaction.

Name: Pre-filled based on the SSN or Name initially entered for this transaction.

Rank/Rate: Pre-filled based on the SSN or Name initially entered for this transaction.

Current DSC: (Duty Status Code) This field reflects a three-position, numeric, system-generated code that identifies the current status of the member in terms of physical presence or absence.  It is pre-filled based on the SSN or Name initially entered for this transaction.  This code is updated automatically by the system as transactions that report the member’s status are processed.  A list of Duty Status Codes occurs later in this document.

Member’s Data: This is the title of the section that includes the member’s UIC information, billet assignment/de-assignment date, and the Navy Enlisted Classification / Navy Officer Billet Classification (NEC XE "NEC" /NOBC XE "NOBC" ) information.

Reserve UIC: This field displays the reserve Unit Identification Code for the unit to which the member is currently attached.  It is pre-filled based on the SSN or Name initially entered for this transaction.

Assgn/De-Assg Dt: This field displays the date the member was assigned to the current billet or the date the member was removed from the last billet assigned.  It is pre-filled based on the SSN or Name initially entered for this transaction. 

Sex XE "Sex" : This field displays the member’s sex.  It is pre-filled based on the SSN or Name initially entered for this transaction.  

IRAD XE "IRAD" : This field reflects the member’s current Individual Readiness Assessment Designator XE "Designator" .  When the member is assigned to a new billet, the IRAD is changed by the system to the lowest readiness level.  The IRAD can be updated without changing any billet assignment information.

Member’s NEC XE "NEC" /NOBC XE "NOBC" : (Navy Enlisted Classification Code/Navy Officer Billet Classification Code) This is the title of the section that includes the member’s primary and secondary NEC, if enlisted, or NOBC, if officer.  The information displayed in this section is used in determining qualification for billets that contain a requirement for a specific NEC/NOBC.

Primary: This field displays the member’s primary NEC XE "NEC" /NOBC XE "NOBC" .  It is pre-filled based on the SSN or Name initially entered for this transaction.

Secondary: This field displays the member’s secondary NEC XE "NEC" /NOBC XE "NOBC" . It is pre-filled based on the SSN or Name initially entered for this transaction. 

Member’s Billet Data: This is the title of the section that contains information pertaining to the member’s billet or the billet that the user is requisitioning for assignment of the member.

Billet: This field displays the billet to which the member is currently assigned.  It is pre-filled based on the SSN or Name initially entered for this transaction. 

De-Assign Billet:  A check box used to remove an individual from the billet assigned.  When selected, a warning message is displayed indicating that the member is about to be removed from the current billet.  Select “OK” to continue to remove the individual from the billet assigned.  Select “Cancel” to return to the panel without removing the individual from the billet assigned. 

Reserve UIC - Billet: This field displays the Reserve Unit Identification Code of the unit to which the billet belongs. It is pre-filled based on the Billet selected/reflected in this transaction.

Status: This field displays the current assignment status of the billet.  It indicates if the billet is filled, cross-filled, or vacant.  It is pre-filled based on the Billet selected/reflected in this transaction. 

Rank/Rate - Billet: This field displays the rank/rate of the billet identified.  It is pre-filled based on the Billet selected/reflected in this transaction.

ABSC XE "ABSC" : (Active Billet Sequence Code) This field displays the ABSC for the billet identified. It is pre-filled based on the Billet selected in this transaction.

RFAS XE "RFAS" : (Reserve Functional Area and Sex XE "Sex"  Codes) This section reflects the RFAS codes used to identify allowable grade, designator/rating, NEC XE "NEC" /NOBC XE "NOBC"  substitutions, and gender restrictions of the billet identified.  

Vertical: This field displays a code that reflects the authorized paygrade substitution for the billet identified.  It is pre-filled based on the Billet selected/reflected in this transaction. The system uses this code to ensure that the member being assigned to the billet is qualified. 

Horizontal: This field displays a code that reflects the authorized designator or rating substitutions for the billet identified.  It is pre-filled based on the Billet selected/reflected in this transaction.  The system uses this code to ensure that the member being assigned to the billet is qualified.

Sex XE "Sex"  - Billet: This field displays the Sex requirement of the billet identified. A billet can be identified as a “M” male only, “F” female only, or “E” either.  It is pre-filled based on the Billet selected in this transaction.  The system uses this code to ensure that the member being assigned to the billet is qualified.

Billet's NEC XE "NEC" /NOBC XE "NOBC"  : (Navy Enlisted Classification Code/Navy Officer Billet Classification Code) This is the title of the section that reflects the billet’s primary and secondary NEC, if enlisted, or NOBC, if officer.  The information displayed is used to identify a specific NEC/NOBC needed to fill the billet.

Primary - Billet: This field displays the primary NEC XE "NEC" /NOBC XE "NOBC"  requirement of the billet identified. It is pre-filled based on the Billet selected in this transaction.

Secondary - Billet: This field displays the secondary NEC XE "NEC" /NOBC XE "NOBC"  requirement of the billet identified.  It is pre-filled based on the Billet selected in this transaction.

Billet Action: This is the title of the section that contains the user’s billet selection and assignment options.

Billet Type: Determines Billet Selection Option Search Criteria.  If Local is chosen, only local billets will be shown.  If All is selected, all billets for the Admin UIC will be shown.

Billet Selection Option: This is the title of the section that contains the user’s billet search options. 

Vacant: This is a radio button used to generate a list of all vacant billets that the member should be qualified to fill.  The list is produced for retrieval in the  “Assign Billet” field.

Cross Assigned XE "Cross Assigned" : This is a radio button used to generate a list of billets having individuals cross assigned that the member should be qualified to fill.  The list is produced for retrieval in the “Assign Billet” field.

Local Filled XE "Local Filled" : This is a radio button used to generate a list of all billets that are currently filled, which the member should be qualified to fill.  The list is produced for retrieval in the “Assign Billet” field.

All Billets: This is a radio button used to generate a list of all billets, regardless of type, that the member should be qualified to fill.  The list is produced for retrieval in the “Assign Billet” field.

Assign Billet: This field is used to select a billet for assignment.  It reflects the member’s currently assigned billet number and displays the description of the billet under the number.  It is pre-filled based on the SSN or Name initially entered for this transaction.  


When requisitioning a billet to assign to the member, this field is used to view the list of billets for which the member is qualified.


Click on the down-down arrow to produce a list that contains the billets available for selection.  The billets available are based on the type selected: Vacant, Cross Assigned XE "Cross Assigned" , Local, or All Billets.  


The system compares the member’s information against billet information in the category selected to produce the list of billets from which to select.


Once a billet has been selected, <Tab> out of the field.  The billet information fields will fill with data pertaining to the billet selected.  


The system resets the member’s IRAD XE "IRAD"  to the lowest readiness percentage at the same time.  If the member is qualified for a higher percentage, update the IRAD field before saving the changes.

Billet Selection Criteria Panel
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Field Descriptions/Required Actions

Position Number: This field is for queries based on the position number of the billet to be selected for detailing assignment.  It consists of the Reserve Billet Sequence Code, Expanded Compensation Pay Code, Active Unit Identification Code, and the Officer/Enlisted Indicator for the billet.  

Description: This field is for queries based on the title of the billet.

Command: This field is for queries based on the Reserve Unit Identification Code of the unit to which the billet belongs.

Rate/Rank: This field is for queries based on the rank/rate requirement of the billet selected.

Detail Assignment 1 Panel

This panel is used to locate and assign an individual to a billet.  The user selects a billet and then indicates to the system to search for an individual to match the billet requirements.  Assignment to a billet can only be accomplished if the member belongs to the unit that owns the billet.  The panel can be used to update IRAD XE "IRAD"  codes individually by position number within a specific command by selecting the command in the initial selection criteria.
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Field Descriptions/Required Actions

Billet Number: This field displays the position number of the billet selected for detailing assignment.  It is pre-filled with a number consisting of the Reserve Billet Sequence Code, Expanded Compensation Pay Code, Active Unit Identification Code, and the Officer/Enlisted Indicator for the billet.  

Title: This field displays the title of the billet selected by the user for detailing assignment.  It is pre-filled based on the Billet Number selected for this transaction.

Position Rank/Rate: This field displays the rank/rate requirement of the billet selected.  It is pre-filled based on the Billet Number selected for this transaction.

Paygrade: This field displays the paygrade requirement of the billet selected.  It is pre-filled based on the Billet Number selected for this transaction.

ABSC XE "ABSC" : (Active Billet Sequence Code) This field displays the ABSC for the billet identified. It is pre-filled based on the Billet Number selected for this transaction.

Assignment/De-Assignment Date: This field displays the date the member was assigned to the current billet or the date the member was removed from the last billet assigned.  It is pre-filled based on the Billet Number selected for this transaction. 

Reserve UIC: This field displays the Reserve Unit Identification Code of the unit to which the billet belongs. It is pre-filled based on the Billet Number selected for this transaction.

RFAS XE "RFAS" : (Reserve Functional Area and Sex XE "Sex"  Codes) This section reflects the RFAS codes used to identify allowable grade, designator/rating, NEC XE "NEC" /NOBC XE "NOBC"  substitutions, and gender restrictions of the billet identified.

Vertical: This field displays a code that reflects the authorized paygrade substitution for the billet identified.  It is pre-filled based on the Billet Number selected for this transaction. The system uses this code to ensure that the member being detailed to the billet is qualified. 

Horizontal: This field displays a code that reflects the authorized designator or rating substitutions for the billet identified.  It is pre-filled based on the Billet Number selected for this transaction.  The system uses this code to ensure that the member being detailed to the billet is qualified.

Sex XE "Sex" : This field displays the Sex requirement of the billet identified.  A billet can be identified as a “M” male only, “F” female only, or “E” either.  It is pre-filled based on the Billet Number selected for this transaction.  The system uses this code to ensure that the member being detailed to the billet is qualified.

Billet NEC XE "NEC" /NOBC XE "NOBC" : (Navy Enlisted Classification Code/Navy Officer Billet Classification Code) This is the title of the block that reflects the billet’s requirements for primary and secondary NEC, if enlisted, or NOBC, if officer.  The system uses this information to ensure that the member being detailed to the billet is qualified. 

Primary: This field displays the primary NEC XE "NEC" /NOBC XE "NOBC"  requirement of the billet identified. It is pre-filled based on the Billet Number selected for this transaction.

Secondary: This field displays the secondary NEC XE "NEC" /NOBC XE "NOBC"  requirement of the billet identified.  It is pre-filled based on the Billet Number selected for this transaction.

Reserve UIC : This field displays the Reserve Unit Identification Code of the unit to which the billet is currently attached.  It is pre-filled based on the Billet Number of this transaction.

Billet Change Cd: This field displays the status of the billet identified and indicates if the billet has been selected as a future billet (‘A’dd), selected for disestablishment (‘D’elete), or has no action planned on it (‘ ’).  It is pre-filled based on the Position Number selected for this transaction.

IRAD XE "IRAD" : (Individual Readiness Assessment Designator XE "Designator" ) This field reflects the member’s current IRAD.  When the user assigns a new member to the billet, the IRAD is changed by the system to the lowest readiness level.  The user has the capability to update the IRAD readiness percentages using this field without changing any billet assignment information.

Billet Assignment: This is the title of the section pertaining to the individual selected for detailing to the billet or the individual currently assigned to the billet selected.

SSN: This field reflects the SSN of the member being detailed to the billet selected.  Type the desired SSN in the field or click on the drop-down arrow to retrieve a list of individuals qualified for assignment to the billet.

De-Assign: A check box, used to remove an individual from the billet assigned.  When selected, a warning message is displayed indicating that the member is about to be removed from the current billet.  Select “OK” to continue to remove the individual from the billet assigned.  Select “Cancel” to return to the panel without removing the individual from the billet assigned. 

Sex XE "Sex" : This field displays the member’s sex.  It is pre-filled based on the SSN entered for this transaction.

Rank/Rate: This field displays the member’s current rank/rate.  It is pre-filled based on the SSN entered for this transaction.

Reserve UIC: This field displays the Reserve Unit Identification Code of the unit to which the member is currently attached.  It is pre-filled based on the SSN entered for this transaction.

Name: This field reflects the member’s name.  It is pre-filled based on the SSN entered for this transaction.

Member’s NEC XE "NEC" /NOBC XE "NOBC" : (Navy Enlisted Classification Code/Navy Officer Billet Classification Code) This is the title of the section that includes the member’s primary and secondary NEC, if enlisted, or NOBC, if officer.  This information is used in determining qualification for billets that contain a requirement for a specific NEC/NOBC.

Primary: This field displays the member’s primary NEC XE "NEC" /NOBC XE "NOBC" .  It is pre-filled based on the SSN entered for this transaction.

Secondary: This field displays the member’s secondary NEC XE "NEC" /NOBC XE "NOBC" .  It is pre-filled based on the SSN entered for this transaction. 

Detail Assignment 2 Panel
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Field Descriptions/Required Actions

Billet Number: This field displays the position number of the billet selected for detailing assignment.  It is pre-filled with a number consisting of the Reserve Billet Sequence Code, Expanded Compensation Pay Code, Active Unit Identification Code, and the Officer/Enlisted Indicator for the billet.  

Title: This field displays the title of the billet selected for detailing assignment.  It is pre-filled based on the Position Number selected for this transaction.

Billet Sequence Number: This field displays the sequence number of the position.  It is pre-filled based on the Position Number selected for this transaction.

Billet Identification Number: This field displays the position Identification Number used by corporate systems to identify the position.  It is pre-filled based on the Position Number selected for this transaction.

Change Code: This field displays the change code of the position and indicates any changes made to the billet.  It is pre-filled based on the Position Number selected for this transaction.

Reconciliation Date: This field displays the reconciliation date of the position and indicates the date the position information was last reconciled with the corporate system.  It is pre-filled based on the Position Number selected for this transaction.

Flex Indicator XE "Flex Indicator" : This field displays the flex indicator of the position and indicates if the billet is required to be filled within 14 days of mobilization or greater than 14 days.  It is pre-filled based on the Position Number selected for this transaction with “I” for crisis response immediate, or “D” response delayed.

Phase Code: This field displays the phase code of the position and indicates those billets identified for incremental fill during mobilization.  It is pre-filled based on the Position Number selected for this transaction.

Billet Subspeciality Data: This is the title of the section containing subspecialty requirements for the position selected for this transaction.

Primary Functional: This field displays the primary functional code of the position and indicates the functional requirements of the position.  It is pre-filled based on the Position Number selected for this transaction.

Primary Experience: This field displays the primary experience code of the position and indicates the primary experience requirements of the position.  It is pre-filled based on the Position Number selected for this transaction. 

Primary Source: This field displays the primary source code of the position and indicates the source where the experience and/or functional requirements are obtained.  It is pre-filled based on the Position Number selected for this transaction.

Secondary Functional: This field displays the secondary functional code of the position and indicates the functional requirements of the position.  It is pre-filled based on the Position Number selected for this transaction.

Secondary Experience: This field displays the secondary experience code of the position and indicates the primary experience requirements of the position.  It is pre-filled based on the Position Number selected for this transaction.

Secondary Source: This field displays the secondary source code of the position and indicates the source where the experience and/or functional requirements are obtained.  It is pre-filled based on the Position Number selected for this transaction.

MILPERS Clerk Procedure(s)

To assign an individual to a billet

1.
Follow the navigation for Billet Requisition to locate a billet for the individual.

2.
First search for Vacant billets to find a possible match for the member’s rating and qualifications.

3.
If a billet is found in the unit desired, make the assignment and update the individual’s IRAD XE "IRAD" .

4.
If no billet is found, search the Cross Assigned XE "Cross Assigned"  billets to find a possible match for the member’s rating and qualifications.

5.
If a billet is found in the unit desired, make the assignment and update the individual’s IRAD XE "IRAD" .

6.
If no billet is found, search the Local billets to find a possible match for the member’s rating and qualifications.

7.
If a billet is found in the unit desired, make the assignment and update the individual’s IRAD XE "IRAD" .

8.
If no billet is found, search All Billets to find a possible match for the member’s rating and qualifications.

9.
If a billet is found that is filled by another member, decide which individual is better qualified to fill the billet and make the appropriate assignment.

10.
If no billet can be found locally, the Echelon IV command must be contacted to obtain a cross assignment for the individual.

11.
Review all personnel in an “In Assignment Process” (IAP) status monthly to determine if local billets exist that the individuals are qualified to fill.

12.
Review the vacant billets monthly to determine if an individual is onboard in an IAP or Cross Assigned XE "Cross Assigned"  Out status that can fill the vacant billet.

13.
Review and update the IRAD XE "IRAD"  codes for each individual monthly. 

To locate an individual to fill a billet

1.
Follow the navigation for Billet Detailing Assignments.

2.
Enter Position Number of the billet for detailing assignment.

3.
Click on the drop-down arrow of the SSN field to conduct a search for individuals qualified to fill the billet.

4.
Select individual from the list of qualified individuals.  Use the Next in List button on the Toolbar to select the next individual on the list until the best match is found.

5.
Make billet assignment and update the individual’s IRAD XE "IRAD"  code.

To update individual IRAD XE "IRAD"  Codes

1.
Follow navigation for Billet Requisition to retrieve the individual’s information.

2.
Update IRAD XE "IRAD"  code.

To update IRAD XE "IRAD"  Codes by unit

1.
Follow the navigation for Billet Detailing Assignments.

2.
Enter the UIC in the command field for the unit to be updated.

3.
Select the first Position Number in the unit.

4.
Update the member’s IRAD XE "IRAD"  code if needed and save.

5.
Click on the Next in List button on the Toolbar to retrieve the next position in the unit.

6.
Update the member’s IRAD XE "IRAD"  code if needed and save; continue until unit update is complete.

References

· BUPERSINST 1001.39

· COMNAVRESFORINST 1001.5

· COMNAVRESFORINST 5320.1

CASUALTY LOSS

Casualty XE "Casualty"  Loss Contents

Casualty XE "Casualty"  Loss Overview

Related Processes

Navigation

Panel

MILPERS Clerk Procedure(s)

MILPERS Supervisor Procedure(s)

MILPAY Clerk Procedure(s)

MILPAY Supervisor Procedure(s)

References

Casualty XE "Casualty"  Loss Overview

The Casualty XE "Casualty"  Loss transaction provides the ability to report the following:

· The death XE "death"  of Navy personnel.

· Navy personnel classified as missing XE "missing" .

Related Processes

Dependency Data

Navigation

User navigates by selecting the following:

Select “Go.”

Select “Losses.”

Select “Casualty XE "Casualty" .”

Select “Use.”

Select "Casualty XE "Casualty"  - Create" to report the death XE "death"  of a member (Reserves only) or to report a member as missing XE "missing"  (Active Duty only.)

Select "Casualty XE "Casualty"  - Pending" to modify or to complete a previously created Casualty Loss transaction.  This is available only if the transaction was not forwarded to the Supervisor for review/approval. 

Panel

Create Casualty XE "Casualty"  Loss Panel
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Field Descriptions/Required Action

SSN:  Pre-filled based on the SSN or Name initially entered for this transaction.

Name: Pre-filled based on the SSN or Name initially entered for this transaction. 

Rank/Rate: Pre-filled based on the SSN or Name initially entered for this transaction.

Appr Inst: (Approval Instance) This field is used for Workflow.  It is pre-filled with a number and can not be changed by the user.

Appr Status: (Approval Status) This field is used for Workflow.  It is pre-filled with “Pending” and can not be changed by the user.  This field is changed by the NSIPS application when Workflow processing has occurred.

Appr Action: (Approval Action) This field is used for Workflow.  There are four actions that can occur in this field.

1.
It is always pre-filled with the action “Approved.”  When the status is set to “Approved” and the panel is saved, the information is sent to the clerk’s supervisor or the next person in the review process.  

2.
If the clerk does not want to send this transaction to the supervisor through Workflow (i.e., it is an incomplete transaction and needs more information), the Approval Action field can be set to “Incomplete” by selecting this from the drop-down arrow.  When the panel is saved, the transaction will NOT be sent to Workflow.  It will go to the "Pending" file.  The clerk can access the transaction by selecting "Pending" from the "Use" menu.  The transaction will be sent to Workflow ONLY when the clerk completes the transaction, re-sets the Approval Action to "Approved," and saves the panel.

3.
The supervisor can return the transaction to the clerk (or the previous person in the Workflow process) for revision.  The supervisor sets the Approval Action to "Recycle."  

4.
A supervisor can choose to delete the transaction by setting the Approval Action to “Deny.” 

Comments: This field is used for Workflow.  It is represented on the panel by a button.  The button allows the user to pop up a box and enter information pertaining to the transaction.  The text entered follows the transaction through the entire Workflow process.  Here a supervisor can send a message to the clerk if the transaction is being recycled for rework, or the clerk can attach a message about the transaction.  

Current Information: The following information in this section is the current information NSIPS has on the member.  All the fields are pre-filled based on the SSN or Name initially entered for this transaction. 

Officer/Enlisted Indicator: Pre-filled based on the SSN or Name initially entered for this transaction. 

Action: A three-digit code designated by NSIPS that defines the last action the member performed prior to the loss.  Example:  “ACT – Activity Gain for duty.”  Pre-filled based on the SSN or Name initially entered for this transaction. 

DSC: (Duty Status Code) A three-position, numeric, system-generated code that identifies the current status of the member in terms of physical presence or absence.  This code is updated as events are processed.  It is pre-filled based on the SSN or Name initially entered for this transaction.  A list of Duty Status Codes occurs later in this document.

Branch and Class XE "Branch and Class"  Code: Pre-filled based on the SSN or Name initially entered for this transaction. 

Original Date Member Reported: Pre-filled based on the SSN or Name initially entered for this transaction. 

Effective Date: This is the effective date of member’s last action prior to the loss.  Example: “Last action is ACT-Activity Gain effective the date member reported on board.”  Pre-filled based on the SSN or Name initially entered for this transaction. 

UIC: Pre-filled based on the SSN or Name initially entered for this transaction.

Loss Information: The information in this section reflects the casualty information for the member.

Casualty XE "Casualty"  Date: Enter date of loss/departure.

Action: This field will be defaulted to "CAS."  It is read-only for the MILPERS Clerk.  It is updateable for the MILPERS Supervisor; however, if anything other than "CAS" is entered, an error will be given.

Reason for Loss: This field will be defaulted to "CAS" for Reserves and "MIS" for Active Duty.  It is read-only for the MILPERS Clerk.  It is updateable for the MILPERS Supervisor; however, if something other than "CAS" for Reserves or "MIS" for Active is entered, an error will be given.

MILPERS Clerk Procedure(s)

1.
Prepare Casualty XE "Casualty"  Loss.

2.
Prepare Naval message to Navy Personnel Command (NPC).

3.
Verify Dependency Data.

4.
Verify Servicemen's Group Life Insurance (SGLI XE "SGLI" ).

5.
Prepare DD 397, Claims Certification, and Voucher for Death Gratuity XE "Gratuity"  payment.

MILPERS Supervisor Procedure(s)

1.
Review all documents for accuracy.

2.
Make appropriate entries on Casualty XE "Casualty"  loss. 

3.
In the Approval Action field enter one of the following:

· “Approve” to forward to MILPAY for review and transmission.

· “Deny” to cancel the document completely.

· “Recycle” to return to the MILPERS Clerk.

MILPAY Clerk Procedure(s)

1.
Review all documents for accuracy. 

2.
Pass to MILPAY Supervisor for review/approval.

3.
Stop all pay.

4.
Cancel any Treasury checks issued for pay and allowances.

5.
If member was entitled to VEAP, finish filling out the DD 397, Claims Certification, and Voucher for Death Gratuity XE "Gratuity"  Payment. 

MILPAY Supervisor Procedure(s)

1.
Review all documents for accuracy.

2.
In the Approval Action field enter one of the following:

· “Approve” to transmit the transaction.

· “Deny” to cancel the document completely.

· “Recycle” to return to MILPAY Clerk for action.

References

· MILPERSMAN 1070-010 through 1770-240 

· BUPERSINST 1770.3 Series

· DODFMR, Volume7A, Part 4, Chapter 36

 CIVILIAN SKILLS/COCI XE "COCI"  

Civilian Skills XE "Civilian Skills" /COCI XE "COCI"  Contents

Civilian Skills XE "Civilian Skills" /COCI XE "COCI"  Overview

Related Processes

Navigation

Panel

MILPERS Clerk Procedure(s)

References

Civilian Skills XE "Civilian Skills" /COCI XE "COCI"  Overview

The Civilian Skills XE "Civilian Skills" /COCI XE "COCI"  (CIVILIAN OCCUPATIONAL CRITICAL SKILLS INDICATOR) transaction provides the ability to update the local/corporate SELRES databases with Reserve Civilian Skills code(s) and the Reserve Civilian Skills remarks.

Related Processes

Personal Data

Navigation

User navigates by selecting the following:

Select "Go."

Select "Personnel Maintenance."

Select "Civilian Skills XE "Civilian Skills" ." 

Select "Use."

Select "Civilian Skills XE "Civilian Skills" " to update reserve civilian skills and reserve civilian skills remarks.

Panel

The following panel is required to process Civilian Skills XE "Civilian Skills" /COCI XE "COCI" :

Civilian Skills XE "Civilian Skills"  Panel
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Field Descriptions/Required Actions

SSN:  Pre-filled based on the SSN or Name initially entered for this transaction.

Name:  Pre-filled based on the SSN or Name initially entered for this transaction.

Rank/Rate:  Pre-filled based on the SSN or Name initially entered for this transaction.

Current DSC:  (Duty Status Code) A three-position, numeric, system-generated code that identifies the current status of the member in terms of physical presence or absence.  This code is updated as events are processed.  It is pre-filled based on the SSN or Name initially entered for this transaction.  A list of Duty Status Codes occurs later in this document.

UIC:  Pre-filled based on the SSN or Name initially entered for this transaction.

New Civilian Skill: User clicks on the drop-down arrow and double-clicks the appropriate new civilian occupational critical skills indicator.

Primary Civilian Skill: Pre-filled based on the SSN or Name initially entered for this transaction, reflecting member's primary civilian occupational critical skills indicator.

Secondary Civilian Skills XE "Civilian Skills" : Pre-filled based on the SSN or Name initially entered for this transaction, reflecting various secondary civilian occupational critical skills indicators member currently maintains.

Civilian Skills XE "Civilian Skills"  Description: This field displays text used to identify and describe the member’s civilian skills.  In this field the user may view and enter text applicable to the event being processed.

MILPERS Clerk Procedure(s)

17. Verify supporting documentation.

18. Process civilian skills transaction.

References

· COMNAVRESFORINST 1001.5
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CLOTHING ALLOWANCES

Clothing XE "Clothing"  Allowances Contents

Clothing XE "Clothing"  Allowances Overview

Navigation

Panels

MILPERS Clerk Procedure(s)

MILPERS Supervisor Procedure(s)

MILPAY Clerk Procedure(s)

MILPAY Supervisor Procedure(s)

References

Clothing XE "Clothing"  Allowances Overview

Clothing XE "Clothing"  Allowance transaction provides the ability to process the following types of Initial Clothing Allowance XE "Initial Clothing Allowance" s:

· Initial Clothing XE "Clothing"  Monetary Allowance (CMA) is payable to enlisted members who reenter active duty after a break in service of more than three months.

· Partial Initial Clothing XE "Clothing"  Monetary Allowance (PCM) is payable to Naval Reserve enlisted members in pay grade E-6 and below, first reporting for extended active duty of more than three months. 

· Special Initial Clothing XE "Clothing"  Monetary Allowance (SCM) is payable to Active Duty enlisted members assigned to a special unit or school which requires clothing not customarily required for the majority of enlisted members.  It is also payable to Reserve females for special clothing articles.

· Initial Uniform Allowance (UNA) is used to report Uniform and Equipment Allowance for Active Duty officers.  

Clothing XE "Clothing"  Allowance transaction provides the ability to process the following types of Additional Clothing Allowance XE "Additional Clothing Allowance" s:

· Additional Uniform Allowance (AUN) is payable to Active Duty officers for Uniform and Equipment Allowance (Additional).

· Clothing XE "Clothing"  Allowance Special Initial (CAS) is payable to Active Duty and Reserve enlisted members when advanced to Chief Petty officer (pay grade E7), upon assignment to the U.S. Navy Band, or upon assignment to the Naval Academy Band (E6 and below only).

· Special or Supplemental Clothing XE "Clothing"  Allowance (CAX) is payable to Active Duty and Reserve enlisted members when duty assignment requires them to have extra or special items of clothing such as for pregnancy or assignment to the Ceremonial Guard Unit. 

Clothing XE "Clothing"  Allowance transaction provides the ability to process the following types of Civilian Clothing Allowance XE "Civilian Clothing Allowance" s:

· Civilian Clothing Allowance XE "Civilian Clothing Allowance"  (CCA) is payable to Active Duty enlisted members and officers when required to wear civilian clothes in the performance of their official duties. 

· Continuing Civilian Clothing Allowance XE "Civilian Clothing Allowance"  (CCC) is payable to Active Duty enlisted members and officers when required to wear civilian clothes on a continuing basis. 

Navigation

User navigates by selecting the following:

For active duty users:

Select “Go.”

Select “Entitlements.”

Select “Clothing XE "Clothing"  Allowances.”

Select “Use.”

Select “Create Clothing XE "Clothing"  Allowances” to begin or change the current status of Clothing allowances paid to an eligible member.

Select “Pending Clothing XE "Clothing"  Allowances” to modify or complete previously created clothing allowances transaction.  This is available only if the transaction was not forwarded to the Supervisor for review/approval. 

For Reserve duty users:

Select “Go.”

Select “Personnel Maintenance.”

Select “Clothing XE "Clothing"  Allowances.”

Select “Use.”

Select “Create Clothing XE "Clothing"  Allowances” to begin or change the current status of Clothing allowances paid to an eligible member.

Select “Pending Clothing XE "Clothing"  Allowances” to modify or complete previously created clothing allowances transaction.  This is available only if the transaction was not forwarded to the Supervisor for review/approval. 

To view member’s Clothing XE "Clothing"  Allowance history, select the following:

Select “Inquire.” 

Select “Clothing XE "Clothing"  Allowances.”

Panels

The following panels are required to process Clothing XE "Clothing"  Allowances:

Reserve Panels:

Initial Clothing Allowance XE "Initial Clothing Allowance" s

Additional Clothing Allowance XE "Additional Clothing Allowance" s

Active Duty panels:

Initial Clothing XE "Clothing"  Monetary Allowances, Partial ICMA, and Special ICMA

Initial Uniform Allowances

Additional Uniform Allowances

Clothing XE "Clothing"  Allowance Special Initial

Special / Supplemental Clothing XE "Clothing"  Allowances

Civilian Clothing Allowance XE "Civilian Clothing Allowance" s

Continuing Civilian Clothing Allowance XE "Civilian Clothing Allowance" s

Initial Clothing Allowance XE "Initial Clothing Allowance" s Panel

This panel view will be seen only for Reserve Initial Clothing Allowance XE "Initial Clothing Allowance"  transactions:
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Field Descriptions/Required Actions

SSN:  Pre-filled based on the SSN or Name initially entered for this transaction.

Name: Pre-filled based on the SSN or Name initially entered for this transaction. 

Rank/Rate: Pre-filled based on the SSN or Name initially entered for this transaction.

Current DSC: (Duty Status Code) A three-position, numeric, system-generated code that identifies the current status of the member in terms of physical presence or absence.  This code is updated as events are processed.  It is pre-filled based on the SSN or Name initially entered for this transaction.

Appr Inst: (Approval Instance) This field is used for Workflow.  It is pre-filled with a number and will not be changed by the user.

Appr Status: (Approval Status) This field is used for Workflow.  It is pre-filled with “Pending” and will never be changed by the user.  This field is changed by the NSIPS application when Workflow processing has occurred.

Appr Action: (Approval Action) This field is used for Workflow.  There are four actions that can occur in this field.

1.
It is always pre-filled with the action “Approved.”  When the status is set to “Approved” and the panel is saved, the information is sent to the clerk’s supervisor or the next person in the review process.  

2.
If the clerk does not want to send this transaction to the supervisor through Workflow (i.e., it is an incomplete transaction and needs more information), the Approval Action field can be set to “Incomplete” by selecting this from the drop-down arrow.  When the panel is saved, the transaction will NOT be sent to Workflow.  It will go to the "Pending" file.  The clerk can access the transaction by selecting "Pending" from the "Use" menu.  The transaction will be sent to Workflow ONLY when the clerk completes the transaction, re-sets the Approval Action to "Approved," and saves the panel.

3.
The supervisor can return the transaction to the clerk (or the previous person in the Workflow process) for revision.  The supervisor sets the Approval Action to "Recycle."  

4.
A supervisor can choose to delete the transaction by setting the Approval Action to “Deny.” 

Comments: This field is used for Workflow. It is represented on the panel by a button.  The button pops up a box and allows you to enter information pertaining to the transaction.  The text entered follows the transaction through the entire Workflow process.  Here a supervisor can send a message to the clerk if the transaction is being recycled for rework, or the clerk can attach a message about the transaction. 

Initial Clothing Allowance XE "Initial Clothing Allowance" :  Select this option for Special Initial Clothing XE "Clothing"  Allowance.  This entitlement is payable only to Reserve females.

Clothing XE "Clothing"  Allowance Type: This field is defaulted to “SCM” for Special Initial Clothing Allowance XE "Initial Clothing Allowance" .

Report: This field is defaulted.  “Report” is the only type of transaction allowed for Special Initial Clothing Allowance XE "Initial Clothing Allowance" .

Effective Date: The date member is entitled to the allowance. Enter the date or click on the drop-down arrow and click on the appropriate date.

Additional Clothing Allowance XE "Additional Clothing Allowance" s Panel

This panel view will be seen only for Reserve Additional Clothing Allowance XE "Additional Clothing Allowance"  transactions:
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Field Descriptions/Required Actions

SSN:  Pre-filled based on the SSN or Name initially entered for this transaction.

Name: Pre-filled based on the SSN or Name initially entered for this transaction. 

Rank/Rate: Pre-filled based on the SSN or Name initially entered for this transaction.

Current DSC: (Duty Status Code) A three-position, numeric, system-generated code that identifies the current status of the member in terms of physical presence or absence.  This code is updated as events are processed.  It is pre-filled based on the SSN or Name initially entered for this transaction.

Appr Inst: (Approval Instance) This field is used for Workflow.  It is pre-filled with a number and will not be changed by the user.

Appr Status: (Approval Status) This field is used for Workflow.  It is pre-filled with “Pending” and will never be changed by the user.  This field is changed by the NSIPS application when Workflow processing has occurred.

Appr Action: (Approval Action) This field is used for Workflow.  There are four actions that can occur in this field.

1.
It is always pre-filled with the action “Approved.”  When the status is set to “Approved” and the panel is saved, the information is sent to the clerk’s supervisor or the next person in the review process.  

2.
If the clerk does not want to send this transaction to the supervisor through Workflow (i.e., it is an incomplete transaction and needs more information), the Approval Action field can be set to “Incomplete” by selecting this from the drop-down arrow.  When the panel is saved, the transaction will NOT be sent to Workflow.  It will go to the "Pending" file.  The clerk can access the transaction by selecting "Pending" from the "Use" menu.  The transaction will be sent to Workflow ONLY when the clerk completes the transaction, re-sets the Approval Action to "Approved," and saves the panel.

3.
The supervisor can return the transaction to the clerk (or the previous person in the Workflow process) for revision.  The supervisor sets the Approval Action to "Recycle."  

4.
A supervisor can choose to delete the transaction by setting the Approval Action to “Deny.” 

Comments: This field is used for Workflow. It is represented on the panel by a button.  The button pops up a box and allows you to enter information pertaining to the transaction.  The text entered follows the transaction through the entire Workflow process.  Here a supervisor can send a message to the clerk if the transaction is being recycled for rework, or the clerk can attach a message about the transaction. 

Additional Clothing Allowance XE "Additional Clothing Allowance" : Select this option for Additional Clothing XE "Clothing"  Allowance.  The two options in this category are Clothing Allowance Special Initial, payable to members upon advancement to Chief Petty Officer, and Special/Supplemental Clothing Allowance, payable to female members upon confirmation of pregnancy. 

Clothing XE "Clothing"  Allowance Type: Click on the drop-down arrow and double-click “CAS” for Clothing Allowance Special Initial or “CAX” for Special/Supplemental Clothing Allowance. 

Report: This field is defaulted. “Report” is the only type of transaction allowed for Additional Clothing Allowance XE "Additional Clothing Allowance" .

Effective Date: The date member is entitled to the allowance.  Enter the date or click on the drop-down arrow and click on the appropriate date.

Initial Clothing XE "Clothing"  Monetary Allowances, Partial ICMA, and Special ICMA Panel

This panel view will be seen only for “CMA,” “PCM,” and “SCM” Active Duty Initial Clothing Allowance XE "Initial Clothing Allowance"  transactions:
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Field Descriptions/Required Actions

SSN:  Pre-filled based on the SSN or Name initially entered for this transaction.

Name: Pre-filled based on the SSN or Name initially entered for this transaction. 

Rank/Rate: Pre-filled based on the SSN or Name initially entered for this transaction.

Current DSC: (Duty Status Code) A three-position, numeric, system-generated code that identifies the current status of the member in terms of physical presence or absence.  This code is updated as events are processed.  It is pre-filled based on the SSN or Name initially entered for this transaction.

Appr Inst: (Approval Instance) This field is used for Workflow.  It is pre-filled with a number and will not be changed by the user.

Appr Status: (Approval Status) This field is used for Workflow.  It is pre-filled with “Pending” and will never be changed by the user.  This field is changed by the NSIPS application when Workflow processing has occurred.

Appr Action: (Approval Action) This field is used for Workflow.  There are four actions that can occur in this field.

1.
It is always pre-filled with the action “Approved.”  When the status is set to “Approved” and the panel is saved, the information is sent to the clerk’s supervisor or the next person in the review process.  

2.
If the clerk does not want to send this transaction to the supervisor through Workflow (i.e., it is an incomplete transaction and needs more information), the Approval Action field can be set to “Incomplete” by selecting this from the drop-down arrow.  When the panel is saved, the transaction will NOT be sent to Workflow.  It will go to the "Pending" file.  The clerk can access the transaction by selecting "Pending" from the "Use" menu.  The transaction will be sent to Workflow ONLY when the clerk completes the transaction, re-sets the Approval Action to "Approved," and saves the panel.

3.
The supervisor can return the transaction to the clerk (or the previous person in the Workflow process) for revision.  The supervisor sets the Approval Action to "Recycle."  

4.
A supervisor can choose to delete the transaction by setting the Approval Action to “Deny.” 

Comments: This field is used for Workflow. It is represented on the panel by a button.  The button pops up a box and allows you to enter information pertaining to the transaction.  The text entered follows the transaction through the entire Workflow process.  Here a supervisor can send a message to the clerk if the transaction is being recycled for rework, or the clerk can attach a message about the transaction. 

Initial Clothing Allowance XE "Initial Clothing Allowance" : Select this option for Initial Clothing XE "Clothing"  Allowance.  The options under this category for this panel view are Initial Clothing Monetary Allowance, Partial Initial Clothing Monetary Allowance, and Special Initial Clothing Monetary Allowance.

Clothing XE "Clothing"  Allowance Type: Click on the drop-down arrow and double-click “CMA” for Initial Clothing Monetary Allowance, “PCM” for Partial Initial Clothing Monetary Allowance, or “SCM” for Special Initial Clothing Monetary Allowance. 

Report: This field is defaulted.  “Report” is the only type of transaction allowed for Initial Clothing Allowance XE "Initial Clothing Allowance" .

Effective Date: The date the member is entitled to the allowance.  Enter the date or click on the drop-down arrow and click on the appropriate date.

Entitlement Cd: Click on the drop-down arrow and double-click on the appropriate clothing entitlement code. 

Actn Grp Indctr: Click on the drop-down arrow and double-click on the appropriate clothing Action Group Indicator.  

Amount: Enter the amount authorized.

Initial Uniform Allowances Panel

This panel view will be seen only for the “UNA” Active Duty Initial Clothing Allowance XE "Initial Clothing Allowance"  transaction:
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Field Descriptions/Required Actions

SSN:  Pre-filled based on the SSN or Name initially entered for this transaction.

Name: Pre-filled based on the SSN or Name initially entered for this transaction. 

Rank/Rate: Pre-filled based on the SSN or Name initially entered for this transaction.

Current DSC: (Duty Status Code) A three-position, numeric, system-generated code that identifies the current status of the member in terms of physical presence or absence.  This code is updated as events are processed.  It is pre-filled based on the SSN or Name initially entered for this transaction.

Appr Inst: (Approval Instance) This field is used for Workflow.  It is pre-filled with a number and will not be changed by the user.

Appr Status: (Approval Status) This field is used for Workflow.  It is pre-filled with “Pending” and will never be changed by the user.  This field is changed by the NSIPS application when Workflow processing has occurred.

Appr Action: (Approval Action) This field is used for Workflow.  There are four actions that can occur in this field.

1.
It is always pre-filled with the action “Approved.”  When the status is set to “Approved” and the panel is saved, the information is sent to the clerk’s supervisor or the next person in the review process.  

2.
If the clerk does not want to send this transaction to the supervisor through Workflow (i.e., it is an incomplete transaction and needs more information), the Approval Action field can be set to “Incomplete” by selecting this from the drop-down arrow.  When the panel is saved, the transaction will NOT be sent to Workflow.  It will go to the "Pending" file.  The clerk can access the transaction by selecting "Pending" from the "Use" menu.  The transaction will be sent to Workflow ONLY when the clerk completes the transaction, re-sets the Approval Action to "Approved," and saves the panel.

3.
The supervisor can return the transaction to the clerk (or the previous person in the Workflow process) for revision.  The supervisor sets the Approval Action to "Recycle."  

4.
A supervisor can choose to delete the transaction by setting the Approval Action to “Deny.” 

Comments: This field is used for Workflow. It is represented on the panel by a button.  The button pops up a box and allows you to enter information pertaining to the transaction.  The text entered follows the transaction through the entire Workflow process.  Here a supervisor can send a message to the clerk if the transaction is being recycled for rework, or the clerk can attach a message about the transaction. 

Initial Clothing Allowance XE "Initial Clothing Allowance" : Select this option for Initial Clothing XE "Clothing"  Allowance.  The option under this category for this panel view is Initial Uniform Allowance. 

Clothing XE "Clothing"  Allowance Type: Click on the drop-down arrow and double-click “UNA” for Initial Uniform Allowance.

Report: This field is defaulted.  “Report” is the only type of transaction allowed for Initial Clothing Allowance XE "Initial Clothing Allowance" .

Effective Date: The date the member is entitled to the allowance.  Enter the date or click on the drop-down arrow and click on the appropriate date.

Amount: Enter the amount authorized. 

UEA Init. Ind: This field is defaulted to “4” (Other).

Additional Uniform Allowances Panel

This panel view will be seen only for the “AUN” Active Duty Additional Clothing Allowance XE "Additional Clothing Allowance"  transaction:
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Field Descriptions/Required Actions

SSN:  Pre-filled based on the SSN or Name initially entered for this transaction.

Name: Pre-filled based on the SSN or Name initially entered for this transaction. 

Rank/Rate: Pre-filled based on the SSN or Name initially entered for this transaction.

Current DSC: (Duty Status Code) A three-position, numeric, system-generated code that identifies the current status of the member in terms of physical presence or absence.  This code is updated as events are processed.  It is pre-filled based on the SSN or Name initially entered for this transaction.

Appr Inst: (Approval Instance) This field is used for Workflow.  It is pre-filled with a number and will not be changed by the user.

Appr Status: (Approval Status) This field is used for Workflow.  It is pre-filled with “Pending” and will never be changed by the user.  This field is changed by the NSIPS application when Workflow processing has occurred.

Appr Action: (Approval Action) This field is used for Workflow.  There are four actions that can occur in this field.

1.
It is always pre-filled with the action “Approved.”  When the status is set to “Approved” and the panel is saved, the information is sent to the clerk’s supervisor or the next person in the review process.  

2.
If the clerk does not want to send this transaction to the supervisor through Workflow (i.e., it is an incomplete transaction and needs more information), the Approval Action field can be set to “Incomplete” by selecting this from the drop-down arrow.  When the panel is saved, the transaction will NOT be sent to Workflow.  It will go to the "Pending" file.  The clerk can access the transaction by selecting "Pending" from the "Use" menu.  The transaction will be sent to Workflow ONLY when the clerk completes the transaction, re-sets the Approval Action to "Approved," and saves the panel.

3.
The supervisor can return the transaction to the clerk (or the previous person in the Workflow process) for revision.  The supervisor sets the Approval Action to "Recycle."  

4.
A supervisor can choose to delete the transaction by setting the Approval Action to “Deny.” 

Comments: This field is used for Workflow. It is represented on the panel by a button.  The button pops up a box and allows you to enter information pertaining to the transaction.  The text entered follows the transaction through the entire Workflow process.  Here a supervisor can send a message to the clerk if the transaction is being recycled for rework, or the clerk can attach a message about the transaction. 

Additional Clothing Allowance XE "Additional Clothing Allowance" : Select this option for Additional Clothing XE "Clothing"  Allowance.  The option under this category for this panel view is Additional Uniform Allowance. 

Clothing XE "Clothing"  Allowance Type: Click on the drop-down arrow and double-click “AUN” for Additional Uniform Allowance.

Report: This field is defaulted.  “Report” is the only type of transaction allowed for Additional Clothing Allowance XE "Additional Clothing Allowance" .

Effective Date: The date the member is entitled to the allowance.  Enter the date or click on the drop-down arrow and click on the appropriate date.

UEA Init. Ind: Click on the drop-down arrow and double-click on the appropriate Uniform and Equipment Allowance Initial code.

Clothing XE "Clothing"  Allowance Special Initial Panel

This panel view will be seen only for the “CAS” Active Duty Additional Clothing Allowance XE "Additional Clothing Allowance"  transaction:
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Field Descriptions/Required Actions

SSN:  Pre-filled based on the SSN or Name initially entered for this transaction.

Name: Pre-filled based on the SSN or Name initially entered for this transaction. 

Rank/Rate: Pre-filled based on the SSN or Name initially entered for this transaction.

Current DSC: (Duty Status Code) A three-position, numeric, system-generated code that identifies the current status of the member in terms of physical presence or absence.  This code is updated as events are processed.  It is pre-filled based on the SSN or Name initially entered for this transaction.

Appr Inst: (Approval Instance) This field is used for Workflow.  It is pre-filled with a number and will not be changed by the user.

Appr Status: (Approval Status) This field is used for Workflow.  It is pre-filled with “Pending” and will never be changed by the user.  This field is changed by the NSIPS application when Workflow processing has occurred.

Appr Action: (Approval Action) This field is used for Workflow.  There are four actions that can occur in this field.

1.
It is always pre-filled with the action “Approved.”  When the status is set to “Approved” and the panel is saved, the information is sent to the clerk’s supervisor or the next person in the review process.  

2.
If the clerk does not want to send this transaction to the supervisor through Workflow (i.e., it is an incomplete transaction and needs more information), the Approval Action field can be set to “Incomplete” by selecting this from the drop-down arrow.  When the panel is saved, the transaction will NOT be sent to Workflow.  It will go to the "Pending" file.  The clerk can access the transaction by selecting "Pending" from the "Use" menu.  The transaction will be sent to Workflow ONLY when the clerk completes the transaction, re-sets the Approval Action to "Approved," and saves the panel.

3.
The supervisor can return the transaction to the clerk (or the previous person in the Workflow process) for revision.  The supervisor sets the Approval Action to "Recycle."  

4.
A supervisor can choose to delete the transaction by setting the Approval Action to “Deny.” 

Comments: This field is used for Workflow. It is represented on the panel by a button.  The button pops up a box and allows you to enter information pertaining to the transaction.  The text entered follows the transaction through the entire Workflow process.  Here a supervisor can send a message to the clerk if the transaction is being recycled for rework, or the clerk can attach a message about the transaction. 

Additional Clothing Allowance XE "Additional Clothing Allowance" :  Select this option for Additional Clothing XE "Clothing"  Allowance.  The option under this category for this panel view is Clothing Allowance Special Initial.

Clothing XE "Clothing"  Allowance Type: Click on the drop-down arrow and double-click “CAS” for Clothing Allowance Special Initial.

Report: This field is defaulted.  “Report” is the only type of transaction allowed for Additional Clothing Allowance XE "Additional Clothing Allowance" .

Effective Date: The date the member is entitled to the allowance.  Enter the date or click on the drop-down arrow and click on the appropriate date.

Special Init Cd: Click on the drop-down arrow and double-click on the appropriate Clothing XE "Clothing"  Allowance Special Initial Code. 

Replacement Code: Click on the drop-down arrow and double-click on the appropriate Replacement Code.  

Special Init Entl: Click on the drop-down arrow and double-click on the appropriate Clothing XE "Clothing"  Allowance Entitlement Code. 

Special / Supplemental Clothing XE "Clothing"  Allowances Panel

This panel view will be seen only for the “CAX” Active Duty Additional Clothing Allowance XE "Additional Clothing Allowance"  transaction:
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Field Descriptions/Required Actions

SSN:  Pre-filled based on the SSN or Name initially entered for this transaction.

Name: Pre-filled based on the SSN or Name initially entered for this transaction. 

Rank/Rate: Pre-filled based on the SSN or Name initially entered for this transaction.

Current DSC: (Duty Status Code) A three-position, numeric, system-generated code that identifies the current status of the member in terms of physical presence or absence.  This code is updated as events are processed.  It is pre-filled based on the SSN or Name initially entered for this transaction.

Appr Inst: (Approval Instance) This field is used for Workflow.  It is pre-filled with a number and will not be changed by the user.

Appr Status: (Approval Status) This field is used for Workflow.  It is pre-filled with “Pending” and will never be changed by the user.  This field is changed by the NSIPS application when Workflow processing has occurred.

Appr Action: (Approval Action) This field is used for Workflow.  There are four actions that can occur in this field.

1.
It is always pre-filled with the action “Approved.”  When the status is set to “Approved” and the panel is saved, the information is sent to the clerk’s supervisor or the next person in the review process.  

2.
If the clerk does not want to send this transaction to the supervisor through Workflow (i.e., it is an incomplete transaction and needs more information), the Approval Action field can be set to “Incomplete” by selecting this from the drop-down arrow.  When the panel is saved, the transaction will NOT be sent to Workflow.  It will go to the "Pending" file.  The clerk can access the transaction by selecting "Pending" from the "Use" menu.  The transaction will be sent to Workflow ONLY when the clerk completes the transaction, re-sets the Approval Action to "Approved," and saves the panel.

3.
The supervisor can return the transaction to the clerk (or the previous person in the Workflow process) for revision.  The supervisor sets the Approval Action to "Recycle."  

4.
A supervisor can choose to delete the transaction by setting the Approval Action to “Deny.” 

Comments: This field is used for Workflow. It is represented on the panel by a button.  The button pops up a box and allows you to enter information pertaining to the transaction.  The text entered follows the transaction through the entire Workflow process.  Here a supervisor can send a message to the clerk if the transaction is being recycled for rework, or the clerk can attach a message about the transaction. 

Additional Clothing Allowance XE "Additional Clothing Allowance" : Select this option for Additional Clothing XE "Clothing"  Allowance.  The option under this category for this panel view is Special/Supplemental Clothing Allowance.

Clothing XE "Clothing"  Allowance Type: Click on the drop-down arrow and double-click “CAX” for Special/Supplemental Clothing Allowance. 

Report: This field is defaulted.  “Report” is the only type of transaction allowed for Additional Clothing Allowance XE "Additional Clothing Allowance" .

Effective Date: The date the member is entitled to the allowance. 

Amount: Enter the amount the member is entitled. 

Extra Type Code: Click on the drop-down arrow and double-click on the appropriate Extra Type Code. 

Civilian Clothing Allowance XE "Civilian Clothing Allowance" s Panel

This panel view will be seen only for the “CCA” Active Duty Civilian Clothing Allowance XE "Civilian Clothing Allowance"  transaction:
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Field Descriptions/Required Actions

SSN:  Pre-filled based on the SSN or Name initially entered for this transaction.

Name: Pre-filled based on the SSN or Name initially entered for this transaction. 

Rank/Rate: Pre-filled based on the SSN or Name initially entered for this transaction.

Current DSC: (Duty Status Code) A three-position, numeric, system-generated code that identifies the current status of the member in terms of physical presence or absence.  This code is updated as events are processed.  It is pre-filled based on the SSN or Name initially entered for this transaction.

Appr Inst: (Approval Instance) This field is used for Workflow.  It is pre-filled with a number and will not be changed by the user.

Appr Status: (Approval Status) This field is used for Workflow.  It is pre-filled with “Pending” and will never be changed by the user.  This field is changed by the NSIPS application when Workflow processing has occurred.

Appr Action: (Approval Action) This field is used for Workflow.  There are four actions that can occur in this field.

1.
It is always pre-filled with the action “Approved.”  When the status is set to “Approved” and the panel is saved, the information is sent to the clerk’s supervisor or the next person in the review process.  

2.
If the clerk does not want to send this transaction to the supervisor through Workflow (i.e., it is an incomplete transaction and needs more information), the Approval Action field can be set to “Incomplete” by selecting this from the drop-down arrow.  When the panel is saved, the transaction will NOT be sent to Workflow.  It will go to the "Pending" file.  The clerk can access the transaction by selecting "Pending" from the "Use" menu.  The transaction will be sent to Workflow ONLY when the clerk completes the transaction, re-sets the Approval Action to "Approved," and saves the panel.

3.
The supervisor can return the transaction to the clerk (or the previous person in the Workflow process) for revision.  The supervisor sets the Approval Action to "Recycle."  

4.
A supervisor can choose to delete the transaction by setting the Approval Action to “Deny.” 

Comments: This field is used for Workflow. It is represented on the panel by a button.  The button pops up a box and allows you to enter information pertaining to the transaction.  The text entered follows the transaction through the entire Workflow process.  Here a supervisor can send a message to the clerk if the transaction is being recycled for rework, or the clerk can attach a message about the transaction. 

Civilian Clothing Allowance XE "Civilian Clothing Allowance" : Select this option for Civilian Clothing XE "Clothing"  Allowance.  The option under this category for this panel view is Civilian Clothing Allowance.

Clothing XE "Clothing"  Allowance Type: Click on the drop-down arrow and double-click “CCA” for Civilian Clothing Allowance XE "Civilian Clothing Allowance" . 

Report: This field is used to start the entitlement of Civilian Clothing Allowance XE "Civilian Clothing Allowance" .

Stop: This field is used to stop the entitlement of Civilian Clothing Allowance XE "Civilian Clothing Allowance" . 

Effective Date: The effective date of the entitlement.  Enter the date or click on the drop-down arrow and click on the appropriate date.

Amount: Enter the amount of the entitlement.

Civilian Type Cd: Click on the drop-down arrow and double-click on the appropriate Civilian Type Code.  

Continuing Civilian Clothing Allowance XE "Civilian Clothing Allowance" s Panel

This panel view will be seen only for the “CCC” Active Duty Civilian Clothing Allowance XE "Civilian Clothing Allowance"  transaction:
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Field Descriptions/Required Actions

SSN:  Pre-filled based on the SSN or Name initially entered for this transaction.

Name: Pre-filled based on the SSN or Name initially entered for this transaction. 

Rank/Rate: Pre-filled based on the SSN or Name initially entered for this transaction.

Current DSC: (Duty Status Code) A three-position, numeric, system-generated code that identifies the current status of the member in terms of physical presence or absence.  This code is updated as events are processed.  It is pre-filled based on the SSN or Name initially entered for this transaction.

Appr Inst: (Approval Instance) This field is used for Workflow.  It is pre-filled with a number and will not be changed by the user.

Appr Status: (Approval Status) This field is used for Workflow.  It is pre-filled with “Pending” and will never be changed by the user.  This field is changed by the NSIPS application when Workflow processing has occurred.

Appr Action: (Approval Action) This field is used for Workflow.  There are four actions that can occur in this field.

1.
It is always pre-filled with the action “Approved.”  When the status is set to “Approved” and the panel is saved, the information is sent to the clerk’s supervisor or the next person in the review process.  

2.
If the clerk does not want to send this transaction to the supervisor through Workflow (i.e., it is an incomplete transaction and needs more information), the Approval Action field can be set to “Incomplete” by selecting this from the drop-down arrow.  When the panel is saved, the transaction will NOT be sent to Workflow.  It will go to the "Pending" file.  The clerk can access the transaction by selecting "Pending" from the "Use" menu.  The transaction will be sent to Workflow ONLY when the clerk completes the transaction, re-sets the Approval Action to "Approved," and saves the panel.

3.
The supervisor can return the transaction to the clerk (or the previous person in the Workflow process) for revision.  The supervisor sets the Approval Action to "Recycle."  

4.
A supervisor can choose to delete the transaction by setting the Approval Action to “Deny.” 

Comments: This field is used for Workflow. It is represented on the panel by a button.  The button pops up a box and allows you to enter information pertaining to the transaction.  The text entered follows the transaction through the entire Workflow process.  Here a supervisor can send a message to the clerk if the transaction is being recycled for rework, or the clerk can attach a message about the transaction. 

Civilian Clothing Allowance XE "Civilian Clothing Allowance" : Select this option for Civilian Clothing XE "Clothing"  Allowance.  The option under this category for this panel view is Continuing Civilian Clothing Allowance.

Clothing XE "Clothing"  Allowance Type: Click on the drop-down arrow and double-click “CCC” for Continuing Civilian Clothing Allowance XE "Civilian Clothing Allowance" . 

Report: This field is defaulted.  “Report” is the only type of transaction allowed for Continuing Civilian Clothing Allowance XE "Civilian Clothing Allowance" . 

Effective Date: The date the member is entitled to the allowance.  Enter the date or click on the drop-down arrow and click on the appropriate date.

Amount: Enter the amount of the entitlement.

Civilian Type CD: Click on the drop-down arrow and double-click on the appropriate Civilian Type Code.  

MILPERS Clerk Procedure(s)

1.  Verify supporting documents to ensure member is eligible for entitlement.  

2.  Prepare Clothing XE "Clothing"  Allowance transaction. 

MILPERS Supervisor Procedure(s)

1.  Review all documents for accuracy.

2.  In the Approval Action field enter one of the following:

· “Approve” to forward to MILPAY for review and transmission.

· “Deny” to cancel the document completely.

· “Recycle” to return to the MILPERS Clerk.

MILPAY Clerk Procedure(s)

1.  Review all documents for accuracy.

2.  Pass to MILPAY Supervisor for review/approval.

MILPAY Supervisor Procedure(s)

1.  Review all documents for accuracy.

2.  In the Approval Action field enter one of the following:

· “Approve” to transmit the transaction.

· “Deny” to cancel the document completely.

· “Recycle” to return to MILPAY Clerk for action.

References

· DODFMR, Volume 7A, Chapter 29, Table 1-7, 300202,3003

· SECNAVINST 7220.76

CONVERSION

Conversion XE "Conversion"  Contents

Conversion XE "Conversion"  Overview

Related Processes

Navigation

Panels 

MILPERS Clerk Procedure(s)

MILPERS Supervisor Procedure(s)

MILPAY Clerk Procedure(s)

MILPAY Supervisor Procedure(s)

References

Conversion XE "Conversion"  Overview

The Conversion XE "Conversion"  transaction provides the ability to

· Submit an officer gain upon an enlisted member’s promotion to officer status (LOD/CWO).

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

Related Processes

Activity Loss 

Strength Loss 

Navigation 

User navigates by selecting the following: 

Select "Go."

Select "Personnel Maintenance" 

Select "Conversion XE "Conversion" /Reversion XE "Reversion" " (For Active Duty only) 

or

Select "Personnel Maintenance"

Select "Conversion XE "Conversion" " (For Reserve only)

Select "Use."

Select "Conversion XE "Conversion"   - Create" to create a conversion of a Reserve enlisted member to officer status. 

Select "Conversion XE "Conversion"  - Pending" to modify or to complete a previously created Reserve conversion to officer transaction.  This is available only if the transaction was not forwarded to the Supervisor for review/approval. 

Select "Conversion XE "Conversion"  to Officer - Create" to create a conversion of an Active Duty enlisted member to officer status. 

Select "Conversion XE "Conversion"  to Officer - Pending" to modify or to complete a previously created Active Duty conversion to officer transaction.  This is available only if the transaction was not forwarded to the Supervisor for review/approval. 

Select "Reversion XE "Reversion"  to Enlisted - Create" to create a reversion of an officer to an Active Duty enlisted status. 

Select "Reversion XE "Reversion"  to Enlisted - Pending" to modify or to complete a previously created Active Duty reversion to enlisted transaction.  This is available only if the transaction was not forwarded to the Supervisor for review/approval. 

Select the Inquire button from the toolbar to review member's personal information panels.

Panels

The following panels are required to process Conversions:

Conversion XE "Conversion"  to Officer (Active Duty)

Conversion XE "Conversion"  to Officer (Reserve)

Reversion XE "Reversion"  to Enlisted

Conversion XE "Conversion"  to Officer Panel (Active Duty)
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Field Descriptions/Required Actions

SSN:  Pre-filled based on the SSN or Name initially entered for this transaction.

Name: Pre-filled based on the SSN or Name initially entered for this transaction. 

Rank/Rate: Pre-filled based on the SSN or Name initially entered for this transaction.

Current DSC: (Duty Status Code) A three-position, numeric, system-generated code that identifies the current status of the member in terms of physical presence or absence.  This code is updated as events are processed.  It is pre-filled based on the SSN or Name initially entered for this transaction.

Appr Inst: (Approval Instance) This field is used for Workflow.  It is pre-filled with a number and will not be changed by the user.

Appr Status: (Approval Status) This field is used for Workflow.  It is pre-filled with "Pending" and will never be changed by the user.  This field is changed by the NSIPS application when Workflow processing has occurred.

Appr Action: (Approval Action) This field is used for Workflow.  There are four actions that can occur in this field.

19. It is always pre-filled with the action "Approved."  When the status is set to "Approved" and the panel is saved, the information is sent to the clerk's supervisor or the next person in the review process.

20. If the clerk does not want to send this transaction to the supervisor through Workflow (i.e., it is an incomplete transaction and needs more information), the Approval Action field can be set to "Incomplete" by selecting this from the drop-down arrow.  When the panel is saved, the transaction will NOT be sent to Workflow.  It will go to the "Pending" file.  The clerk can access the transaction by selecting "Pending" from the "Use" menu.  The transaction will be sent to Workflow ONLY when the clerk completes the transaction, re-sets the Approval Action to "Approved," and saves the panel.

21. The supervisor can return the transaction to the clerk (or the previous person in the Workflow process) for revision.  The supervisor sets the Approval Action to "Recycle." 

22. A supervisor can choose to delete the transaction by setting the Approval Action to "Deny."
Comments: This field is used for Workflow. It is represented on the panel by a button.  The button pops up a box and allows you to enter information pertaining to the transaction.  The text entered follows the transaction through the entire Workflow process.  Here a supervisor can send a message to the clerk if the transaction is being recycled for rework, or the clerk can attach a message about the transaction.

Action/Reason: This field represents the type of action on the transaction.  Example:  Maint = Maintenance is the action.  CON = Conversion XE "Conversion"  is the reason.  This entry is pre-filled based on the SSN or Name initially entered for this transaction.

Commissioning Date: Enter the date the enlisted member is commissioned to an officer.  Click on the drop-down arrow to display a calendar.  Double-click on appropriate date.

BSC: The Billet Sequence Code for the officer.

UIC: (Unit Identification Code) This field reflects the command to which the member is assigned.  For USNR members this entry is pre-filled based on the SSN or Name initially entered for this transaction.  For USN this field will appear after the "BSC" field.

ACC XE "ACC" : The Accounting Category Code for the officer.

Conversion XE "Conversion"  to Officer Panel (Reserve)
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Field Descriptions/Required Actions

SSN:  Pre-filled based on the SSN or Name initially entered for this transaction.

Name: Pre-filled based on the SSN or Name initially entered for this transaction. 

Rank/Rate: Pre-filled based on the SSN or Name initially entered for this transaction.

Current DSC: (Duty Status Code) A three-position, numeric, system-generated code that identifies the current status of the member in terms of physical presence or absence.  This code is updated as events are processed.  It is pre-filled based on the SSN or Name initially entered for this transaction.  A list of Duty Status Codes occurs later in this document.

Appr Inst: (Approval Instance) This field is used for Workflow.  It is pre-filled with a number and will not be changed by the user.

Appr Status: (Approval Status) This field is used for Workflow.  It is pre-filled with “Pending” and will never be changed by the user.  This field is changed by the NSIPS application when Workflow processing has occurred.

Appr Action: (Approval Action) This field is used for Workflow.  There are four actions that can occur in this field.

1.
It is always pre-filled with the action “Approved.”  When the status is set to “Approved” and the panel is saved, the information is sent to the clerk’s supervisor or the next person in the review process.  

2.
If the clerk does not want to send this transaction to the supervisor through Workflow (i.e., it is an incomplete transaction and needs more information), the Approval Action field can be set to “Incomplete” by selecting this from the drop-down arrow.  When the panel is saved, the transaction will NOT be sent to Workflow.  It will go to the "Pending" file.  The clerk can access the transaction by selecting "Pending" from the "Use" menu.  The transaction will be sent to Workflow ONLY when the clerk completes the transaction, re-sets the Approval Action to "Approved," and saves the panel.

3.
The supervisor can return the transaction to the clerk (or the previous person in the Workflow process) for revision.  The supervisor sets the Approval Action to "Recycle."  

4.
A supervisor can choose to delete the transaction by setting the Approval Action to “Deny.” 

Comments: This field is used for Workflow. It is represented on the panel by a button.  The button allows the user to pop up a box and enter information pertaining to the transaction.  The text entered follows the transaction through the entire Workflow process.  Here a supervisor can send a message to the clerk if the transaction is being recycled for rework, or the clerk can attach a message about the transaction. 

Action/Reason: This field represents the type of action on the transaction.  Example:  Maint = Maintenance is the action.  CON = Conversion XE "Conversion"  is the reason.  This entry is pre-filled based on the SSN or Name initially entered for this transaction.   

UIC: (Unit Identification Code) This field reflects the command to which the member is assigned.  For USNR members, this entry is pre-filled based on the SSN or Name initially entered for this transaction.  For USN, this field will appear after the “BSC” field.  

Commissioning Date: Enter the date the enlisted member is commissioned to an officer.  Click on drop-down arrow to display a calendar.  Double-click on appropriate date.

Mobilization XE "Mobilization"  Recall Key XE "Mobilization Recall Key" : This code is used to establish the order in which personnel will be listed on the unit’s recall bill.  Enter the code of the member from the recall bill.  This field will appear only if the member is USNR.      

Rank: This field identifies the rank to which the member is being promoted.  Click on the drop-down arrow; double-click on the appropriate rank.  This field will appear only if the member is USNR.       

Designator XE "Designator" : This field identifies the type of officer.  Click on the drop-down arrow; double-click on the appropriate designator.  This field will appear only if the member is USNR.    

Reversion XE "Reversion"  to Enlisted Panel 
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Field Descriptions/Required Actions

SSN:  Pre-filled based on the SSN or Name initially entered for this transaction.

Name: Pre-filled based on the SSN or Name initially entered for this transaction. 

Rank/Rate: Pre-filled based on the SSN or Name initially entered for this transaction.

Current DSC: (Duty Status Code) A three-position, numeric, system-generated code that identifies the current status of the member in terms of physical presence or absence.  This code is updated as events are processed.  It is pre-filled based on the SSN or Name initially entered for this transaction.  A list of Duty Status Codes occurs later in this document.

Appr Inst: (Approval Instance) This field is used for Workflow.  It is pre-filled with a number and will not be changed by the user.

Appr Status: (Approval Status) This field is used for Workflow.  It is pre-filled with “Pending” and will never be changed by the user.  This field is changed by the NSIPS application when Workflow processing has occurred.

Appr Action: (Approval Action) This field is used for Workflow.  There are four actions that can occur in this field.

1.
It is always pre-filled with the action “Approved.”  When the status is set to “Approved” and the panel is saved, the information is sent to the clerk’s supervisor or the next person in the review process.  

2.
If the clerk does not want to send this transaction to the supervisor through Workflow (i.e., it is an incomplete transaction and needs more information), the Approval Action field can be set to “Incomplete” by selecting this from the drop-down arrow.  When the panel is saved, the transaction will NOT be sent to Workflow.  It will go to the "Pending" file.  The clerk can access the transaction by selecting "Pending" from the "Use" menu.  The transaction will be sent to Workflow ONLY when the clerk completes the transaction, re-sets the Approval Action to "Approved," and saves the panel.

3.
The supervisor can return the transaction to the clerk (or the previous person in the Workflow process) for revision.  The supervisor sets the Approval Action to "Recycle."  

4.
A supervisor can choose to delete the transaction by setting the Approval Action to “Deny.” 

Comments: This field is used for Workflow. It is represented on the panel by a button.  The button allows the user to pop up a box and enter information pertaining to the transaction.  The text entered follows the transaction through the entire Workflow process.  Here a supervisor can send a message to the clerk if the transaction is being recycled for rework, or the clerk can attach a message about the transaction. 

Action/Reason: This field represents the type of action on the transaction.  Example:  Maint = Maintenance is the action.  CON = Conversion XE "Conversion"  is the reason.  This entry is pre-filled based on the SSN or Name initially entered for this transaction.   

Report Date: This field reports the date the member reverted back to enlisted status.  Enter effective date of reversion.  Click on drop-down arrow to display a calendar.  Double-click on appropriate date.  

SDCD XE "SDCD" : (Sea Duty XE "Sea Duty"  Commencement Date) Enter the initial or constructed date the member begins sea duty if the sea/shore code is 2, 3, 4, or 5.  Otherwise, leave blank.  Click on drop-down arrow to display a calendar.  Double-click on appropriate date.

Rate Abbreviation: Enter rate abbreviation to which the member is reverting.  Click on drop-down arrow; double-click on appropriate rate abbreviation. 

Separation Program Designator XE "Separation Program Designator"  Code: This is a code that represents the type of separation from active duty status from the Navy.  Click on drop-down arrow; double-click on appropriate separation code. 

UIC: (Unit Identification Code) This field reflects the command to which the member is assigned.  Click on drop-down arrow; double-click on appropriate UIC.  <Tab> to the next field.  The description of the code selected will appear to the right of the block. 

ACC XE "ACC" : (Accounting Category Code) This field reflects the duty status of the member assigned onboard. Click on drop-down arrow; double-click on appropriate ACC.  <Tab> to the next field.  The description of the code selected will appear to the right of the block. 

Branch and Class XE "Branch and Class" : This field indicates the member’s military class and component of service.  Click on drop-down arrow; double-click on appropriate branch/class.  <Tab> to the next field.  The description of the code selected will appear to the right of the block. 

MILPERS Clerk Procedure(s)

1.  Prepare the Conversion XE "Conversion"  to Officer or Reversion XE "Reversion"  to Enlisted transaction.  

2.  Prepare new service record officer/enlisted.

3.  In the Approval Action field enter one of the following:

· “Approve” to forward to MILPERS Supervisor for review and transmission.

· “Incomplete” to place transaction in the Pending file.

MILPERS Supervisor Procedure(s)

1.  Review all documents for accuracy.

2.  In the Approval Action field enter one of the following:

· “Approve” to forward to MILPAY for review and transmission.

· “Deny” to cancel the document completely.

· “Recycle” to return to the MILPERS Clerk.

MILPAY Clerk Procedure(s)

1.
Review all documents for accuracy. 

2.
Pass to MILPAY Supervisor for review/approval.

MILPAY Supervisor Procedure(s)

1.  Review all documents for accuracy.

2.  In the Approval Action field enter one of the following:

· “Approve” to transmit the transaction.

“Deny” to cancel the document completely.

· “Recycle” to return to MILPAY Clerk for action.
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Deductions Overview

The Deductions transaction provides the ability to Start, Stop, Change, and Cancel a member’s Servicemen's Group Life Insurance (SGLI XE "SGLI" ) and Dental Plan Options. 

Related Processes

Dependency Data 

Activity Gain

Annual Training XE "Annual Training" 
Strength Gain

Navigation 

User navigates by selecting the following: 

Select “Go.”

Select “Personnel Maintenance.”

Select “Deductions.”

Select “Use.”

Select “Dental - Create” to start, stop, change, and cancel a Dental Plan Option at the request of the member. This option is for active duty members only.

Select “Dental - Pending” to modify or to complete a previously created Deductions – Create Dental transaction.  This is available only if the transaction was not forwarded to the Supervisor for review/approval. This option is for active duty members only.

Select “MGIB XE "MGIB"   – Create” to start, stop, change, and cancel MGIB at the request of the member. 

Select “MGIB XE "MGIB"  – Pending” to modify or to complete a previously created Deductions – Create MGIB transaction.  This is available only if the transaction was not forwarded to the Supervisor for review/approval.

Select “SGLI XE "SGLI"  Deductions – Create” to start, stop, change, and cancel SGLI Option at the request of the member. 

Select “SGLI XE "SGLI"  Deductions – Pending” to modify or to complete a previously created Deductions – Create SGLI transaction.  This is available only if the transaction was not forwarded to the Supervisor for review/approval.

Select “Inquire” to view a member’s incentive pays history; then select “SGLI XE "SGLI" /Dental Info” or “Montgomery GI Bill Info.” 

Panels

The following panels are required to process Deductions:

Dental Deductions

SGLI XE "SGLI"  Deductions

MGIB XE "MGIB"  Data

Dental Deductions Panel
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Field Descriptions/Required Actions

SSN:  Pre-filled based on the SSN or Name initially entered for this transaction.

Name: Pre-filled based on the SSN or Name initially entered for this transaction. 

Rank/Rate: Pre-filled based on the SSN or Name initially entered for this transaction.

Current DSC: (Duty Status Code) A three-position, numeric, system-generated code that identifies the current status of the member in terms of physical presence or absence.  This code is updated as events are processed.  It is pre-filled based on the SSN or Name initially entered for this transaction.

Appr Inst: (Approval Instance) This field is used for Workflow.  It is pre-filled with a number and will not be changed by the user.

Appr Status: (Approval Status) This field is used for Workflow.  It is pre-filled with "Pending" and will never be changed by the user.  This field is changed by the NSIPS application when Workflow processing has occurred. 

Appr Action: (Approval Action) This field is used for Workflow.  There are four actions that can occur in this field.

1.  It is always pre-filled with the action “Approved.”  When the status is set to “Approved” and the panel is saved, the information is sent to the clerk’s supervisor or the next person in the review process.  

2.  If the clerk does not want to send this transaction to the supervisor through Workflow (i.e., it is an incomplete transaction and needs more information), the Approval Action field can be set to “Incomplete” by selecting this from the drop-down arrow.  When the panel is saved, the transaction will NOT be sent to Workflow.  It will go to the "Pending" file.  The clerk can access the transaction by selecting "Pending" from the "Use" menu.  The transaction will be sent to Workflow ONLY when the clerk completes the transaction, re-sets the Approval Action to "Approved,” and saves the panel.

3.  The supervisor can return the transaction to the clerk (or the previous person in the Workflow process) for revision.  The supervisor sets the Approval Action to "Recycle.”

4.  A supervisor can choose to delete the transaction by setting the Approval Action to “Deny.”

Comments: This field is used for Workflow.  It is represented on the panel by a button.  The button pops up a box and allows you to enter information pertaining to the transaction.  The text entered follows the transaction through the entire Workflow process.  Here a supervisor can send a message to the clerk if the transaction is being recycled for rework, or the clerk can attach a message about the transaction. 

SGLI XE "SGLI"  Options: These fields are gray when Create Dental is selected.

Change: This field is gray when Create Dental is selected.

Cancel: This field is gray when Create Dental is selected.

Coverage Plan: This field is gray when Create Dental is selected.

Election Date: This field is gray when Create Dental is selected.

Dental Plan Options: These fields are used to update Dental Plan options.  This option is available for active duty members only.

Start: Click this field to start a type of Dental Plan option. 

Stop: Click this field to stop a type of Dental Plan option. 

Deduction Reason: This field identifies the reason for the deduction.  Click on the drop-down arrow; double-click on the valid deduction reason code.  This field will un-gray when the action fields selected are "Start" and "Change."

Start Date: This field reflects the effective date of the election.  Enter the date or click on the drop-down arrow and click on the appropriate date.  This field will un-gray when the action fields selected are "Start" and "Change."  

Withdrawal Reason: This field identifies the reason for withdrawal.  Click on the drop-down arrow; double-click on the valid withdrawal reason code.  This field will un-gray when the action fields selected are "Stop" and "Cancel." 

Stop Date: This field reflects the effective date of the withdrawal election.  Enter the date or click on the drop-down arrow and click on the appropriate date.  Click on drop-down arrow; double-click on the date.  This field will un-gray when the action fields selected are "Stop" and "Cancel." 

SGLI XE "SGLI"  Deductions Panel 
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Field Descriptions/Required Actions

SSN:  Pre-filled based on the SSN or Name initially entered for this transaction.

Name: Pre-filled based on the SSN or Name initially entered for this transaction. 

Rank/Rate: Pre-filled based on the SSN or Name initially entered for this transaction.

Current DSC: (Duty Status Code) A three-position, numeric, system-generated code that identifies the current status of the member in terms of physical presence or absence.  This code is updated as events are processed.  It is pre-filled based on the SSN or Name initially entered for this transaction.  A list of Duty Status Codes occurs later in this document.

Appr Inst: (Approval Instance) This field is used for Workflow.  It is pre-filled with a number and will not be changed by the user.

Appr Status: (Approval Status) This field is used for Workflow.  It is pre-filled with “Pending” and will never be changed by the user.  This field is changed by the NSIPS application when Workflow processing has occurred.

Appr Action: (Approval Action) This field is used for Workflow.  There are four actions that can occur in this field.

1.
It is always pre-filled with the action “Approved.”  When the status is set to “Approved” and the panel is saved, the information is sent to the clerk’s supervisor or the next person in the review process.  

2.
If the clerk does not want to send this transaction to the supervisor through Workflow (i.e., it is an incomplete transaction and needs more information), the Approval Action field can be set to “Incomplete” by selecting this from the drop-down arrow.  When the panel is saved, the transaction will NOT be sent to Workflow.  It will go to the "Pending" file.  The clerk can access the transaction by selecting "Pending" from the "Use" menu.  The transaction will be sent to Workflow ONLY when the clerk completes the transaction, re-sets the Approval Action to "Approved," and saves the panel.

3.
The supervisor can return the transaction to the clerk (or the previous person in the Workflow process) for revision.  The supervisor sets the Approval Action to "Recycle."  

4.
A supervisor can choose to delete the transaction by setting the Approval Action to “Deny.” 

Comments: This field is used for Workflow.  It is represented on the panel by a button.  The button allows the user to pop up a box and enter information pertaining to the transaction.  The text entered follows the transaction through the entire Workflow process.  Here a supervisor can send a message to the clerk if the transaction is being recycled for rework, or the clerk can attach a message about the transaction. 

SGLI XE "SGLI"  Options: This selection is used to change Servicemen's Group Life Insurance (SGLI) options.  These fields are only available when SGLI options are selected on the “Use” menu selection. 

Change: Click this field to change a SGLI XE "SGLI"  coverage plan. 

Cancel: Click this field to cancel SGLI XE "SGLI" . 

Coverage Plan: This field identifies the type of coverage the member has elected.  Click on the drop-down arrow; double-click on the coverage elected.

Election Date: This field indicates the date to start the elected coverage.  Enter the date member signed the election form.  Click on the drop-down arrow; double-click on the date. 

Dental Plan Options: This selection is used to update Dental Plan options.  These fields are only available when a Dental Plan Option is selected on the “Use” menu selection. This option is for active duty members only.

Start: This field is gray when Create SGLI XE "SGLI"  is selected.

Stop: This field is gray when Create SGLI XE "SGLI"  is selected.

Deduction Reason: This field identifies the reason for the deduction.  Click on the drop-down arrow; double-click on the valid deduction reason code.  This field will un-gray when the action fields selected are “Start” and “Change.”

Start Date: This field reflects the effective date of the election.  Enter the date member signed the election form.  This field will un-gray when the action fields selected are “Start” and “Change.”  

Withdrawal Reason: This field identifies the reason for withdrawal.  Click on the drop-down arrow; double-click on the valid withdrawal reason code.  This field will un-gray when the action fields selected are “Stop” and “Cancel.” 

Stop Date: This field reflects the effective date of the withdrawal election.  Enter the date member signed the election form.  Click on drop-down arrow; double-click on the date.  This field will un-gray when the action fields selected are “Stop” and “Cancel.” 

MGIB XE "MGIB"  Data Panel
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Field Descriptions/Required Actions

SSN: Pre-filled based on the SSN or Name initially entered for this transaction.

Name: Pre-filled based on the SSN or Name initially entered for this transaction.

Rank/Rate: Pre-filled based on the SSN or Name initially entered for this transaction.

Current DSC: (Duty Status Code) This field reflects a three-position, numeric, system-generated code that identifies the current status of the member in terms of physical presence or absence.  It is pre-filled based on the SSN or Name initially entered for this transaction.  This code is updated automatically by the system as transactions that report the member’s status are processed.  A list of Duty Status Codes occurs later in this document.

Appr Inst: (Approval Instance) This field is used for Workflow.  It is pre-filled with a number and will not be changed by the user.

Appr Status: (Approval Status) This field is used for Workflow.  It is pre-filled with “Pending” and will never be changed by the user.  This field is changed by the NSIPS application when Workflow processing has occurred.

Appr Action: (Approval Action) This field is used for Workflow.  There are four actions that can occur in this field.

1.
It is always pre-filled with the action “Approved.”  When the status is set to “Approved” and the panel is saved, the information is sent to the clerk’s supervisor or the next person in the review process.  

2.
If the clerk does not want to send this transaction to the supervisor through Workflow (i.e., it is an incomplete transaction and needs more information), the Approval Action field can be set to “Incomplete” by selecting this from the drop-down arrow.  When the panel is saved, the transaction will NOT be sent to Workflow.  It will go to the "Pending" file.  The clerk can access the transaction by selecting "Pending" from the "Use" menu.  The transaction will be sent to Workflow ONLY when the clerk completes the transaction, re-sets the Approval Action to "Approved," and saves the panel.

3.
The supervisor can return the transaction to the clerk (or the previous person in the Workflow process) for revision.  The supervisor sets the Approval Action to "Recycle."  

4.
A supervisor can choose to delete the transaction by setting the Approval Action to “Deny.” 

Comments: This field is used for Workflow.  It is represented on the panel by a button.  The button allows the user to pop up a box and enter information pertaining to the transaction.  The text entered follows the transaction through the entire Workflow process.  Here a supervisor can send a message to the clerk if the transaction is being recycled for rework, or the clerk can attach a message about the transaction. 

Active MGIB XE "MGIB" :  This is the title of the section of information that reflects Active Montgomery GI Bill information.

Enrollment Code:  This field contains the Montgomery GI Bill Enrollment Code for an Active Duty member.  Click on the drop-down arrow and double-click on the appropriate Enrollment Code.

Decline Date:  This field contains the date that the member declined the Montgomery GI Bill.  Enter the date or click on the drop-down arrow and click on the appropriate date.

Reserve MGIB XE "MGIB" : This is the title of the section of information that reflects Reserve Montgomery GI Bill information.

Eligibility Status: This field displays a code that indicates the member’s current MGIB XE "MGIB"  eligibility status.  If the member’s strength loss dictates a loss of eligibility, type the appropriate code in the field or click the drop-down arrow to display a listing of appropriate codes.  Double-click the appropriate code.

Start Date: This is a display-only field that reflects the date the member’s eligibility to MGIB XE "MGIB"  benefits started.  It reflects the date the member met all requirements for the program and began eligibility to receive educational benefit payments.

Conversion XE "Conversion"  Date: This is a display-only field that reflects the date that the member was converted to the newest MGIB XE "MGIB"  program.  It is used to reflect the date the member executed a new or second six-year obligation on or after 01 October 1990.

Obligation Eligibility Date: This is a display-only field that reflects the date the member met the required obligated service to become eligible for MGIB XE "MGIB"  benefits on or after 01 July 1985.

Termination Date: This field displays the date the member’s eligibility to MGIB XE "MGIB"  benefits was or is being terminated.  If the member’s strength loss dictates a loss of eligibility, type the date in the MM/DD/YYYY format or click the drop-down arrow to display the calendar.  Double-click the appropriate date.

Recoupment XE "Recoupment"  Status: This field displays a code to indicate that the member is in a recoupment status.  A Recoupment Status code is required when a member is terminated from eligibility to MGIB XE "MGIB"  benefits.  Type the appropriate code in the field or click the drop-down arrow to display a listing of appropriate codes.  Double-click the appropriate code.

Service Remaining: This field displays the number of months remaining of the original six-year obligation upon termination of a member’s eligibility to MGIB XE "MGIB"  benefits.  It is used by corporate systems to determine the amount of monies that may need to be recouped if the member was/is terminated for unsatisfactory reasons.  It is pre-filled based on the Termination Date entered.

MILPERS Clerk Procedure(s)

1.  Prepare Deductions Transaction.

2.  Verify all required supporting documents.

3.  Ensure required forms are properly filled out, signed, and dated.

4.  Review all documents for accuracy.

MILPERS Supervisor Procedure(s)

1.  Review all documents for accuracy.

2.  In the Approval Action field enter one of the following:

· “Approve” to forward to MILPAY for review and transmission.

· “Deny” to cancel the document completely.

· “Recycle” to return to the MILPERS Clerk.

MILPAY Clerk Procedure(s)

1.  Review all documents for accuracy.

2.  Pass to MILPAY Supervisor for review/approval.

MILPAY Supervisor Procedure(s)

1.  Review all documents for accuracy.

2.  In the Approval Action field enter one of the following:

· “Approve” to transmit the transaction.

· “Deny” to cancel the document completely.

· “Recycle” to return to MILPAY Clerk for action.
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Dependency Data Overview

This activity is used to record changes to an Officer or Enlisted person’s dependency information, parent information, emergency data, designated beneficiary information, and required remarks.  The system is designed so that the user can go directly to the section that needs to be revised without going through all of the dependency data information.  The dependency data process is designed to support active and inactive Navy personnel.  It also contains a feature to determine if changes made by the user impact the member’s Basic Allowances for Housing XE "Housing"  and provides the capability to produce the appropriate pay transaction.  

Dependency Data reports the following information as appropriate to NPC, COMNAVRESFOR, EPMAC, or DFAS:


Dependents on station


Number of dependents


Primary and secondary dependent codes 


Dependents co-located with the member 


Command sponsored dependents at overseas activities 


Military spouse information 


Basic Allowances for Quarters

Related Processes

Basic Allowance for Quarters

Navigation

User navigates by selecting the following:

Select “Go.”

Select “Dependency Data.”

Select “Use.”

Select “Dependency Application/DOS.”

Select “Summary” to initially report Dependency information or to modify more than one section.

Select from the following list to modify only one section:

“Spouse XE "Spouse" ”

“Parents”

“Child and/or Dependent”

“Emergency Data XE "Emergency Data" ”

“Beneficiary XE "Beneficiary" ”

“Remarks XE "Remarks" ” 

Panels

The following panels are required to process Dependency Data:

Dependency Data Summary

Dependency Data Setup Dependent Housing XE "Housing"  Allowance

Entitlements Setup Housing XE "Housing"  Codes

Dependency Data Spouse XE "Spouse" 
Dependency Data Setup Spouse XE "Spouse" /Military Spouse XE "Military Spouse"  Description

Dependency Data Setup Spouse XE "Spouse" /Military Spouse XE "Military Spouse"  Address

Dependency Data Setup Spouse XE "Spouse" /Military Spouse XE "Military Spouse"  Next of Kin XE "Next of Kin" 
Dependency Data Parents

Dependency Data Setup Parents

Dependency Data Child And/Or Dependent

Dependency Data Setup Dependent/Beneficiary XE "Beneficiary"  Contact Description

Dependency Data Setup Dependent/Beneficiary XE "Beneficiary"  Contact Address

Dependency Data Emergency Data XE "Emergency Data" 
Dependency Data Beneficiary XE "Beneficiary" (s)

Dependency Data Remarks XE "Remarks" 
Dependency Data Setup Remarks XE "Remarks"  Clauses

Dependency Data Summary Panel
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Field Descriptions/Required Actions

SSN:  Pre-filled based on the SSN or Name initially entered for this transaction.

Name: Pre-filled based on the SSN or Name initially entered for this transaction.

Rank/Rate: Pre-filled based on the SSN or Name initially entered for this transaction.

Current DSC: (Duty Status Code) This field reflects a three-position, numeric, system-generated code that identifies the current status of the member in terms of physical presence or absence.  It is pre-filled based on the SSN or Name initially entered for this transaction.  This code is updated automatically by the system as transactions that report the member’s status are processed.  A list of Duty Status Codes occurs later in this document.

Effective Date: This is the date the member’s dependency status or military spouse information changes.  This field can be updated/changed on the Summary Panel by the user and is reflected on all of the other panels associated with dependency data. The effective date should reflect one of the following events:

· Date of member’s marriage

· Date a child is born

· Date a child is adopted or Ward is court-approved

· Day after the date of a final divorce

· Date parent’s dependency began

· Date following the date parent’s dependency ended

· Date following the date a dependent died

· Date following the date a dependent child married

· Date a child became 21 years old

· Day after the date spouse was released from active military service

Dependency Application: This is the title of the section for indicating the number of the member's dependents.

Total Number of Dependents: This field identifies the total number of dependents the service member has claimed.  The number reflected is calculated by NSIPS by counting the individuals identified as “Dependent” throughout all sections of the Dependency data.  This is a display-only field that is automatically maintained by the system.

Initial: A display-only field, that when marked, identifies the Dependency Data Application you prepared as an initial application for dependency determination.  NSIPS uses stored information to compare against the information you have entered to determine if this is an initial application.

Change: A display-only field, that when marked, identifies that the Dependency Data Application you are preparing is a change application for dependency determination.  NSIPS uses stored information to compare against the information you have entered to determine if this is an initial application.

N 1070/602: A push button that appears once the panel is saved.  It will print out NAVPERS Form 1070/602.

Process BAQ XE "BAQ" : This field applies only to personnel on Active Duty.  This is a push button field that pulls up a panel allowing the user to send a transaction that impacts Basic Allowance for Quarters entitlements.  When the user saves the changes made to the Dependency data, NSIPS compares previous dependency data against dependency data that you have entered to determine how the member’s entitlement to BAQ should be changed.  If the member’s allowances need to be changed, click on this button and the program will go to the Dependency Data – Setup – Dependent Housing XE "Housing"  Allowance panel.

Primary Dependency Code: A display-only field that identifies the type and number of primary dependents the member has on file.  Primary dependents include the spouse and children listed as dependents.  NSIPS establishes the code by taking the member’s marital status and evaluating the spouse information, if any, and then evaluating the number of dependent children.  The code and the definition of the code are then displayed on the panel.  This information is changed when the status of the member’s primary dependents is changed.

Secondary Dependency Code: A display-only field that identifies the type and number of secondary dependents the member has on file.  Secondary dependents include the member’s dependent parents, father-in-law, mother-in-law, and Loco Parentis XE "Loco Parentis" .  NSIPS establishes the code by identifying dependent parents and dependents with a relationship of father-in-law, mother-in-law, and/or Loco Parentis and then calculating the number and type and applying results against an internal valid value table.  The code and the definition of the code are then displayed on the panel.  This information is changed when the status of the member’s secondary dependents is changed.

Last Verification Date: This field indicates when the member last verified his/her dependency application information.  The user updates this field after the member verifies his/her dependency application and has signed it, indicating that all the information reflected is accurate.

BAH Information: This is the title of the section for the member's BAH information.

Dependent Type: Code that indicates the type of dependent.

Youngest Child DOB: The date of birth of the member's youngest child.

Type Code: The type of BAH authorized, depending on marital status and Government quarters availability.

Start Date: The start date of the BAH status.

Religion XE "Religion" : The member's religion.

Dependents on Station: This is the title of the section for entering dependency station data.

Co-Location XE "Co-Location"  Arrival Date: This field reflects the date the dependent co-located with the member.  Entry is required in this field when the user has indicated that dependents are co-located with the member.

Family Co-Location XE "Co-Location"  Identifier: A display-only field that represents the type of dependents residing with the member.  NSIPS establishes the code by identifying the dependents, applying the type and number. The code and the definition of the code are then displayed on the panel.  This information is changed when the number and location status of the member’s dependents is changed.

Number Co-Located: A display-only field that reflects the total number of dependents who reside with the member at the current duty station and at the same local address.  The number is changed when the dependent residing with the member's information is changed.

Number Command Sponsored XE "Command Sponsored" : A display-only field that reflects the total number of command-sponsored dependents that reside overseas at the current duty station and at the same local address. This field applies to members assigned to an overseas activity in a Sea Shore Code XE "Sea Shore Code"  of 3, 4, 6, or 7.

Dependency Data Setup Dependent Housing XE "Housing"  Allowance Panel
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Field Descriptions/Required Actions

SSN:  Pre-filled based on the SSN or Name initially entered for this transaction.

Name: Pre-filled based on the SSN or Name initially entered for this transaction.

Rank/Rate: Pre-filled based on the SSN or Name initially entered for this transaction.

Current DSC: (Duty Status Code) This field reflects a three-position, numeric, system-generated code that identifies the current status of the member in terms of physical presence or absence.  It is pre-filled based on the SSN or Name initially entered for this transaction.  This code is updated automatically by the system as transactions that report the member’s status are processed.  A list of Duty Status Codes occurs later in this document.

Appr Inst: (Approval Instance) This field is used for Workflow.  It is pre-filled with a number and will not be changed by the user.

Appr Status:  (Approval Status) This field is used for Workflow.  It is pre-filled with “Pending” and will never be changed by the user.  This field is changed by the NSIPS application when Workflow processing has occurred.

Appr Action: (Approval Action) This field is used for Workflow.  There are four actions that can occur in this field.

1.
It is always pre-filled with the action “Approved.”  When the status is set to “Approved” and the panel is saved, the information is sent to the clerk’s supervisor or the next person in the review process.  

2.
If the clerk does not want to send this transaction to the supervisor through Workflow (i.e., it is an incomplete transaction and needs more information), the Approval Action field can be set to “Incomplete” by selecting this from the drop-down arrow.  When the panel is saved, the transaction will NOT be sent to Workflow.  It will go to the "Pending" file.  The clerk can access the transaction by selecting "Pending" from the "Use" menu.  The transaction will be sent to Workflow ONLY when the clerk completes the transaction, re-sets the Approval Action to "Approved," and saves the panel.

3.
The supervisor can return the transaction to the clerk (or the previous person in the Workflow process) for revision.  The supervisor sets the Approval Action to "Recycle."

4.
A supervisor can choose to delete the transaction by setting the Approval Action to “Deny.” 

Comments:  This field is required for the Workflow process.  It is represented on the panel by a button.  The button pops up a box that allows you to enter information pertaining to the transaction.  The text entered follows the transaction through the entire Workflow process.  Here a supervisor can send a message to the clerk if the transaction is being recycled for rework.

Allowance Type: This is a display-only field that lists the type of allowance transactions being processed by this panel.  The allowance type is determined by the system.   Changes made to the dependency data are compared against the allowances currently reflected on the member to determine what allowance type is needed.

Action: This is a display-only field that reflects the type of action being processed on the allowance type.  The system reviews the type of allowance currently reflected on the member and the new information to determine the impact on allowances.  

Effective Date: Pre-filled from the effective date of the dependency data changes.

Monthly Support: Pre-filled from information changed on the dependency data when the entitlement is based on monthly support provided for a dependent child who is not co-located with the member. 

Dependency Type: A display-only field that reflects the dependency type being reported on the transaction.  The field is updated when the user selects the “Modify Housing XE "Housing"  Codes” push button at the lower-right corner of the panel.

Housing XE "Housing"  Type: A display-only field that reflects the housing type being reported on the transaction.  The field is updated when the user selects the “Modify Housing Codes” push button at the lower-right corner of the panel.

Modify Housing XE "Housing"  Codes: A push button that allows the user to go to the Entitlements – Setup – Housing Codes panel to change the Dependency Type and/or the Housing Type being reported.

OK: Click the push button to indicate changes to the panel are complete.  The system returns to the Dependency Data Summary Panel.

Cancel: Click the push button to indicate changes to the panel are NOT to be applied.  The system returns to the Dependency Data Summary Panel.

Apply: Click the push button to indicate changes to the panel are complete.  The system returns to the Dependency Data Summary Panel.

Entitlements Setup Housing XE "Housing"  Codes Panel
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Field Descriptions/Required Actions

SSN:  Pre-filled based on the SSN or Name initially entered for this transaction.

Name: Pre-filled based on the SSN or Name initially entered for this transaction.

Rank/Rate: Pre-filled based on the SSN or Name initially entered for this transaction.

Current DSC: (Duty Status Code) This field reflects a three-position, numeric, system-generated code that identifies the current status of the member in terms of physical presence or absence.  It is pre-filled based on the SSN or Name initially entered for this transaction.  This code is updated automatically by the system as transactions that report the member’s status are processed.  A list of Duty Status Codes occurs later in this document.

Current: This is the column header that indicates the information below reflects current information in the system.

New: This is the column header that indicates the information below contains changes being made to the "Current" type field.  To update the information, select the drop-down arrow and double-click the appropriate code.

Dependency Type: Reflects the member’s current and new dependency information.

Housing XE "Housing"  Type: Reflects the member’s current and new housing information.

OK: Click the push button to indicate changes to the panel are complete.  The system returns to the Dependency Data Summary Panel.

Cancel: Click the push button to indicate changes to the panel are NOT to be applied.  The system returns to the Dependency Data Summary Panel.

Apply: Click the push button to indicate changes to the panel are complete.  The system returns to the Dependency Data Summary Panel.

Dependency Data Spouse XE "Spouse"  Panel

This panel displays information about the member's spouse.  The Modify/Add Spouse XE "Spouse"  push button activates additional panels where information about the spouse is entered.
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Field Descriptions/Required Actions

SSN:  Pre-filled based on the SSN or Name initially entered for this transaction.

Name: Pre-filled based on the SSN or Name initially entered for this transaction.

Rank/Rate: Pre-filled based on the SSN or Name initially entered for this transaction.

Current DSC: (Duty Status Code) This field reflects a three-position, numeric, system-generated code that identifies the current status of the member in terms of physical presence or absence.  It is pre-filled based on the SSN or Name initially entered for this transaction.  This code is updated automatically by the system as transactions that report the member’s status are processed.  A list of Duty Status Codes occurs later in this document.

Effective Date: This is the date the member’s dependency status or military spouse information changes.  This field can be updated/changed on the Summary Panel by the user and is reflected on all of the other panels associated with dependency data. 

Member Marital Status: This is the title of the section that includes the member’s current marital status, the date the marital status changed, and the place of marriage.

Currently: This field indicates the member’s current marital status.  Click the drop-down arrow for marital status values.

On:  This field reflects the date the current marital status took effect.  The user may type a date in the field in the MM/DD/YYYY format or by clicking the drop-down arrow to display a calendar.  Double-click the appropriate date.

Place of Marriage: This is the title of the section that includes the City, State, and Country where the member’s marriage took place.

City: (Place of Marriage) This field reflects the city where the member’s marriage took place.  The user types the information in the field and tabs to the next field.

State: (Place of Marriage) This field reflects the state where the member’s marriage took place.  If the marriage did not take place in the United States, the field is left blank.  The user may type the appropriate abbreviation for the state or click the drop-down arrow for a listing of state abbreviations.  Double-click the appropriate state.  The Country field is pre-filled with US.

Country: (Place of Marriage) This field reflects the Country where the member’s marriage took place.   When the user has selected a state, this field is pre-filled with US.   The user may type the country abbreviation for the country or click the down arrow for a listing of country abbreviations and double-click the appropriate country.

Previously Married: This check box indicates that the member was previously married.  When the box is selected, the Dissolved On, By, City, State, and Country are available for data entry.

Dissolved: This is the section title for the Dissolved On, By, City, State, and Country fields reflecting information about the member's previous marriage.  It is provided for information and clarification purposes.

On: (Dissolved) The date a member’s previous marriage was dissolved.  Enter the date in MM/DD/YYYY format or click the drop-down arrow and select a date from the calendar.  This field is available when Previously Married is selected.

By: (Dissolved) This code indicates how the member’s previous marriage was dissolved.  Enter the appropriate code or click the drop-down arrow for a listing of codes.  This field is available when Previously Married is selected.

City: (Dissolved) This field reflects the city where the member’s previous marriage was dissolved.  Enter the information in the field.

State: (Dissolved) This field reflects the state where the member’s previous marriage was dissolved.  If the marriage was dissolved outside of the United States, the field is left blank.  Enter the appropriate abbreviation for the state or click the drop-down arrow and select the appropriate state code.  When a state is selected, the Country field is pre-filled with US. 

Country: (Dissolved) This field reflects the Country where the member’s previous marriage was dissolved.  When a state is selected, the field is pre-filled with US.  For other countries, type the appropriate country code or click the drop-down arrow for a list of codes.

Spouse XE "Spouse" :  This is the title for the spouse information section.

ID/Name: A display-only field that reflects the spouse’s dependent ID number and name. To update the spouse's dependent ID number and name, select Modify/Add Spouse XE "Spouse"  button in the lower-right corner of the panel.  This displays the Dependency Data - Setup- Spouse/Military Spouse XE "Military Spouse"  panel.

Type: A display-only field that reflects the spouse’s dependency status.  To update, select Modify/Add Spouse XE "Spouse"  button at the lower-right corner of the panel.  This displays the Dependency Data – Setup – Spouse/Military Spouse XE "Military Spouse"  panel.

Co-Located with Member: A display-only field that reflects whether the spouse is co-located with the member at the current duty station and at the same local address.  To update, select Modify/Add Spouse XE "Spouse"  button at the lower-right corner of the panel.  This displays the Dependency Data – Setup – Spouse/Military Spouse XE "Military Spouse"  panel.

Command Sponsored XE "Command Sponsored" : A display-only field that reflects whether the spouse is a command sponsored dependent at an overseas activity and is co-located with the member at the same local address.  To update, select Modify/Add Spouse XE "Spouse"  button at the lower-right corner of the panel.  This displays the Dependency Data – Setup – Spouse/Military Spouse XE "Military Spouse"  panel.

Citizenship XE "Citizenship" : A display-only field that reflects the spouse’s citizenship.  To update, select Modify/Add Spouse XE "Spouse"  button at the lower-right corner of the panel.  This displays the Dependency Data – Setup – Spouse/Military Spouse XE "Military Spouse"  panel.

Military Spouse XE "Military Spouse" : A display-only field that reflects whether the member’s spouse is a military member. To update, select Modify/Add Spouse XE "Spouse"  button at the lower-right corner of the panel.  This displays the Dependency Data – Setup – Spouse/Military Spouse panel.

Previously Married: A display-only field that reflects whether the member’s spouse was previously married. To update, select Modify/Add Spouse XE "Spouse"  button at the lower-right corner of the panel.  This displays the Dependency Data – Setup – Spouse/Military Spouse XE "Military Spouse"  panel.

Last Update: A display-only field that reflects the last time the spouse’s information was updated.  The system updates this field each time the spouse's information is updated. 

Modify/Add Spouse XE "Spouse" : This push button is used to update the member’s spouse information or to add a spouse to the member’s dependency data.  This displays the Dependency Data - Setup - Spouse/Military Spouse XE "Military Spouse"  panel.

Dependency Data Setup Spouse XE "Spouse" /Military Spouse XE "Military Spouse"  Description Panel
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Field Descriptions/Required Actions

SSN:  Pre-filled based on the SSN or Name initially entered for this transaction.

Name: Pre-filled based on the SSN or Name initially entered for this transaction.

Rank/Rate: Pre-filled based on the SSN or Name initially entered for this transaction.

Current DSC: (Duty Status Code) This field reflects a three-position, numeric, system-generated code that identifies the current status of the member in terms of physical presence or absence.  It is pre-filled based on the SSN or Name initially entered for this transaction.  This code is updated automatically by the system as transactions that report the member’s status are processed.  A list of Duty Status Codes occurs later in this document.

Dependent/Beneficiary XE "Beneficiary" /ID: A display-only field that reflects the NSIPS dependent ID number.  This value will always be "01" for spouse.  

Name: This field reflects the spouse’s name.  The format for this field is last name,first name (space) middle initial (space) suffix.  For any item past suffix a space is added before the item. For example: "Smith,John William."

Delete Spouse XE "Spouse" : This check box enables the user to delete all of the spouse information in one step.  This box does not appear on the panel unless the member was married and the status was changed. To delete the spouse's information, click on this box, then click OK or APPLY at the bottom of the panel. 

Dependent: A check box that enables the user to indicate if the spouse is a dependent of the member.  Click the box to indicate the spouse as a dependent member.

SSN: This field reflects the spouse’s SSN.  This is not a required field.  For military spouses, the SSN must be entered.  The number can be entered with or without the dashes.  If entry is made without the dashes, the program will change the number to the proper format by entering the dashes.

Birthdate: This field reflects the spouse’s date of birth.  Enter the date in the MM/DD/YYYY format or click the drop-down arrow to display the calendar.  Double-click on the correct date.

Sex XE "Sex" : Pre-filled with the sex of the spouse. 

Relationship: Pre-filled reflecting the relationship of the spouse.

Citizenship XE "Citizenship" :  This is the title of the section used to indicate the spouse’s citizenship.

US: (Citizenship XE "Citizenship" ) A radio button indicating the spouse is a natural born citizen of the United States. 

US by Naturalization XE "Naturalization" : A radio button indicating the spouse is a naturalized citizen of the United States. 

Not US: A radio button indicating the spouse is NOT a United States citizen.  The Country field must be completed.

Country: This field reflects the country where the spouse is a citizen.  It is used when Not US radio button is selected.  Enter the proper country code or click the drop-down arrow for a listing of country codes.  Double-click the appropriate code.

Military Spouse XE "Military Spouse" : A check box used to indicate if the spouse is a member of the military.  Once selected, the Branch of Service, Classification, Duty Affiliation, and Service Component fields become required fields. 

Branch of Service: This field reflects the spouse's branch of service if the spouse is military.  Enter the appropriate Branch of Service or click the drop-down arrow for a listing of codes.  Double-click the appropriate code.  This field is available when the Military Spouse XE "Military Spouse"  check box is activated.

Classification: This field reflects the spouse's military classification.  Enter the classification or click the drop-down arrow for a listing of the classification codes.  Double-click the appropriate code. This field is available when the Military Spouse XE "Military Spouse"  check box is activated.

Duty Affiliation: This field reflects the spouse's duty affiliation.  Enter the appropriate duty affiliation or click the drop-down arrow for a listing of codes.  Double-click the appropriate code. This field is available when the Military Spouse XE "Military Spouse"  check box is activated.

Service Component: This field reflects the spouse's service component.  Enter the service component or click the drop-down arrow for a listing of codes.  Double-click the appropriate code. This field is available when the Military Spouse XE "Military Spouse"  check box is activated.

Previously Married: A check box indicating the spouse was previously married.  The Dissolved On, By, City, State, and Country fields become required fields. 

Dissolved: This is the section title for the Dissolved On, By, City, State, and Country fields.  It is provided for information and clarification purposes.

On: The date a spouse’s previous marriage was dissolved.  Enter the date in the MM/DD/YYYY format or click the drop-down arrow for the calendar.  Double-click on the appropriate date.  This field is displayed when the Previously Married check box is activated.

By: The code that indicates how the spouse’s previous marriage was dissolved.  Enter the value or click the drop-down arrow for a listing of codes.  This field is displayed when the Previously Married check box is activated.

City: This field reflects the city where the spouse’s previous marriage was dissolved.  Enter the city information.

State: This field reflects the state where the spouse’s previous marriage was dissolved.  Enter the state abbreviation or click the drop-down arrow for a list.  Double-click the appropriate state code.   When the user selects a state, the country is pre-filled with US.

Country: This field reflects the country where the spouse’s previous marriage was dissolved.  Click the drop-down arrow for a listing of country codes.  Double-click on the appropriate code.  When the user has selected a state, this field is pre-filled with US. 

OK: Click the push button to indicate changes to the panel are complete.  The system returns to the Dependency Data Spouse XE "Spouse"  Panel.

Cancel: Click the push button to indicate changes to the panel are NOT to be applied.  The system returns to the Dependency Data Spouse XE "Spouse"  Panel.

Apply: Click the push button to indicate changes to the panel are complete.  The system returns to the Dependency Data Spouse XE "Spouse"  Panel.

Dependency Data Setup Spouse XE "Spouse" /Military Spouse XE "Military Spouse"  Address Panel
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Field Descriptions/Required Actions

SSN:  Pre-filled based on the SSN or Name initially entered for this transaction.

Name: Pre-filled based on the SSN or Name initially entered for this transaction.

Rank/Rate: Pre-filled based on the SSN or Name initially entered for this transaction.

Current DSC: (Duty Status Code) This field reflects a three-position, numeric, system-generated code that identifies the current status of the member in terms of physical presence or absence.  It is pre-filled based on the SSN or Name initially entered for this transaction.  This code is updated automatically by the system as transactions that report the member’s status are processed.  A list of Duty Status Codes occurs later in this document.

Dependent/Beneficiary XE "Beneficiary" /ID: A display-only field that reflects the NSIPS dependent ID number.  It will be "01" for spouse.  

Name: A display-only field that reflects the spouse’s name. 

Home Address: This is the title of the section used to indicate the spouse's location status and address information.

Co-Located with Member: Click the check box indicating the spouse is co-located with the member at the current duty station and has the same local address. The address contained in the member’s Personnel Maintenance, Address and Phone XE "Phone"  Panel, if any, will fill in the spouse address fields.  If member has no address on file, you must go to the Personnel Maintenance, Address and Phone panel and input the member’s address information and save it.  Then return to this panel and check the Co-Located with Member box.  You may verify the member’s current information by clicking on the Inquire push button and selecting Address and Phone. 

Command Sponsored XE "Command Sponsored" : Click the check box indicating the co-located spouse is command sponsored at the current overseas duty station.  This check box is available only if the member is assigned to an overseas activity and the spouse is co-located.

Address 1: Enter the street address for the member's spouse.  Address 1 must be used before Address 2 is used. 

Address 2: Used if more than one line is needed to record the street address of the member’s spouse. 

Address 3: Used if more than two lines are needed to record the street address of the member's spouse.

City: Enter the city where the member’s spouse resides.  The city is a required part of the address and can not be left blank. 

County: Enter the county where the member’s spouse resides. If the county is not known, leave blank.

State: Enter the state abbreviation where the member’s spouse resides for those residing in the United States.  If the residence is in a foreign country, this field is left blank.   Click the drop-down arrow for a list of state abbreviations.  Double-click on appropriate code.  When the user selects a state, the country is pre-filled with US.

Zip: Enter the zip code of the spouse’s address.  The zip code is a required part of the address and can not be left blank. The format for this field is five numeric characters followed by a dash and then four numeric characters.  If only the first five digits are known, enter just those five.

Country: Enter the country where the member’s spouse resides.  When the user has selected a state, this field is pre-filled with US.  Enter the correct country code or click the drop-down arrow for a listing of country codes.  Double-click the appropriate country. 

OK: Click the push button to indicate changes to the panel are complete.  The system returns to the Dependency Data Spouse XE "Spouse"  Panel.

Cancel: Click the push button to indicate changes to the panel are NOT to be applied.  The system returns to the Dependency Data Spouse XE "Spouse"  Panel.

Apply: Click the push button to indicate changes to the panel are complete.  The system returns to the Dependency Data Spouse XE "Spouse"  Panel.

Dependency Data Setup Spouse XE "Spouse" /Military Spouse XE "Military Spouse"  Next of Kin XE "Next of Kin"  Panel
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Field Descriptions/Required Actions

SSN:  Pre-filled based on the SSN or Name initially entered for this transaction.

Name: Pre-filled based on the SSN or Name initially entered for this transaction.

Rank/Rate: Pre-filled based on the SSN or Name initially entered for this transaction.

Current DSC: (Duty Status Code) This field reflects a three-position, numeric, system-generated code that identifies the current status of the member in terms of physical presence or absence.  It is pre-filled based on the SSN or Name initially entered for this transaction.  This code is updated automatically by the system as transactions that report the member’s status are processed.  A list of Duty Status Codes occurs later in this document.

Dependent/Beneficiary XE "Beneficiary" /ID: A display-only field that reflects the NSIPS dependent ID number.  It is "01" for spouse.  

Name: A display-only field that reflects the spouse’s name. 

Emergency Contact (Not Husband, Wife, or Minor Child): This is the title of the section used to indicate the spouse’s next of kin, to be contacted in the case of an emergency.

Name: This field reflects the spouse’s next of kin name.  The format for this field is last name,first name (space) middle initial (space) suffix.  For any item past suffix a space is added before the item.

Relationship: This field reflects the relationship of the spouse's next of kin.  Enter the relationship information in the field or click the drop-down arrow to display a listing of relationship codes.  Double-click the appropriate code. 

Address 1: Enter the street address of the spouse's next of kin.   

Address 2: Used if more than one line is needed to record the street address of the spouse's next of kin. 

Address 3: Used if more than two lines are needed to record the street address of the spouse's next of kin.

City: Enter the city where the spouse's next of kin resides.  The city is a required field and can not be left blank.

County: Enter the county where the spouse's next of kin resides.  If county is not known, leave blank.

State: Enter the state abbreviation where the spouse's next of kin resides for those residing in the United States.  If the residence is a foreign country, leave blank.  Click the drop-down arrow for a list of state abbreviations.  Double-click on appropriate code.  When the user selects a state, the Country field is pre-filled with US. 

Zip: Enter the zip code for the spouse's next of kin's address.  The zip code is required; the field can not be left blank.  The format for this field is five numeric characters followed by a dash and then four numeric characters.  If only the first five digits are known, enter just those five.

Country: Enter the country where the spouse's next of kin resides.  Enter the correct country code or click the drop-down arrow for a listing of country codes.  Double-click the appropriate code.  When a state code was selected, this field is pre-filled with US.

OK: Click the push button to indicate changes to the panel are complete.  The system returns to the Dependency Data Spouse XE "Spouse"  Panel.

Cancel: Click the push button to indicate changes to the panel are NOT to be applied.  The system returns to the Dependency Data Spouse XE "Spouse"  Panel.

Apply: Click the push button to indicate changes to the panel are complete.  The system returns to the Dependency Data Spouse XE "Spouse"  Panel.

Dependency Data Parents Panel

This panel displays information about the member's parents.  The Modify/Add Father and Modify/Add Mother XE "Mother"  push buttons activate additional panels where information about the Father/Mother is entered.
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Field Descriptions/Required Actions

SSN:  Pre-filled based on the SSN or Name initially entered for this transaction.

Name: Pre-filled based on the SSN or Name initially entered for this transaction.

Rank/Rate: Pre-filled based on the SSN or Name initially entered for this transaction.

Current DSC: (Duty Status Code) This field reflects a three-position, numeric, system-generated code that identifies the current status of the member in terms of physical presence or absence.  It is pre-filled based on the SSN or Name initially entered for this transaction.  This code is updated automatically by the system as transactions that report the member’s status are processed.  A list of Duty Status Codes occurs later in this document.

Effective Date: This is the date the member’s dependency status or military spouse information changes.  This field can be updated/changed on the Summary Panel by the user and is reflected on all of the other panels associated with dependency data. 

Father: This is the title of the member’s father's information section.

Living: Click this radio button to indicate if member’s father is living.  The father’s description and address information is required. 

Deceased: Click this radio button to indicate if member’s father is deceased.  The father’s description information is required.

Unknown: Click this radio button to indicate that the member’s father is unknown.  The father’s description and address information is not updateable.

ID/Name: This field reflects the father’s Dependent ID number and name.  The name is updateable when the user selects the Modify/Add Father button, which will take the user to the Dependency Data – Setup – Parents panels. 

Type: This field reflects the father’s dependency status.  Selects the Modify/Add Father button to update this field.  It will take the user to the Dependency Data – Setup – Parents panels.

Co-Located with Member: Reflects whether the father is co-located with the member at the current duty station and at the same local address.  Select the Modify/Add Father button, which displays the Dependency Data – Setup – Parents panels to update the field.

Command Sponsored XE "Command Sponsored" : Reflects whether the father is a command-sponsored dependent at an overseas activity and is co-located with the member at the same local address.  Select the Modify/Add Father button, which displays the Dependency Data – Setup – Parents panels to update the field.

Last Update: This field reflects the last time the father’s information was updated.  The field is updated each time the father's information is updated. 

Modify/Add Father: A push button used to update the member’s father's information or when adding the father to the member’s dependency data.  Upon selecting this button, the Dependency Data – Setup – Parents panels are displayed.

Mother XE "Mother" : This is the title of the member’s mother's information section.

Living: Click this radio button to indicate if member’s mother is living.  The mother's description and address information is required. 

Deceased: Click this radio button to indicate if member’s mother is deceased.  The mother's description information is required.

Unknown: Click this radio button to indicate that the member’s mother is unknown.  The mother’s description and address information is not updateable.

ID/Name: This field reflects the mother's Dependent ID number and name.  The name is updateable when the user selects the Modify/Add Mother XE "Mother"  button, which will take the user to the Dependency Data – Setup – Parents panels. 

Type: This field reflects the mother's dependency status.  Select the Modify/Add Mother XE "Mother"  button to update this field.  It will take the user to the Dependency Data – Setup – Parents panels.

Co-Located with Member: Reflects whether the mother is co-located with the member at the current duty station and at the same local address.  Select the Modify/Add Mother XE "Mother"  button, which displays the Dependency Data – Setup – Parents panels, to update the field.

Command Sponsored XE "Command Sponsored" : Reflects whether the mother is a command-sponsored dependent at an overseas activity and is co-located with the member at the same local address.  Select the Modify/Add Mother XE "Mother"  button, which displays the Dependency Data – Setup – Parents panels, to update the field.

Last Update: This field reflects the last time the mother's information was updated.  The field is updated each time the mother's information is updated. 

Modify/Add Mother XE "Mother" : A push button used to update the member’s mother's information or when adding the mother to the member’s Dependency data.  Upon selecting this button, the Dependency Data – Setup – Parents panels is displayed.

Dependency Data Setup Parents Panel
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Field Descriptions/Required Actions

SSN:  Pre-filled based on the SSN or Name initially entered for this transaction.

Name: Pre-filled based on the SSN or Name initially entered for this transaction.

Rank/Rate: Pre-filled based on the SSN or Name initially entered for this transaction.

Current DSC: (Duty Status Code) This field reflects a three-position, numeric, system-generated code that identifies the current status of the member in terms of physical presence or absence.  It is pre-filled based on the SSN or Name initially entered for this transaction.  This code is updated automatically by the system as transactions that report the member’s status are processed.  A list of Duty Status Codes occurs later in this document.

Dependent/Beneficiary XE "Beneficiary"  ID: A display-only field that reflects the NSIPS dependent ID number.  It will be "02" for father, "03" for mother.

Name: This field reflects the parent's name.  The format for this field is last name,first name (space) middle initial (space) suffix.  For any item past suffix a space is added before the item.

Delete Parent: A check box that enables the user to delete all of the parent information in one step.  This box does not appear on the panel unless the member had a parent reflected and the status was changed to unknown.  Click in the box and then select OK or Apply to delete the parent. 

Relationship: A display-only field that reflects father or mother.  This field is displayed because the Dependency Data – Setup – Parents panels for the mother and father appear the same, and the relationship provides a means to determine which is being displayed.

Dependent: Check this box to indicate the parent is a dependent parent. 

Address 1: Enter the street address for the member's parent.  Address 1 must be used before Address 2 is used.

Address 2: Used if more than one line is needed to record the street address for the member's parent.

Address 3: Used if more than two lines are needed to record the street address for the member's parent. 

City: Enter the city where the member's parent resides.  The city is a required part of the address and can not be left blank.

County: Enter the county where the member's parent resides.  If the county is not known, leave blank.

State: Enter the state abbreviation where the member's parent resides for those residing in the United States.  If the residence is in a foreign country, this field is left blank.  Click the drop-down arrow for a list of state abbreviations.  Double-click the appropriate code.  When the user selects a state, the country is pre-filled with US.

Zip: Enter the zip code for the parent's address.  The zip code is a required part of the address and can not be left blank.  The format for this field is five numeric characters followed by a dash and then four numeric characters.  If only the first five digits are known, enter just those five.

Country: Enter the country where the member's parent resides.  When selecting a state, this field is pre-filled with US.  Enter the correct country code or click the drop-down arrow for a list of country codes.  Double-click the appropriate code.

OK: Click the push button to indicate changes to the panel are complete.  The information will be saved. The system returns to the Dependency Data Parents panel.

Cancel: Click the push button to indicate changes to the panel are NOT to be saved.  The system returns to the Dependency Data Parents panel.

Apply: Click the push button to indicate changes to the panel are to be applied, and you want to continue in the panel. 

Dependency Data Child And/Or Dependent Panel

This panel displays information about the member's children or other dependents.  To activate additional panels containing information about the child/dependent, click the right mouse button in the Dependent ID field.  From the displayed menu, select Modify/Add Dependent.
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Field Descriptions/Required Actions

SSN:  Pre-filled based on the SSN or Name initially entered for this transaction.

Name: Pre-filled based on the SSN or Name initially entered for this transaction.

Rank/Rate: Pre-filled based on the SSN or Name initially entered for this transaction.

Current DSC: (Duty Status Code) This field reflects a three-position, numeric, system-generated code that identifies the current status of the member in terms of physical presence or absence.  It is pre-filled based on the SSN or Name initially entered for this transaction.  This code is updated automatically by the system as transactions that report the member’s status are processed.  A list of Duty Status Codes occurs later in this document.

Effective Date: This is the date the member’s dependency status or military spouse information changes.  This field can be updated/changed on the Summary Panel and is reflected on all of the other panels associated with dependency data. 

Dependent ID: A field that reflects the NSIPS dependent ID number for children/dependents other that the spouse, father, or mother.  


To enter FIRST dependent - Click the right mouse button in the Dependent ID field.  Select Modify/Add Dependent from the pop-up box.  This selection displays the Dependency Data - Setup - Dependent/Contact panels where data about the dependent are entered.


To ADD an additional child/dependent - In order to add an additional child/dependent, you need to insert a new row of data.  Press <F7> or click on the insert row button on the Toolbar.  This will display a new row of fields.  When adding a new child/dependent, the system will assign the next available dependent ID to the child/dependent being added. Use the right mouse button to activate this box.  The system displays a pop-up menu where the choice of Modify/Add Dependent is selected.  This selection displays the Dependency Data – Setup – Dependent/Contact panels where data may be input.


To CHOOSE a dependent - Select an ID number by clicking the drop-down arrow and then double-clicking on the desired number in the drop-down box.  Once the ID number is displayed, <Tab> out of the field for the information to display the rest of the fields.  


To DISPLAY more than three dependents -The user may continue to add individuals, but only three will display on the panel at a time.  Any individuals beyond the third may be viewed by scrolling up or down using the scroll bar on the right side of the panel.  


To MODIFY a child/dependent - Use the right mouse button to activate this box.  The system displays a pop-up menu where the choice of Modify/Add Dependent is selected.  This selection displays the Dependency Data – Setup – Dependent/Contact panels where changes can be made.  


To DELETE one of the children/dependents - In order to delete a child/dependent, you need to delete the row of data.  Press <F8> or click on the delete row button on the Toolbar while the cursor is in this box.  This removes the individual from the panel, and that person is no longer part of the child/dependent section of the dependency data information.  The information is still on file and available through the drop-down box if the child/dependent needs to be added back to the dependency data.  The delete action on this panel will not affect information contained in the Beneficiary XE "Beneficiary"  Panel.

Relationship: A display-only field that reflects the relationship of the child/dependent being displayed to the member.

Last Update: A display-only field that reflects the date and time the information displayed was last updated. 

Type: A display-only field that reflects the individual’s dependency status.  To update select Modify/Add Dependent, which displays the Dependency Data – Setup – Dependent/Contact panels.

Co-Located with Member: This field reflects whether the child/dependent displayed is co-located with the member at the current duty station and at the same local address.  To update select Modify/Add Dependent, which displays the Dependency Data – Setup – Dependent/Contact panels.  The address contained in the member’s Personnel Maintenance, Address and Phone XE "Phone"  Panel, if any, will fill in the spouse address fields.  If member has no address on file, you must go to the Personnel Maintenance, Address and Phone panel and input the member’s address information and save it.  Then return to this panel and check the Co-Located with Member box.  You may verify the member’s current information by clicking on the Inquire push button and selecting Address and Phone.

Command Sponsored XE "Command Sponsored" : This field reflects whether the child/dependent is a command-sponsored dependent at an overseas activity and is co-located with the member at the same local address.  To update, select Modify/Add Dependent, which displays the Dependency Data – Setup – Dependent/Contact panels.

Dependency Data Setup Dependent/Beneficiary XE "Beneficiary"  Contact Description Panel
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Field descriptions/Required Actions

SSN:  Pre-filled based on the SSN or Name initially entered for this transaction.

Name: Pre-filled based on the SSN or Name initially entered for this transaction.

Rank/Rate: Pre-filled based on the SSN or Name initially entered for this transaction.

Current DSC: (Duty Status Code) This field reflects a three-position, numeric, system-generated code that identifies the current status of the member in terms of physical presence or absence.  It is pre-filled based on the SSN or Name initially entered for this transaction.  This code is updated automatically by the system as transactions that report the member’s status are processed.  A list of Duty Status Codes occurs later in this document.

Dependent/Beneficiary XE "Beneficiary"  ID: A display-only field that reflects the child/dependent’s dependent ID number.

Name: This field reflects the child/dependent’s name.  The format for this field is last name,first name (space) middle initial (space) suffix.  For any item past suffix a space is added before the item.

Relationship to Member: This is the title of the section that contains a series of radio buttons used to indicate the relationship of the child or dependent to the member.

Son: Indicates that the child/dependent listed is the son or step-son of the member.

Daughter: Indicates that the child/dependent listed is the daughter or step-daughter of the member.

Ward: Indicates that the child/dependent listed is a court-ordered ward of the member.

Father-In-Law: Indicates that the dependent listed is the father-in-law of the member.

Mother-In-Law: Indicates that the dependent listed is the mother-in-law of the member.

Loco Parentis XE "Loco Parentis" : Indicates that the dependent listed is a Loco Parentis of the member.

Brother: Indicates that the individual is a brother of the member.  Although displayed in this panel, selection is not allowed because a brother is not a valid dependent.

Sister: Indicates that the individual is a sister of the member.  Although displayed in this panel, selection is not allowed because a sister is not a valid dependent.

Other Relative: Indicates that the individual is a relative of the member and a description is not displayed.  Although displayed in this panel, selection is not allowed because other relative is not a valid value for a child or other dependent.

Friend: Indicates that the individual is a friend of the member.  Although displayed in this panel, selection is not allowed because a friend is not a valid dependent.

Neighbor: Indicates that the individual is a neighbor of the member.  Although displayed in this panel, selection is not allowed because a neighbor is not a valid dependent.

Other: Indicates that the individual’s relationship to the member is not described.  Although displayed in this panel, selection is not allowed because other is not a valid dependent.

Dependent: Click the check box to indicate that the child/dependent listed is a dependent of the member. 

Birthdate: Type the date of birth of the child or dependent listed.  The date is in MM/DD/YYYY format.

Child Support XE "Child Support" :  Click the check box to indicate that the member pays child support for a dependent.  This field is only applicable for dependents with a relationship of son, daughter, or ward that is not co-located with the member. 

Amount: This field reflects the amount of child support provided by the member in support of the dependent child listed.  The Child Support XE "Child Support"  check box must be selected before the user can enter information in this field.

Student XE "Student" : Click the check box to indicate the dependent child, aged 21 to 23, is a full-time student.

Handicapped XE "Handicapped" : Click the check box to indicate that the dependent child, age 21 or older, is handicapped.

Status Date: This field reflects the last date the student or handicapped status was updated.  It is only used when the Student XE "Student"  or Handicapped XE "Handicapped"  check box is selected.  

OK: Click the push button to indicate changes to the panel are complete.  The system returns to the Dependency Data Child And/Or Dependent panel. 

Cancel: Click the push button to indicate changes to the panel are NOT to be saved.  The system returns to the Dependency Data Child And/Or Dependent panel. 

Apply:  Click the push button to indicate changes to the panel are complete.  The system allows  you to remain on the current panel.  It does not take you to the Dependency Data Child And/Or Dependent panel. 

Dependency Data Setup Dependent/Beneficiary XE "Beneficiary"  Contact Address Panel
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Field Descriptions/Required Actions

SSN:  Pre-filled based on the SSN or Name initially entered for this transaction.

Name: Pre-filled based on the SSN or Name initially entered for this transaction.

Rank/Rate: Pre-filled based on the SSN or Name initially entered for this transaction.

Current DSC: (Duty Status Code) This field reflects a three-position, numeric, system-generated code that identifies the current status of the member in terms of physical presence or absence.  It is pre-filled based on the SSN or Name initially entered for this transaction.  This code is updated automatically by the system as transactions that report the member’s status are processed.  A list of Duty Status Codes occurs later in this document.

Dependent/Beneficiary XE "Beneficiary"  ID: A display-only field that reflects the child/dependent’s Dependent ID Number.

Name: A display-only field that reflects the child/dependent’s name.

Home Address: This is the title of the section used to indicate the child/dependent’s location status and address information.

Same Address as Member’s Spouse XE "Spouse" : Click the check box to indicate the child/dependent resides at the same address as the member’s spouse.  When the box is selected, the address information is filled with the spouse’s address information. 

Co-Located with Member: Click the check box to indicate the child/dependent is co-located with the member at the current duty station at the same local address. The address contained in the member’s Personnel Maintenance, Address and Phone XE "Phone"  Panel, if any, will fill in the spouse address fields.  If member has no address on file, you must go to the Personnel Maintenance, Address and Phone panel and input the member’s address information and save it.  Then return to this panel and check the Co-Located with Member box.  You may verify the member’s current information by clicking on the Inquire push button and selecting Address and Phone.

Command Sponsored XE "Command Sponsored" : Click the check box indicating the co-location of the child/dependent with the member is command sponsored for the current overseas duty station.  This check box is only available if the member is assigned to an overseas activity and the member is co-located with the child/dependent.

Address 1: Enter the street address for the member's child/dependent.  Address 1 must be used before Address 2 is used.

Address 2: Used if more than one line is needed to record the street address of the member's child/dependent.

Address 3: Used if more than two lines are needed to record the street address of the member's child/dependent.

City: Enter the city where the member's child/dependent resides.  The city is a required part of the address and can not be left blank.

County: Enter the county where the member's child/dependent resides.  If the county is not known, leave blank.

State: Enter the state abbreviation where the member's child/dependent resides for those residing in the United States.  If the residence is in a foreign country, this field is left blank.  Click the drop-down arrow for a list of state abbreviations.  Double-click on appropriate code.  When the user selects a state, the country is pre-filled with US.

Zip: Enter the zip code of the member's child/dependent address.  The zip code is a required field and can not be left blank. The format for this field is five numeric characters followed by a dash and then four numeric characters.  If only the first five digits are known, enter just those five.

Country: Enter the country where the member's child/dependent resides.  When an abbreviation is entered in the state field, this field is pre-filled with US.  Enter the correct country code or click the drop-down arrow for a listing of country codes.  Double-click the appropriate code.

Custodian/Legal Guardian Name: This field is used to indicate the custodian or legal guardian of a dependent son/daughter/ward if the child does not reside with the member or the member’s spouse.  The format for this field is last name,first name (space) middle initial (space) suffix.  For any item past suffix a space is added before the item.

OK: Click the push button to indicate changes to the panel are complete.  The system returns to the Dependency Data Child And/Or Dependent panel.

Cancel: Click the push button to indicate changes to the panel are NOT to be applied.  The system returns to the Dependency Data Child And/Or Dependent panel.

Apply: Click the push button to indicate changes to the panel are to be applied, and you want to continue in the panel. 

Dependency Data Emergency Data XE "Emergency Data"  Panel

This panel displays information about the member's emergency contact.  Additional panels, containing information about emergency contacts, are displayed by clicking the drop-down arrow and selecting the individual.  Adding additional contacts is activated by a right mouse click in the Contact ID field.  From the displayed menu, select Modify/Add Emergency Contact.
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Field Descriptions/Required Actions

SSN:  Pre-filled based on the SSN or Name initially entered for this transaction.

Name: Pre-filled based on the SSN or Name initially entered for this transaction.

Rank/Rate: Pre-filled based on the SSN or Name initially entered for this transaction.

Current DSC: (Duty Status Code) This field reflects a three-position, numeric, system-generated code that identifies the current status of the member in terms of physical presence or absence.  It is pre-filled based on the SSN or Name initially entered for this transaction.  This code is updated automatically by the system as transactions that report the member’s status are processed.  A list of Duty Status Codes occurs later in this document.

Effective Date: This is the date the member’s dependency status or Military Spouse XE "Military Spouse"  Information changes.  Update this field on the Summary Panel.  The updated date will be reflected on all of the other panels associated with dependency data. 

Other Person to be Notified of Personal Casualty XE "Casualty" : This is the title of the section indicating the contact person for the member in case of casualty.

Contact ID: This field reflects the NSIPS contact ID number for the individual designated as the point of contact in case of the member's personal casualty. Only one individual can be identified in this section.  

To Choose a Contact Individual – Click the drop-down arrow to display a listing of all ID numbers from those individuals previously entered in the member’s dependency data.  Double-click on the desired individual.  Once the ID number is displayed, <Tab> out of the field to display other data entry fields.

To Add a New Individual - Click the check box using the right mouse button. This displays the pop-up menu.  Select Modify/Add Contact.  The Dependency Data-Setup-Dependent/Benficiary Contact panel is displayed.  Enter the new contact ID number. 

To Modify an Individual - Click the check box using the right mouse button. This displays the pop-up menu.  Select Modify/Add Contact.  The Dependency Data-Setup-Dependent/Beneficiary XE "Beneficiary"  Contact panel is displayed.  Make the required modifications.  

To Change the Contact Individual - One of two methods is available.

1.
When the contact individual you want to change is displayed, click the check box using the right mouse button.  The pop-up menu is displayed.  Select Modify/Add Contact.  Now, you can change the information on the contact person. 

2.
Press <F8> or the delete row button from the Toolbar. This will delete the information from the panel, and new information can be entered.  Follow the procedures in step 1, to add a new individual.  This method does NOT remove the information from the system; these data are still associated with the assigned ID number.  This method allows you to change the contact and still keep the original in the member's record.
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Relationship: This is a display-only field that reflects the relationship of the individual reflected as the other person to be notified of personal casualty.  The relationship can be changed by selecting the Modify/Add Contact as described under Contact ID.

Last Update: A display-only field that reflects the date and time the information displayed was last updated. 

Life Insurance: This button brings up a panel to display or enter information applicable to a life insurance policy of the member.
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Will: This button brings up a panel to display or enter information applicable to the member’s will.
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Other Valuable Papers: This button brings up a panel to display or enter information applicable to other valuable papers of the member.
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Dependency Data Beneficiary XE "Beneficiary" (s) Panel

This panel displays information about the member's designated beneficiaries.  Additional panels, containing information about the beneficiaries, are displayed by clicking the drop-down arrow and selecting the individual.  Adding additional contacts is activated by a right mouse click in the Beneficiary XE "Beneficiary"  ID field.  From the displayed menu, Modify/Add Beneficiary is selected.
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Field Descriptions/Required Actions

SSN:  Pre-filled based on the SSN or Name initially entered for this transaction.

Name: Pre-filled based on the SSN or Name initially entered for this transaction.

Rank/Rate: Pre-filled based on the SSN or Name initially entered for this transaction.

Current DSC: (Duty Status Code) This field reflects a three-position, numeric, system-generated code that identifies the current status of the member in terms of physical presence or absence.  It is pre-filled based on the SSN or Name initially entered for this transaction.  This code is updated automatically by the system as transactions that report the member’s status are processed.  A list of Duty Status Codes occurs later in this document.

Effective Date: This is the date the member’s dependency status or military spouse information changes.  Update this field on the Summary Panel.  The updated date will be reflected on all of the other panels associated with dependency data. 

SGLI XE "SGLI" : This is the title for the section that reflects SGLI designation on file and the date of the designation.

Is Beneficiary XE "Beneficiary"  Designation on File?: Click this check box to indicate the SGLI XE "SGLI"  designation is signed and on file in the member’s service record. 

Designation Date: This field indicates the date of the SGLI XE "SGLI"  designation that is on file.  Enter the date in MM/DD/YYYY format or click the drop-down arrow to display the calendar.  Double-click the appropriate date.  This field is available when the Is Beneficiary XE "Beneficiary"  Designation on File check box is selected. 

Other Designation Percentages: This is the title of the section used to reflect the designation percentages to receive unpaid pay and allowances, an allotment if the member is in a missing XE "missing"  status, and/or gratuity pay if no spouse or child survives the member.

Beneficiary XE "Beneficiary"  ID: This field reflects the NSIPS ID number of the beneficiary being displayed.  

To Choose a Individual – Click the drop-down arrow to display a listing of all ID numbers from those individuals previously entered in the member’s dependency data.  Double-click on the desired individual.  Once the ID number is displayed, <Tab> out of the field to display other data entry fields.

To Add a New Individual - Click the field using the right mouse button. This displays the pop-up menu.  Select Modify/Add Beneficiary XE "Beneficiary" .  The Dependency Data-Setup-Dependent/Beneficiary/Contact panels are displayed.  Enter the new contact ID number. 

To Add an Additional Individual - With the cursor in the Beneficiary XE "Beneficiary"  ID field, press the <F7> key or click the insert row button on the Toolbar.  This displays a new row of fields.  To add the new individual, click the check box using the right mouse button.  This displays the pop-up menu.  Select Modify/Add Beneficiary.  The Dependency Data-Setup-Dependent/Beneficiary/Contact panels are displayed.  Enter the new contact ID number.  

To Display More Than Two Individuals - The user may continue to add individuals, but only two will display on the panel at a time.  Any individuals beyond the second one may be viewed by scrolling up or down using the scroll bar on the right side of the panel.  

To Modify an Individual - Click the field using the right mouse button.  This displays the pop-up menu.  Select Modify/Add Beneficiary XE "Beneficiary" .  The Dependency Data-Setup-Dependent/Beneficiary/Contact panels are displayed.  Enter the valid information on this individual.

To Delete an Individual - While in the field, press <F8> or click the delete row button on the Toolbar.  This will remove the individual as a beneficiary, but will not delete the individual’s information from the system. 

Relationship: A display-only field that reflects the relationship of the individual to the member.

Type: A display-only field that reflects the individual’s dependency status.

Last Update: A display-only field that reflects the date the individual’s information was last updated.

Unpaid Pay/Allow: This field reflects the percentage of unpaid pay and allowances the listed individual is to receive.  

Allotment If Missing: This field reflects the percentage of the member’s pay the listed individual is to receive in the case the member is declared Missing in Action.

Gratuity XE "Gratuity"  Pay: This field reflects the percentage of gratuity pay the listed individual is to receive when there is no spouse or child surviving the member.

Total Percentage: This field reflects a total count of the percentage designated for unpaid pay and allowances, allotment if missing XE "missing" , and gratuity pay.  This is used to track the totals.  Remember, all listed beneficiaries receiving payments may not be displayed at the same time.  The scroll bar allows you to view all beneficiaries. 

Number of Beneficiaries: This field reflects a total count of individuals the member has designated as beneficiaries for unpaid pay and allowances, allotment if missing XE "missing" , or gratuity pay. This is used to track the totals.  Remember, all listed beneficiaries receiving payments may not be displayed at the same time.  The scroll bar allows you to view all beneficiaries. 

Dependency Data Remarks XE "Remarks"  Panel
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Field Descriptions/Required Actions

SSN:  Pre-filled based on the SSN or Name initially entered for this transaction.

Name: Pre-filled based on the SSN or Name initially entered for this transaction.

Rank/Rate: Pre-filled based on the SSN or Name initially entered for this transaction.

Current DSC: (Duty Status Code) This field reflects a three-position, numeric, system-generated code that identifies the current status of the member in terms of physical presence or absence.  It is pre-filled based on the SSN or Name initially entered for this transaction.  This code is updated automatically by the system as transactions that report the member’s status are processed.  A list of Duty Status Codes occurs later in this document.

Effective Date: This is the date the member’s dependency data spouse information changes.  This field can be updated/changed on the Summary Panel by the user and is reflected on all of the other panels associated with dependency data. 

Select a Clause XE "Clause" : A drop-down box that allows the user to select a prepared remark clause.  There are several actions available on this field.

23. Click the drop-down arrow to obtain a list of prepared remarks from which to select.  Double-click the appropriate selection.

24. To select an additional clause, press the <F7> key or click the insert row button from the Toolbar.  This adds an additional row, and additional clauses can be selected.  

25. To enter a remark not covered by the prepared clauses, <Tab> out of the field, leaving it blank.  Type an appropriate description in the Description field or leave it blank and <Tab> to the Comments field.  The user may then type any comment or remark desired in these fields.

26. To view the selected clauses, scroll up or down using the scroll bar on the right side of the panel.  

27. To delete a selected clause, press <F8> key or click on the delete row button from the Toolbar.  Be sure the clause to be deleted is displayed. 

Sequence Number: A display-only field that reflects the sequence number of the clauses selected.  To display each clause selected, scroll up or down using the scroll bar on the right side of the panel.

Description: This field contains a short description of the clause selected.  You can enter text into this field if additional clauses are needed that are not covered by the prepared remarks.

Comments: This field contains the standardized clause selected or you can enter text into this field.  You may also edit any clause to change the information reflected to meet the specific requirements of the Dependency Data Application being prepared.  You can enter comments into this field to clarify information contained elsewhere or to meet specific requirements.

Dependency Data – Setup – Remarks XE "Remarks"  Clauses Panel
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Field Descriptions/Required Actions 

Sequence Number: A field that reflects the sequence number of the clauses that the user has selected to update or add.  

Description: This field contains a short description of the clause selected for updating or a description of the clause being added.

Comments: This field contains a standardized clause for the user to select.  The comments can also be entered in free form, and the user is allowed to edit any clause to enter or change the information reflected to meet the specific requirements of the Dependency data Application being prepared.  

MILPERS Clerk Procedure(s)

28. Review the current Dependency Application/Record of Emergency Data XE "Emergency Data" , Service Record Page Two, with the member to determine accuracy and/or changes necessary.

29. Review supporting documentation provided by the member to determine required changes necessary and obtain any additional information needed to complete the changes required.

30. Use NSIPS to make the necessary changes to the Dependency data panels.  

31. Print a new Dependency Application, obtain the appropriate signatures, and distribute copies.

32. Save the information.  If NSIPS detects a change that impacts Basic Housing XE "Housing"  Allowances, a message appears to give the clerk the option of processing the associated transactions.

33. Select the Process BAQ XE "BAQ"  option, and the transaction information is completed.

34. Select the appropriate approval action and save the information.

To modify Dependency Data Clause XE "Clause"  Remarks XE "Remarks"  after they have been saved:

35. From the Menu bar, select "Go" and "Dependency Data."
36. From the Menu bar, select "Setup,"  "Remarks XE "Remarks"  Clauses," and "Update/Display."

37. Click OK to see all the Clauses or type 6 in the Sequence field to view the first one that needs to be changed.

38. Beginning with Clause XE "Clause"  6, open each clause individually to modify the remarks.

39. Once you have modified the Remarks XE "Remarks"  for the selected Clause XE "Clause" , click on the Save icon on the Toolbar and click the Red X.

40. Repeat this process for each Clause XE "Clause"  until all modifications have been made.

MILPERS Supervisor Procedure(s)

41. The MILPERS Supervisor is involved in the process only when a pay transaction has been prepared by the MILPERS Clerk and forwarded for review in Workflow.

42. In the Approval Action field, enter one of the following:

· "Approve" to forward the transaction to MILPAY Clerk.

· "Deny" to cancel the document completely.

· "Recycle" to return to MILPERS Clerk for action.

MILPAY Clerk Procedure(s)

43. The MILPAY Clerk selects the transaction from the worklist for review.

44. The transaction is reviewed for accuracy and the entitlement changes. 

45. In the Approval Action field, enter one of the following:

· "Approve" to forward the transaction to MILPAY Supervisor

· "Deny" to cancel the document completely.

· "Recycle" to return to MILPERS Supervisor for action.

MILPAY Supervisor Procedure(s)

46. Review all documents for accuracy

47. In the Approval Action field, enter one of the following:

· "Approve" to transmit the transaction

· "Deny" to cancel the document completely.

· "Recycle" to return to MILPAY Clerk for action.

Forms (Manual and Automated)

Dependency Application/Record of Emergency Data XE "Emergency Data"  – NAVPERS 1070/602

MILPERS Form(s) Distribution

For reporting an "Initial" or "Change" transaction:

48. The Dependency Application, Part I, original and two copies with supporting documents attached to copy one, is forwarded to the Military Pay Section as required.

49. The Record of Emergency Data XE "Emergency Data" , Part II, original, is forwarded to the Navy Personnel Command (PERS 313).  File the copy in the member's service record.  Remove and destroy the old Record of Emergency Data.

For reporting only updates to the Record of Emergency Data XE "Emergency Data" :

50. The Record of Emergency Data XE "Emergency Data" , Part II, original, is forwarded to the Navy Personnel Command (PERS 313).  File the copy in the member's service record.  Remove and destroy the old Record of Emergency Data.

MILPAY Form(s) Distribution

51. The Dependency Application/Record of Emergency Data XE "Emergency Data" , Part I, copies 1 and 2, with dependency documentation are forwarded to DFAS Code FMASC for dependency determinations for parents, parent-in-law, loco-parentis, and ward.  Dependency determinations for incapacitated children over the age of 21 are forwarded to NPC Code 312D.

52. The Dependency Application/Record of Emergency Data XE "Emergency Data" , Part I, copy 3, is filed with supporting documentation with the Retain Transmittal Log.

53. For dependency determinations other than those in one above, the Military Pay Supervisor makes the determination based on the documentation provided and files Part I, copy 1 locally.  Copy 2 can be destroyed or used internally.

References

· MILPERSMAN 1070-200

· MILPERSMAN 1070-270

· MILPERSMAN 1770-010

· MILPERSMAN 1770-030

· DODFMR Volume 7A, Chapter 26

· DODFMR Volume 7A, Chapter 34

· DODFMR Volume 7A, Chapter 36

· DFAS PTG Part 3, Chapter 2

· BUPERSINST 1750.10 series

DIRECT DEPOSIT

Direct Deposit XE "Direct Deposit"  Contents

Direct Deposit XE "Direct Deposit"  Overview

Related Processes

Navigation

Panels 

MILPERS Clerk Procedure(s)

MILPERS Supervisor Procedure(s)

MILPAY Clerk Procedure(s)

MILPAY Supervisor Procedure(s)

References

Direct Deposit XE "Direct Deposit"  Overview

Direct Deposit XE "Direct Deposit"  provides the ability to start, stop, change, or waive Direct Deposits; the ability to submit a, start, stop, change, cancel, or release pay for the Split Pay XE "Split Pay"  Option for participating enlisted and officer members; and the ability to create a Mid-month or End of month Payroll Suppression.  Direct Deposit applies to both active and inactive personnel, while Split Pay Option, Mid-month and End-of-month Payroll Suppression only apply to active.

Related Processes

Activity Gain 

Activity Loss

Strength Gain 

Strength Loss 

Navigation 

User navigates to Direct Deposit XE "Direct Deposit"  / Split Pay XE "Split Pay"  Option by selecting the following: 

Select "Go."

Select "Pay Maintenance."

Select "Pay Deposit." 

Select "Use." 

Select "Pay Deposit - Create" to create a transaction; to start, change, stop or waiver direct deposit; and to start, change, stop, cancel or release pay for the split pay option.

Select “Pay Deposit - Pending” to modify or to complete a previously created Pay Maintenance - Pay Deposit transaction.  This is available only if the transaction was not forwarded to the Supervisor for review/approval.

User navigates to Payroll Suppression by selecting the following:

Select "Go."

Select "Pay Maintenance."

Select "Pay Suppression." 

Select "Use." 

Select "Pay Suppression - Create" to create a Mid-month Pay Suppression or a End-of-month Pay Suppression.

Select “Pay Suppression - Pending” to modify or to complete a previously created Pay Maintenance - Pay Suppression transaction.  This is available only if the transaction was not forwarded to the Supervisor for review/approval.

Payroll suppression applies to Active duty members only.

Panels

Pay Deposit Panel

Pay Suppression Panel

Pay Deposit Panel
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Field Descriptions/Required Actions

SSN:  Pre-filled based on the SSN or Name initially entered for this transaction.

Name: Pre-filled based on the SSN or Name initially entered for this transaction. 

Rank/Rate: Pre-filled based on the SSN or Name initially entered for this transaction.

Current DSC: (Duty Status Code) A three-position, numeric, system-generated code that identifies the current status of the member in terms of physical presence or absence.  This code is updated as events are processed.  It is pre-filled based on the SSN or Name initially entered for this transaction.  A list of Duty Status Codes occurs later in this document.

Appr Inst: (Approval Instance) This field is used for Workflow.  It is pre-filled with a number and will not be changed by the user.

Appr Status: (Approval Status) This field is used for Workflow.  It is pre-filled with “Pending” and will never be changed by the user.  This field is changed by the NSIPS application when Workflow processing has occurred.

Appr Action: (Approval Action) This field is used for Workflow.  There are four actions that can occur in this field.

1.
It is always pre-filled with the action “Approved.”  When the status is set to “Approved” and the panel is saved, the information is sent to the clerk’s supervisor or the next person in the review process.  

2.
If the clerk does not want to send this transaction to the supervisor through Workflow (i.e., it is an incomplete transaction and needs more information), the Approval Action field can be set to “Incomplete” by selecting this from the drop-down arrow.  When the panel is saved, the transaction will NOT be sent to Workflow.  It will go to the "Pending" file.  The clerk can access the transaction by selecting "Pending" from the "Use" menu.  The transaction will be sent to Workflow ONLY when the clerk completes the transaction, re-sets the Approval Action to "Approved," and saves the panel.

3.
The supervisor can return the transaction to the clerk (or the previous person in the Workflow process) for revision.  The supervisor sets the Approval Action to "Recycle."  

4.
A supervisor can choose to delete the transaction by setting the Approval Action to “Deny.” 

Comments: This field is used for Workflow.  It is represented on the panel by a button.  The button allows the user to pop up a box and enter information pertaining to the transaction.  The text entered follows the transaction through the entire Workflow process.  Here a supervisor can send a message to the clerk if the transaction is being recycled for rework, or the clerk can attach a message about the transaction. 

Distribution Type: This section is used to identify the type of distribution.

Direct Deposit XE "Direct Deposit" : Select this button if transaction is for direct deposit. 

Split Pay XE "Split Pay" : This field is not available to SELRES personnel.  Select this button if transaction is for split pay. 

Action Type: This section is used to identify type of transaction. 

Start: This field is used to start direct deposit/split pay.  

Stop: This field is used to stop direct deposit/split pay. 

Change: This field is used to change direct deposit/split pay.

Cancel: This field is used to cancel direct deposit/split pay.

Release: This field is used to release direct deposit/split pay.  

Waiver: This field is used to waiver a direct deposit/split pay. 

Effective Date: This field reflects the actual date the direct deposit/split pay becomes effective.  Click on drop-down arrow to display a calendar.  Double-click on appropriate date.

Split Pay XE "Split Pay"  Monthly Amount: This field indicates the amount of net pay a member has elected to be deposited to an automated teller system aboard ship.  Enter the amount.  This is not applicable to SELRES. 

Account #: This field reflects the account number to which the direct deposit will be deposited.  Refer to section 1 of the direct deposit sign-up form completed by the member.   

Account Type: This field reflects the type of account the member elects to use.  Refer to section 1 of the direct deposit sign-up form completed by the member.   

Checking:  Click this field if member elects deposit to checking account. 

Saving: Click this field if member elects deposit to savings account. 

Split Pay XE "Split Pay"  Release Amount: This field indicates the amount of pay deposited to the automated teller system aboard the vessel that is to be released into a member’s regular pay.  Enter the amount.  This field is not applicable to SELRES.  

Transit Number: This field indicates the routing number.  Refer to section 3 of the direct deposit sign-up form completed by the member. 

Financial Institution: This field reflects the allotment company code.  Click on drop-down arrow and double-click on appropriate company code. 

Pay Suppression Panel
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Field Descriptions/Required Actions

SSN:  Pre-filled based on the SSN or Name initially entered for this transaction.

Name: Pre-filled based on the SSN or Name initially entered for this transaction. 

Rank/Rate: Pre-filled based on the SSN or Name initially entered for this transaction.

Current DSC: (Duty Status Code) A three-position, numeric, system-generated code that identifies the current status of the member in terms of physical presence or absence.  This code is updated as events are processed.  It is pre-filled based on the SSN or Name initially entered for this transaction.

Appr Inst: (Approval Instance) This field is used for Workflow.  It is pre-filled with a number and will not be changed by the user.

Appr Status: (Approval Status) This field is used for Workflow.  It is pre-filled with “Pending” and will never be changed by the user.  This field is changed by the NSIPS application when Workflow processing has occurred.

Appr Action: (Approval Action) This field is used for Workflow.  There are four actions that can occur in this field.

1.
It is always pre-filled with the action “Approved.”  When the status is set to “Approved” and the panel is saved, the information is sent to the clerk’s supervisor or the next person in the review process.  

2.
If the clerk does not want to send this transaction to the supervisor through Workflow (i.e., it is an incomplete transaction and needs more information), the Approval Action field can be set to “Incomplete” by selecting this from the drop-down arrow.  When the panel is saved, the transaction will NOT be sent to Workflow.  It will go to the "Pending" file.  The clerk can access the transaction by selecting "Pending" from the "Use" menu.  The transaction will be sent to Workflow ONLY when the clerk completes the transaction, re-sets the Approval Action to "Approved," and saves the panel.

3.
The supervisor can return the transaction to the clerk (or the previous person in the Workflow process) for revision.  The supervisor sets the Approval Action to "Recycle."  

4.
A supervisor can choose to delete the transaction by setting the Approval Action to “Deny.” 

Comments: This field is used for Workflow.  It is represented on the panel by a button.  The button pops up a box and allows you to enter information pertaining to the transaction.  The text entered follows the transaction through the entire Workflow process.  Here a supervisor can send a message to the clerk if the transaction is being recycled for rework, or the clerk can attach a message about the transaction.

Effective Date: This field reflects the actual date Mid-month or End-of-month becomes effective.  Click on drop-down arrow to display a calendar.  Double-click on appropriate date.

Suppression Type:  This field reflects the type of pay suppression.

Mid-Month:  This radio button indicates a Mid-month pay suppression when it is selected.

End-of-Month: This radio button indicates a End-or-month pay suppression when it is selected.

MILPERS Clerk Procedure(s)

1.  If MILPAY Clerks are not available, prepare direct deposit transaction.

2.  Review all documents for accuracy.

3.  Ensure all supporting documents are signed, dated, and filled out properly.

MILPERS Supervisor Procedure(s)

1.  Review all documents for accuracy.

2.  In the Approval Action field enter one of the following:

· “Approve” to forward to MILPAY for review and transmission.

· “Deny” to cancel the document completely.

· “Recycle” to return to the MILPERS Clerk.

MILPAY Clerk Procedure(s)

1.  Prepare direct deposit transaction.

2.  Review all documents for accuracy. 

3.  Ensure all supporting documents are signed, dated, and filled out properly.

4.  Pass to MILPAY Supervisor for review/approval.

MILPAY Supervisor Procedure(s)

1.  Review all documents for accuracy.

2.  In the Approval Action field enter one of the following:

· “Approve” to transmit the transaction.

· “Deny” to cancel the document completely.

· “Recycle” to return to MILPAY Clerk for action.

References

· DJMS Procedures Training Guide Part 9, Chapters 1 and 2 
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Extensions Overview

An Extension XE "Extension"  transaction provides the ability to do the following: 

· Execute an extension to current USN enlistment contract

· Make Operative an extension to the current USN enlistment contract

· Cancel a previously executed extension to the current USN enlistment contract

· Execute an extension to the current Reserve enlistment contract

· Make Operative an extension to the current Reserve enlistment contract

· Cancel a previously executed extension to the Reserve enlistment contract 

· Execute an extension to for a Reserve (Active) to remain on active duty

· Make Operative a Reserve (Active) extension to remain on active duty 

· Cancel a previously executed Reserve (Active) to remain on active duty 

· Extend a Reserve (Inactive) contract

Related Processes

Permanent Change of Station (PCS)

Reenlistments

Navigation 

User navigates by selecting the following: 

Select "Go."

Select "Contract Administration."

Select "Extensions."

Select "Use."

Select "Extensions - Create" to create an extension.

Select "Extension XE "Extension" " or "Exceptions" to activate the desired panel.

Select "Extensions - Pending" to modify or to complete a previously created extension transaction.  This is available only if the transaction was not forwarded to the supervisor for review/approval.

To view a member's current system information on extensions, reenlistments, or personal data information, select the following:

Select "Inquire" from the Toolbar.

Select "Contract Information," which will take you to the Extension XE "Extension"  Information Panel where you can view extension data, if any, to the current contract; or 

Select "Reenlistment XE "Reenlistment"  Information," which will take you to the Reenlistment History Panel where you can view the member's enlistment/reenlistment contract history; or

Select "Member Information," which will take you to a series of 7 panels containing personal and professional data.

Panels

The following panels are required to process Extensions:

Create Extensions

Exceptions

Extensions Panel
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Field Descriptions/Required Actions

SSN:  Pre-filled based on the SSN or Name initially entered for this transaction.

Name: Pre-filled based on the SSN or Name initially entered for this transaction. 

Rank/Rate: Pre-filled based on the SSN or Name initially entered for this transaction.

Current DSC: (Duty Status Code) A three-position, numeric, system-generated code that identifies the current status of the member in terms of physical presence or absence.  This code is updated as events are processed.  It is pre-filled based on the SSN or Name initially entered for this transaction.  A list of Duty Status Codes occurs later in this document.

Appr Inst: (Approval Instance) This field is used for Workflow.  It is pre-filled with a number and will not be changed by the user.

Appr Status: (Approval Status) This field is used for Workflow.  It is pre-filled with “Pending” and will never be changed by the user.  This field is changed by the NSIPS application when Workflow processing has occurred.

Appr Action: (Approval Action) This field is used for Workflow.  There are four actions that can occur in this field.

1.
It is always pre-filled with the action “Approved.”  When the status is set to “Approved” and the panel is saved, the information is sent to the clerk’s supervisor or the next person in the review process.  

2.
If the clerk does not want to send this transaction to the supervisor through Workflow (i.e., it is an incomplete transaction and needs more information), the Approval Action field can be set to “Incomplete” by selecting this from the drop-down arrow.  When the panel is saved, the transaction will NOT be sent to Workflow.  It will go to the "Pending" file.  The clerk can access the transaction by selecting "Pending" from the "Use" menu.  The transaction will be sent to Workflow ONLY when the clerk completes the transaction re-sets the Approval Action to "Approved," and saves the panel.

3.
The supervisor can return the transaction to the clerk (or the previous person in the Workflow process) for revision.  The supervisor sets the Approval Action to "Recycle."  

4.
A supervisor can choose to delete the transaction by setting the Approval Action to “Deny.” 

Comments: This field is used for Workflow.  It is represented on the panel by a button.  The button allows the user to pop up a box and enter information pertaining to the transaction.  The text entered follows the transaction through the entire Workflow process.  Here a supervisor can send a message to the clerk if the transaction is being recycled for rework, or the clerk can attach a message about the transaction. 

Reenlistment XE "Reenlistment"  Date: Date of reenlistment.  Pre-filled based on the SSN or Name initially entered for this transaction. 

Contract Type: This field identifies the type of enlistment contract.  The abbreviation is spelled out on the right side of the field. 

Contract End Date: Appears when Enlistment Term is entered.  This will be the member’s new Expiration of Active Obligated Service (EAOS) for active or Expiration of Reserve Enlistment (EREN) for reserve.

Contract Status: This field identifies if the extension is to be made “operative,” “execute,” or “Cancel.”  Click on drop-down arrow; double-click on the applicable value. 

BR/CL XE "BR/CL" : (Branch/Class) This field is a two-digit code that identifies the type of service.  Example: 11 USN or 32 USNR.  It is pre-filled based on the SSN or Name initially entered for this transaction.

Extension XE "Extension"  Months School: Enter the number of months a member has to extend for a school assignment. 

Extension XE "Extension"  Months Other: Enter the number of months a member has to extend for a reason other than school assignment.  

Date of Occurrence: Enter the date the extension agreement is signed or cancelled or the day after EAOS if extension is being made operative.

LSL XE "LSL"  Sell Back: (Lump Sum Leave Indicator) This field only appears when “Operative” is selected in the Contract Stat field.  Enter the number of days of leave the member intends to “sell back” to the Government.  

For Continuous Submarine Duty Incentive Pay Purpose: This field is applicable to only members assigned to submarine duty.  If not applicable to member, it will be grayed.    

ADSW XE "ADSW"  Expiration Date: Enter date member’s Active Duty for Special Work (ADSW) status expires.  This field will appear only if the member’s Branch/Class = “32” (Active Duty Reserve).

Combat Zone: This field identifies whether the member is attached to a unit in a designated combat zone or is being hospitalized for wounds received while in a combat zone area.  Click the box if it is applicable. This field will not appear if member’s Branch/Class = “32” (Active Duty Reserve).  

Ship/Duty Location: This field is for the name and location of the member’s duty station at the time the extension is executed.

Officer Name/Grade: Certifying officer’s name and grade.

Title: Certifying officer’s title.

Print Form: This button appears once the user saves the panel and should be utilized before the supervisor approves the transaction.  This button prints either the NAVPERS Form 1070/621 or NAVPERS Form 1070/622 depending upon the value entered in the Contract Type field.

Exceptions Panel

[image: image67.wmf]
Field Descriptions/Required Actions

SSN:  Pre-filled based on the SSN or Name initially entered for this transaction.

Name: Pre-filled based on the SSN or Name initially entered for this transaction. 

Rank/Rate: Pre-filled based on the SSN or Name initially entered for this transaction.

Current DSC: (Duty Status Code) A three-position, numeric, system-generated code that identifies the current status of the member in terms of physical presence or absence.  This code is updated as events are processed.  It is pre-filled based on the SSN or Name initially entered for this transaction.  A list of Duty Status Codes occurs later in this document.

Contract Begin Date XE "Contract Begin Date" : Date of reenlistment for contract being extended.  This field is pre-filled based on the SSN or Name initially entered for this transaction. 

Contract Type: Pre-filled based on the Contract Type selected on the Extensions panel.

Contract Number: System-assigned consecutive number that identifies the number of the extension to the current enlistment/reenlistment contract.  Example:  001-E for first extension.  All extension information to current contract may be viewed in the Inquire panel.

Contract Status: Pre-filled based on selection from Extensions Panel.

Contract Clause XE "Clause" : Section that identifies Extension XE "Extension"  Exceptions.

Clause XE "Clause" : Pre-filled with "016 Narrative" which is the system number and name assigned for the Exceptions field of the Extension XE "Extension"  Contract.

Exceptions: Enter a complete description of the bona fide U.S. Navy commitment(s) to this extension contract.  May not be left blank.

MILPERS Clerk Procedure(s)

1.
Prepare Extensions Panel to Cancel, Execute, or make Operative an extension.  

 
a.  For Cancel, hand annotate the original service record extension document with the cancellation information at the bottom of the page.

2.
As applicable, prepare the required Administrative Remarks XE "Remarks"  (NAVPERS 1070/613) entries for the following:


a. Election to sell back leave if making first extension of current contract operative.


b. Selective Reenlistment XE "Reenlistment"  Bonus (SRB XE "SRB" ) information. 


c. Others as deemed necessary by local or higher authority directives.

3.   Upon completion, review all documents for accuracy and forward to MILPERS Supervisor.

4.   In the Approval Action field enter one of the following:


"Approve" to forward to MILPERS Supervisor for review and transmission.


"Incomplete" to store transaction until ready to forward to MILPERS Supervisor

MILPERS Supervisor Procedure(s)

1.  Review all documents for accuracy.

2.  In the Approval Action field enter one of the following:

· “Approve” to forward to MILPAY for review and transmission.

· “Deny” to cancel the document completely.

· “Recycle” to return to the MILPERS Clerk.

MILPAY Clerk Procedure(s)

Review all documents for accuracy, if applicable.  Verify MMPA for member's SRB XE "SRB"  payment and Lump Sum Leave payment.

Forms (Manual and Automated)

· NAVPERS 1070/621 1070/622 Agree to Extend Active Duty USN/USNR 

· NAVPERS 1070/613 Administrative Remarks XE "Remarks" 
MILPERS Form(s) Distribution

1. Cancel:


a. Forward original hand-annotated extension document to NPC (PERS-313C).


b. File copy in member's service record.

2. Execute:


a. Forward signed original extension document to NPC (PERS-313C).


b. File copy in member's service record.


c. File original NAVPERS 1070/613's, if applicable, in member's service record.

3. Operative:


a. File copy of NSIPS document in service record.


b. File original Page 13 for LSL XE "LSL"  in member's service record.


c. Forward copy of Page 13 for LSL XE "LSL"  to MILPAY.

4.    File copy of extension documents with activity Retained Transmittal Log or as required.

MILPAY Form(s) Distribution 

File copy of Page 13 for LSL XE "LSL"  and extension documents as required.

References

· DODFMR Volume 7A

· MILPERSMAN 1070, 1160, and 7220

· OPNAVINST 1160.5  series

· OPNAVINST 1160.6  series

· DFAS-DJMS PTG

· NAVADMIN Message 1430 series (Rega/Creo)

· NAVADMIN Message 7000 series (SRB XE "SRB" )

· BUPERSINST 1001.39 series (Reserves)

· OPNAVINST 1160.7 series (Reserves)

HONORS AND AWARDS

Honors and Awards Contents

Honors and Awards Overview

Related Processes 

Navigation

Panel

MILPERS Clerk Procedure(s)

Forms (Manual and Automated)

MILPERS Form(s) Distribution

References

Honors and Awards Overview

The Awards activity provides the ability to document the date an individual earned a personal award, the number of personal awards earned, and the start 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 – for enlisted personnel serving on Active Duty.  The GCM XE "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.

Related Processes

Personal Data

Navigation 

User navigates by selecting the following:

Select “Go.”

Select “Personnel Maintenance.”

Select “Miscellaneous.”

Select “Use.”

Select “Honors and Awards.”

Panel

Honors and Awards Panel
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Field Descriptions

SSN: Pre-filled based on the SSN or Name initially entered for this transaction.

Name: Pre-filled based on the SSN or Name initially entered for this transaction.

Rank/Rate: Pre-filled based on the SSN or Name initially entered for this transaction.

Current DSC:  (Duty Status Code) A three-position, numeric, system-generated code that identifies the current status of the member in terms of physical presence or absence.  This code is updated as transactions are processed.  It is pre-filled based on the SSN or Name initially entered for this transaction.  A list of Duty Status Codes occurs later in this document.

Reset Delete: This field is used to reset a Begin Eligibility date or delete an award all together. Click the check box; answer the dialog box that appears.  

Begin Eligibility: This field identifies the date the eligibility begins for the award.  Enter member’s eligibility date.  Click on drop-down arrow; double-click on appropriate date.  To add a new award, press <F7>, or press <F8> to delete a line. 

To add a new line to record another award, press <F7> with the cursor in Begin Eligibility, Award, Award Number, or Issue Date fields; <F8> to delete a line. 

Award:
 This field identifies the type of award for which the member is eligible.  Click on the drop-down arrow and double-click on the type of award.  <Tab> to the next field.  The name of the award will appear to the right of the block. 

Award Number: This field identifies the number of the award in a sequence given to a member.  Enter the number of the award.

Issue Date: Enter the date of the award.  Click on drop-down arrow; double-click on appropriate date.  The system will calculate the issue date and verify that the date meets the following criteria:

· The “Good Conduct Medal” issued at least three years after the Begin Eligibility date.

· The “Naval Reserve Meritorious Service Medal” issued at least three years after the Begin Eligibility date.

· The “Armed Forces Reserve Medal” issued at least ten years after the Begin Eligibility date.

Default to Current Eligibility:  When this field is checked, the user can view only the history of all awards issued to the member and awards for which the member is currently eligible.  When the box is unchecked, user can update information. 

MILPERS Clerk Procedure(s)

1.   Ensure the member meets the necessary requirements for the specified award.  Process and save award in NSIPS.

2.   Process Award Certificate (if applicable.)

Forms (Manual and Automated)

· NAVPERS 1650/1, Good Conduct Certificate

· NAVPERS 1070/604, Enlisted Qualifications History

· OPNAV 1650/6, Naval Reserve Meritorious Service Award Certificate

MILPERS Form(s) Distribution

1.   NAVPERS 1650/1, Good Conduct Certificate - Original to member

2.   OPNAV 1650/6, Naval Reserve Meritorious Service Award Certificate - Original to member

References

· SECNAVINST 1650.1 Series

· COMNAVRESFORINST 1650.1 Series

· MILPERSMAN 1070-280
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INACTIVE DUTY TRAINING (IDT)

IDT Contents

IDT Overview

IDT Terms
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Navigation
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IDT Clerk Procedure(s)

IDT Supervisor Procedures(s)

Forms (Manual and Automated)

References

IDT Overview

Inactive Duty Training (IDT) provides the user with the capabilities to perform the following functions:

· Schedule IDT periods for an entire reserve unit as a group of selected individuals.  The user also has the ability to schedule a member for a drill at another location.

· Record IDT periods for an entire reserve unit as a group or selected individuals.  Recording indicates that the member has completed a drill, or the user may indicate that the member was authorized to be absent or had an unauthorized absence.

· Cancel IDT periods previously reported for payment or retirement points.

· Process IDT periods for individuals, groups of selected individuals, or entire reserve units after those periods have been performed.

· Report IDT periods on individuals for payment/non-payment of incentive pays.

IDT Terms

Inactive Duty Training (IDT) Period (Drill) – An IDT period/drill is an authorized period of inactive duty training conducted to enhance the readiness of an individual for mobilization.  IDT periods/drills are performed either with or without pay.

Regular IDT Period/Drill – Drill periods performed per a published schedule established in advance to meet the training and administrative requirements of the unit.  The number of regular periods/drills authorized per fiscal year is prescribed by the Training and Retirement XE "Retirement"  Category to which the member is assigned.

Rescheduled IDT Period/Drill – Rescheduled periods/drills are regular drills that are performed on an individual or group basis on a different date or at a different location from the published unit drill schedule.  Rescheduled periods/drills are scheduled to accomplish a specific training requirement, for contributory support, or from conflict with Annual Training XE "Annual Training"  or Active Duty for Training.

Equivalent Training (ET) IDT Period/Drill – ET periods/drills are training periods performed on an individual basis to accommodate an excused absence from a regular or rescheduled period/drill for personal reasons.

Additional IDT Period/Drill – Additional periods/drills are special training periods allocated to specific programs and units in addition to regular periods/drills.  Additional periods/drills fall into three categories:

1.   Additional Training Period/Drill (ATP) – ATP drills are used to accomplish additional required training defined by the unit’s mobilization mission and are limited to a maximum of 12 each fiscal year.

2.   Additional Flying and Flight Training Period/Drill (AFTP) – AFTP drills are used for conducting aircrew training and combat aircrew qualification training to attain and maintain aircrew flying proficiency and mobilization readiness. AFTPs are normally limited to a maximum of 48 each fiscal year.

3.   Readiness Management Period/Drill – RMP drills are used to support the day-to-day operation of the unit, to accomplish unit administration, for training preparation, for support activities, and for maintenance functions.  Only one RMP can be performed per day, and they are limited to a maximum of 24 each fiscal year.

Related Processes

Incentive Pay

Naval Reserve Meritorious Service Medal Award eligibility

Armed Forces Reserve Medal Award eligibility

Advancement XE "Advancement"  eligibility

Retirement XE "Retirement"  eligibility

Navigation

Inactive Duty Training contains several different navigational paths that depend upon the type of IDT the user wants to process.

For IDT Individual Schedule XE "IDT Individual Schedule" 
User navigates by selecting the following:

Select “Go.”

Select “Inactive Duty Training.”

Select “IDT Individual.”

Select “Use.”

Select “Schedule.”

For IDT Individual Record XE "IDT Individual Record" 
User navigates by selecting the following:

Select “Go.”

Select “Inactive Duty Training.”

Select “IDT Individual.”

Select “Use.”

Select “Record - Create.”

   Or

Select “Record - Pending.”

For IDT Individual Verify/Post

User navigates by selecting the following:

Select “Go.”

Select “Inactive Duty Training.”

Select “IDT Individual.”

Select “Use.”

Select “Verify/Post - Pending.”

For IDT Arrears Processing

User navigates by selecting the following:

Select “Go.”

Select “Inactive Duty Training.”

Select “IDT Individual.”

Select “Use.”

Select “Process Arrears - Create.”

   Or

Select “Process Arrears - Pending.”

For IDT Individual Cancel XE "IDT Individual Cancel" 
User navigates by selecting the following:

Select “Go.”

Select “Inactive Duty Training.”

Select “IDT Individual.”

Select “Use.”

Select “Cancel - Create.”

   Or

Select “Cancel - Pending.”

For IDT Individual Reprocess

User navigates by selecting the following:

Select “Go.”

Select “Inactive Duty Training.”

Select “IDT Individual.”

Select “Use.”

Select “Reprocess - Create.”

   Or

Select “Reprocess - Pending.”

For IDT Unit schedule, reschedule, delete schedule, cancel, record

User navigates by selecting the following:

Select “Go.”

Select “Inactive Duty Training.”

Select “IDT Unit.”

Select “Use.”

Select “Unit Schedule.”

Select “Schedule / Reschedule.”

   Or

Select “Member Processing.”

For IDT Unit Record

User navigates by selecting the following:

Select “Go.”

Select “Inactive Duty Training.”

Select “IDT Unit.”

Select “Use.”

Select “Unit Record - Create.”

          Select “Record.”

             Or

          Select “Member Processing.”

   Or

Select “Unit Record - Pending.”

For IDT Arrears Processing

User navigates by selecting the following:

Select “Go.”

Select “Inactive Duty Training.”

Select “IDT Unit.”

Select “Use.”

Select “Process Arrears - Create.”

Select “Arrears.”

   Or

Select “Member Processing.”

         Or

Select “Process Arrears - Pending.”

For Create IDT Incentive Pay

User navigates by selecting the following:

Select “Go.”

Select “Inactive Duty Training.”

Select “IDT Incentive Pay.”

Select “Use.”

Select “IDT Incentive Pay - Create.”

For Pending IDT Incentive Pay

User navigates by selecting the following:

Select “Go.”

Select “Inactive Duty Training.”

Select “IDT Incentive Pay.”

Select “Use.”

Select “IDT Incentive Pay - Pending.”

For Inquire IDT/Incentive Pay History

User navigates by selecting the following:

Select “Go.”

Select “Inactive Duty Training.”

Select “IDT Inquiry.”

Select “Inquire.”

Select “IDT/Incentive Pay History.”

Panels

The following panels are required to process Inactive Duty Training:

IDT Individual Schedule

IDT Member’s Drill Limits XE "IDT Individual Schedule" 
IDT Individual Record XE "IDT Individual Record" 
IDT Individual Verify/Post

IDT Individual Arrears Processing

IDT Individual Cancel XE "IDT Individual Cancel" 
IDT Individual Reprocess - Create

IDT Individual Reprocess - Pending

IDT Unit Schedule

Unit Schedule Member Processing

IDT Unit Record

Unit Record Member Processing

IDT Unit Arrears Processing

IDT Unit Arrears Member Processing

IDT Unit Verify Arrears - Pending

IDT Incentive Pay - Create

IDT Incentive Pay History

IDT Individual Schedule XE "IDT Individual Schedule"  Panel

This panel displays all Inactive Duty Training Drills currently scheduled for the member selected.  The user has the capability to schedule IDT, reschedule IDT, delete any scheduled IDT, and schedule IDT to be performed at a non-local RUIC from this panel.  When scheduling IDT periods, the user must ensure that the individual user has the capability to schedule IDT, reschedule IDT, delete any scheduled IDT, and schedule IDT to not exceed the fiscal year limits for paid IDT drills.  The user may view IDT totals of the individual for the current or previous fiscal year from this panel by pressing the Totals button.  Individual IDT may be scheduled on the same day IDT is to be performed.
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Field Descriptions/ Required Actions

SSN: Pre-filled based on the SSN or Name initially entered for this transaction.

Name: Pre-filled based on the SSN or Name initially entered for this transaction.

Rank/Rate: Pre-filled based on the SSN or Name initially entered for this transaction.

DSC: (Duty Status Code) A three-position, numeric, system-generated code that identifies the current status of the member in terms of physical presence or absence.  This code is updated as transactions are processed.  It is pre-filled based on the SSN or Name initially entered for this transaction.  A list of Duty Status Codes occurs later in this document.

Pay Type: A display-only field that reflects the Pay Status of the member.  This field is pre-filled based on the SSN or Name initially entered for this transaction.

RUIC: A display-only field that reflects the Reserve Unit Identification Code and the activity long title of the unit to which the member is attached.  This field is pre-filled based on the SSN or Name initially entered for this transaction.

IDT Date: This field reflects the member’s scheduled IDT date.  Type the date in the field in the MM/DD/YYYY format or select a date from the drop-down calendar by clicking on the down arrow.  This field is used when the user selects the Get Records button to retrieve records on the individual listed for this date. 

Get Records: A push button that retrieves IDT scheduled information for the date entered in the IDT Date field.  To use this button, a date must be entered in the IDT Date field; otherwise, an error is generated.  The lower portion of the panel is pre-filled with information about the IDT schedule for the individual.

Get All Records: A push button that retrieves all IDT scheduled information on file for the individual.  The information retrieved pre-fills the fields on the lower portion of the panel. 

Totals: A push button that displays the Member’s Drill Limits panel which reflects the member’s IDT totals and drill history. 

IDT Date: This field reflects the member’s scheduled IDT date.  This is a required field that can not be left blank.  If the Get Records or Get All Records option is selected, this field is pre-filled with the IDT Date scheduled.  

If blank, enter a date in the field or change the information to reflect the date that the IDT period is to be performed. Completion of this field will pre-fill the remaining fields in the row except drill type. 

To insert an additional IDT date, the user presses <F7> while the cursor is in this field. 

To delete a row of IDT information, the user presses <F8> while the cursor is in this field. 

Prd: (Period) This field reflects the drill period to be performed. The user enters 1 for the first/morning period or 2 for the second/evening period.  The user can also select the drill period by clicking on the down arrow and then selecting 1 or 2.  This field can not be left blank.

IDT UIC: This field reflects the Unit Identification Code (UIC) of the unit where the member is being scheduled to perform the IDT period. This field can not be left blank.

Type:  This field reflects the type of IDT drill the member is scheduled to perform.  Enter the correct drill type code or select the code by clicking on the drop-down arrow and then selecting the code from a drop-down list. This field can not be left blank.

Original IDT Date: This field reflects the date that the IDT period was originally scheduled for performance.  If this field was pre-filled because the user selected “Get Records” or “Get All Records,” then the user is not allowed to update the field.  If the field was pre-filled because the user entered a date in the IDT Date field, then the user is allowed to update the field, if necessary.  Once the user saves the panel, the information in the field can not be updated.

Prd: (Period) This field reflects the drill period of the Original IDT Date. If this field was pre-filled because the user selected “Get Records” or “Get All Records,” then the user is not allowed to update the field.  If the field was pre-filled by the user entering a date in the IDT Date field, then the user is allowed to update the field, if necessary. Once the user saves the panel, the information in the field can not be updated.

Reason:  This field reflects a code to indicate the reason the IDT is being scheduled or rescheduled.  Type the correct code or click the drop-down arrow to select the code from a drop-down list of reason codes.  This field can not be left blank.

Status:  This is a display-only field that reflects the status of the IDT record.  On the IDT Individual Schedule XE "IDT Individual Schedule"  panel it will always reflect “Schedule.”

Comments:  This field allows the user to enter information concerning the scheduling or rescheduling of the IDT period.

IDT Member’s Drill Limits Panel

This panel allows the user to view a member’s IDT totals for the current or previous fiscal year.
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Field Descriptions/Required Actions

SSN: Pre-filled based on the SSN or Name initially entered for this transaction.

Name: Pre-filled based on the SSN or Name initially entered for this transaction.

FISCAL YEAR TOTALS: This is the title of the section that contains totals of drills reported by type.

History: The number of drills performed in the fiscal year.

Pending: The number of drills currently scheduled or recorded but not yet posted in the fiscal year.

DP Total: (Drill Pay) A display-only field that reflects the total of regular paid drills performed to date in the fiscal year.

ET Total: (Equivalent Training) A display-only field that reflects the total of ET paid drills performed to date in the fiscal year.

NPET Total: (Non-Pay Equivalent Training) A display-only field that reflects the total of equivalent training non-pay drills performed to date in the fiscal year.

AA Total: (Authorized Absences) A display-only field that reflects the total of AA reported for the member to date in the fiscal year.

UA Total: (Unauthorized Absences) A display-only field that reflects the total of UA reported for the member to date in the fiscal year.

Reg Total: (Regular) A display-only field that reflects the total of regular drills of all types reported for the member to date in the fiscal year.

VTU Total: (Volunteer Training Unit) A display-only field that reflects the total of volunteer type drills reported for the member to date in the fiscal year.

NP ADD Total: (Non-Pay Additional) A display-only field that reflects the total of non-pay additional drills reported for the member to date in the fiscal year.

AFTP Total: (Additional Flying and Flight Training Period) A display-only field that reflects the total of AFTP drills reported for the member to date in the fiscal year.

ATP Total: (Additional Training Period) A display-only field that reflects the total of ATP drills reported for the member to date in the fiscal year.

RMP Total: (Readiness Management Period) A display-only field that reflects the total of RMP drills reported for the member to date in the fiscal year.

Add. Total: (Additional) A display-only field that reflects the total of additional drills reported for the member in all types to date in the fiscal year.

DRILL LIMIT AUTHORIZATIONS: This is the title for the section that reflects the number of drill periods the member is authorized to perform in the fiscal year. 

Fiscal Year: A display-only field that reflects the fiscal year associated with the information displayed on the panel. 

Reg Auth.: (Regular Authorized) A display-only field that reflects the number of regular drills that the member is/was authorized to perform in the fiscal year indicated.

Add. Auth.: (Additional Authorized) A display-only field that reflects the number of additional drills that the member is/was authorized to perform in the fiscal year indicated.

DRILL HISTORY: This is the title for the section that reflects the drill history for the member to date in the fiscal year.  Only three IDT dates are displayed on the panel at a time.  The user is allowed to review additional IDT dates by scrolling up or down using the scroll bar on the right side of the panel. 

IDT Date: This column reflects the date for the IDT period indicated.

Prd: This column reflects the drill period for the IDT date indicated.

Type: This column reflects the type of drill that was reported for the date indicated. 

Drill Status: This is a display-only field that reflects the status/transaction routing of the drill period indicated.

IPAY Status: This is a display-only field that reflects the incentive pay status of the drill period indicated. 

OK: A push button used to indicate the review of the information is complete and that the user desires to return to the IDT Individual Schedule XE "IDT Individual Schedule"  panel.

Cancel: A push button used to cancel the view and return to the IDT Individual Schedule XE "IDT Individual Schedule"  panel.

IDT Individual Record XE "IDT Individual Record"  Panel

This panel displays all IDT periods that are ready for recording on the individual selected.  The panel enforces drill limits for the current fiscal year; however, in the month of October, the current and past fiscal year edits are enforced.  The user has the capability to record IDTs already scheduled, record IDTs that have not been scheduled, and reverse IDTs recorded that should not be posted from this panel. 
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Field Descriptions/Required Actions

SSN: Pre-filled based on the SSN or Name initially entered for this transaction.

Name: Pre-filled based on the SSN or Name initially entered for this transaction.

Rank/Rate: Pre-filled based on the SSN or Name initially entered for this transaction.

DSC: (Duty Status Code) A three-position, numeric, system-generated code that identifies the current status of the member in terms of physical presence or absence.  This code is updated as transactions are processed.  It is pre-filled based on the SSN or Name initially entered for this transaction.  A list of Duty Status Codes occurs later in this document.

Pay Type: A display-only field that reflects the pay status of the member.  Pre-filled based on the SSN or Name initially entered for this transaction.

RUIC: A display-only field that reflects the Reserve Unit Identification Code and the activity long title of the unit to which the member is attached.  This field is pre-filled based on the SSN or Name initially entered for this transaction.

Records Retrieved: Indicates all scheduled IDT on file for the individual.

Verification Rpt: A button that will initiate an IDT Verification Report.  This button will appear once the panel has been saved.

Appr Instance: (Approval Instance) This field is used for Workflow.  It is pre-filled with a number and will not be changed by the user.

Appr Status: (Approval Status) This field is used for Workflow.  It is pre-filled with "Pending" and will never be changed by the user.  This field is changed by the NSIPS application when Workflow processing has occurred.

Appr Action: (Approval Action) This field is used for Workflow.  There are four actions that can occur in this field.

1.
When the status is set to "Approve" and the panel is saved, the information is sent to the clerk's supervisor or the next person in the review process.

2.
 A supervisor can choose to delete the transaction by setting the Approval Action to "Deny." 

3.
If the clerk does not want to send this transaction to the supervisor through Workflow (i.e., it is an incomplete transaction and needs more information), the Approval Action field can be set to "Incomplete" by selecting this from the drop-down arrow.  When the panel is saved, the transaction will NOT be sent to Workflow.  It will go to the "Pending" file.  The clerk can access the transaction by selecting "Pending" from the "Use" menu.  The transaction will be sent to Workflow ONLY when the clerk completes the transaction, re-sets the Approval Action to "Approved," and saves the panel.

4.
The supervisor can return the transaction to the clerk (or the previous person in the Workflow process) for revision.  The supervisor sets the Approval Action to "Recycle."

Comments: This field is used for Workflow.  It is represented on the panel by a button.  The button pops up a box and allows you to enter information pertaining to the transaction.  The text entered follows the transaction through the entire Workflow process.  Here a supervisor can send a message to the clerk if the transaction is being recycled for rework, or the clerk can attach a message about the transaction. 

IDT Date: This field reflects the member’s IDT date to be recorded.  Type the date in the field in the MM/DD/YYYY format or select a date from the drop-down calendar by clicking on the drop-down arrow.  This date is used when the user selects the Get Records button to retrieve records on the individual listed for this date.

Get Records: A push button that retrieves IDT information for the date entered in the IDT Date field.  To use this button, a date must be entered in the IDT Date field; otherwise, an error is generated.  The retrieved information pre-fills the fields on the lower portion of the panel.

Get All Records: A push button that retrieves all IDT scheduled information on file for the individual.  The retrieved information pre-fills the fields on the lower portion of the panel. 

Totals: A push button that displays the Member’s Drill Limits panel which reflects the member’s IDT totals and drill history. 

IDT Date: This field reflects the member’s scheduled IDT date. The user must select the Get Records or Get All Records option to pre-fill the field with the IDT Date scheduled. This field can not be left blank. 

The user may change the information to reflect the date that the IDT period was performed, if different from the date reflected.  Click the drop-down arrow to select a date from the drop-down calendar or type a new date in the field. 

The user may delete a row of IDT information by pressing <F8> while the cursor is in this field. 

Prd: (Period) This field reflects the drill period to be recorded.  The field is pre-filled with the period that was originally scheduled. The user enters 1 for the first period or 2 for the second period.  The user can also select the drill period by clicking on the drop-down arrow and then clicking on 1 or 2.  This field can not be left blank.

IDT UIC: This field reflects the Unit Identification Code of the unit where the member performed the IDT period.  This field can not be left blank.  If the information is changed from what was originally scheduled, the drill type field is cleared and the user must enter a new drill type.

Type:  This field reflects the type of IDT drill the member performed.  The field is pre-filled with the drill type that was originally scheduled.  The user can change the code by entering the correct drill type code or may select the code by clicking on the drop-down arrow and selecting the code from a drop-down list.   This field can not be left blank.  When the user has changed the IDT UIC, this field is cleared, forcing the user to enter the drill type code.

Rec: (Record) This check box indicates that IDT information on the row is accurate and is to be recorded.  When selected by the user, an asterisk appears next to the box to indicate that the drill has been recorded and saved but not yet posted to the database.

IDT Individual Verify/Post Panel

This panel reflects IDT periods that are identified for posting on the individual selected.  The user has the capability of posting drills to the database for payment, deleting drills, or taking no action on those drills.  The status of the drill reflects the type of record being submitted.  If IDT information displayed on the panel for posting is incorrect, the user cannot correct the data in this panel.  Corrections must be made in the Individual IDT Record panel.
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Field Descriptions/Required Actions

SSN:  Pre-filled based on the SSN or Name initially entered for this transaction.

Name: Pre-filled based on the SSN or Name initially entered for this transaction. 

Rank/Rate: Pre-filled based on the SSN or Name initially entered for this transaction.

DSC: (Duty Status Code) A three-position, numeric, system-generated code that identifies the current status of the member in terms of physical presence or absence.  This code is updated as transactions are processed.  It is pre-filled based on the SSN or Name initially entered for this transaction.  A list of Duty Status Codes occurs later in this document.

Pay Type: A display-only field that reflects the pay status of the member.  Pre-filled based on the SSN or Name initially entered for this transaction.

Records Retrieved: The number of IDT records retrieved for the selected individual.

RUIC: A display-only field that reflects the Reserve Unit Identification Code and the activity long title of the unit to which the member is attached.  Pre-filled based on the SSN or Name initially entered for this transaction.

Appr Inst: (Approval Instance) This field is used for Workflow.  It is pre-filled with a number and will not be changed by the user.

Appr Status: (Approval Status) This field is used for Workflow.  It is pre-filled with “Pending” and will never be changed by the user.  This field is changed by the NSIPS application when Workflow processing has occurred.

Appr Action: (Approval Action) This field is used for Workflow.  There are three actions that can occur in this field.

54. It is always pre-filled with the action “Approved.”  When the status is set to “Approved” and the panel is saved, the information is sent to the clerk’s supervisor or the next person in the review process.  

55. If the clerk does not want to send this transaction to the supervisor through Workflow (i.e., it is an incomplete transaction and needs more information), the Approval Action field can be set to “Incomplete” by selecting this from the drop-down arrow.  When the panel is saved, the transaction will NOT be sent to Workflow.  It will go to the "Pending" file.  The clerk can access the transaction by selecting "Pending" from the "Use" menu.  The transaction will be sent to Workflow ONLY when the clerk completes the transaction, re-sets the Approval Action to "Approved,” and saves the panel.

56. The supervisor can return the transaction to the clerk (or the previous person in the Workflow process) for revision.  The supervisor sets the Approval Action to "Recycle.”
Comments: This field is used for Workflow.  It is represented on the panel by a button.  The button allows the user to pop up a box and enter information pertaining to the transaction.  The text entered follows the transaction through the entire Workflow process.  Here a supervisor can send a message to the clerk if the transaction is being recycled for rework, or the clerk can attach a message about the transaction. 

Post All: Posts all records for the selected individual.

No Action All: No action for all records for the selected individual.

Delete All: Deletes all records for the selected individual.

Action: A display-only field that reflects the action being taken on the IDT periods reflected in the row.  The action will reflect “Post,” "No Action Taken," or “Delete” to indicate that the IDT period is to be posted to the database, no action is to be taken for that period, or that period is to be deleted from the database.

Actual IDT Date: A display-only field that reflects the date of the IDT period being posted.

Prd: (Period) A display-only field that reflects the period of the IDT drill being posted.

IDT UIC: A display-only field that reflects the UIC where the member performed the IDT being verified.

Type: A display-only field that reflects the type code and description of the IDT period being posted.

IDT Record Type: A display-only field that reflects the status of the IDT period being posted.  The status indicates if the period is being cancelled or recorded.  Pre-filled based on the SSN or Name initially entered for this transaction.

IDT Individual Arrears Processing Panel

This panel reflects IDT processing that may be done after a drill has occurred.  It will perform both the scheduling and recording functions.
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Field Descriptions/Required Actions

SSN: Pre-filled based on the SSN or Name initially entered for this transaction.

Name: Pre-filled based on the SSN or Name initially entered for this transaction.

Rank/Rate: Pre-filled based on the SSN or Name initially entered for this transaction.

DSC: (Duty Status Code) A three-position, numeric, system-generated code that identifies the current status of the member in terms of physical presence or absence.  This code is updated as transactions are processed.  It is pre-filled based on the SSN or Name initially entered for this transaction.  A list of Duty Status Codes occurs later in this document.

Pay Type: A display-only field that reflects the pay status of the member.  Pre-filled based on the SSN or Name initially entered for this transaction.

Verification Report: A button that will initiate an IDT Verification Report.  This button will appear once the panel has been saved.

RUIC: A display-only field that reflects the Reserve Unit Identification Code and the activity long title of the unit to which the member is attached.  Pre-filled based on the SSN or Name initially entered for this transaction.

Totals: A push button that displays the Member’s Drill Limits panel which reflects the member’s IDT totals and drill history.  An example of this panel follows the IDT Individual Schedule XE "IDT Individual Schedule"  panel.

Appr Instance: (Approval Instance) This field is used for Workflow.  It is pre-filled with a number and will not be changed by the user.

Appr Status: (Approval Status) This field is used for Workflow.  It is pre-filled with "Pending" and will never be changed by the user.  This field is changed by the NSIPS application when Workflow processing has occurred.

Appr Action: (Approval Action) This field is used for Workflow.  There are four actions that can occur in this field.

1.
When the status is set to "Approve" and the panel is saved, the information is sent to the clerk's supervisor or the next person in the review process.

2.
 A supervisor can choose to delete the transaction by setting the Approval Action to "Deny." 

3.
If the clerk does not want to send this transaction to the supervisor through Workflow (i.e., it is an incomplete transaction and needs more information), the Approval Action field can be set to "Incomplete" by selecting this from the drop-down arrow.  When the panel is saved, the transaction will NOT be sent to Workflow.  It will go to the "Pending" file.  The clerk can access the transaction by selecting "Pending" from the "Use" menu.  The transaction will be sent to Workflow ONLY when the clerk completes the transaction, re-sets the Approval Action to "Approved," and saves the panel.

4.
The supervisor can return the transaction to the clerk (or the previous person in the Workflow process) for revision.  The supervisor sets the Approval Action to "Recycle."

Comments: This field is used for Workflow.  It is represented on the panel by a button.  The button pops up a box and allows you to enter information pertaining to the transaction.  The text entered follows the transaction through the entire Workflow process.  Here a supervisor can send a message to the clerk if the transaction is being "Recycled" for rework, or the clerk can attach a message about the transaction.

IDT Date: A field that reflects the date of the IDT period being recorded.

Prd: (Period) A field that reflects the period of the IDT drill being recorded.

IDT UIC: A field that reflects the UIC where the member performed the IDT being recorded.

Type: A field that reflects the type code and description of the IDT period being recorded.

Original IDT Date: A field that reflects the original date of the IDT period being recorded.

Prd: (Period) A field that reflects the period of the original IDT drill being recorded.

Reason: This field reflects a code to indicate the reason the IDT was scheduled or rescheduled.  Type the correct code or click the drop-down arrow to select the code from a drop-down list of reason codes.  This field can not be left blank.

Status: This is a display-only field that reflects the status of the IDT record.

Comments: This field allows the user to enter information concerning the IDT period.

IDT Individual Cancel XE "IDT Individual Cancel"  Panel

This panel allows the user to cancel IDT periods that have already been posted and/or cancel drills that have not been posted.  The user may retrieve IDT records for a specific date or retrieve all IDT records reported for the past thirteen months on the member.
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Field Descriptions/Required Actions

SSN: Pre-filled based on the SSN or Name initially entered for this transaction.

Name: Pre-filled based on the SSN or Name initially entered for this transaction.

Rank/Rate: Pre-filled based on the SSN or Name initially entered for this transaction.

DSC: (Duty Status Code) A three-position, numeric, system-generated code that identifies the current status of the member in terms of physical presence or absence.  This code is updated as transactions are processed.  It is pre-filled based on the SSN or Name initially entered for this transaction.  A list of Duty Status Codes occurs later in this document.

Pay Type: A display-only field that reflects the pay status of the member.  Pre-filled based on the SSN or Name initially entered for this transaction.

RUIC: A display-only field that reflects the Reserve Unit Identification Code and the activity long title of the unit to which the member is attached.  Pre-filled based on the SSN or Name initially entered for this transaction.

Appr Instance: (Approval Instance) This field is used for Workflow.  It is pre-filled with a number and will not be changed by the user.

Appr Status: (Approval Status) This field is used for Workflow.  It is pre-filled with "Pending" and will never be changed by the user.  This field is changed by the NSIPS application when Workflow processing has occurred.

Appr Action: (Approval Action) This field is used for Workflow.  There are four actions that can occur in this field.

1.
When the status is set to "Approve" and the panel is saved, the information is sent to the clerk's supervisor or the next person in the review process.

2.
 A supervisor can choose to delete the transaction by setting the Approval Action to "Deny." 

3.
If the clerk does not want to send this transaction to the supervisor through Workflow (i.e., it is an incomplete transaction and needs more information), the Approval Action field can be set to "Incomplete" by selecting this from the drop-down arrow.  When the panel is saved, the transaction will NOT be sent to Workflow.  It will go to the "Pending" file.  The clerk can access the transaction by selecting "Pending" from the "Use" menu.  The transaction will be sent to Workflow ONLY when the clerk completes the transaction, re-sets the Approval Action to "Approved," and saves the panel.

4.
The supervisor can return the transaction to the clerk (or the previous person in the Workflow process) for revision.  The supervisor sets the Approval Action to "Recycle."

Comments: This field is used for Workflow.  It is represented on the panel by a button.  The button pops up a box and allows you to enter information pertaining to the transaction.  The text entered follows the transaction through the entire Workflow process.  Here a supervisor can send a message to the clerk if the transaction is being "Recycled" for rework, or the clerk can attach a message about the transaction.

IDT Date: This field reflects the member’s IDT date to be cancelled.  Type the date in the field in the MM/DD/YYYY format or select a date from the drop-down calendar by clicking on the down arrow.  This date is used when the user selects the Get Records button to retrieve records on the individual listed for this date.

Get Records: A push button used to retrieve IDT information for the date entered in the IDT Date field.  A date must be entered in the IDT Date field in order to activate this button.  The retrieved information pre-fills the fields on the lower portion of the panel. Since the system can retrieve more IDT periods than can be displayed on the panel at one time, a scroll bar is provided on the right side of the panel to allow the user to scroll through all IDT periods to be cancelled.

Get All Records: A push button used to retrieve all IDT information on file for the individual for the previous thirteen months.  The retrieved information pre-fills the fields on the lower portion of the panel.  Since the system can retrieve more IDT periods than can be displayed on the panel at one time, a scroll bar is provided on the right side of the panel to allow the user to scroll through all IDT periods to be cancelled.

Actual IDT Date: This field reflects the date of the IDT period to be cancelled.  Pre-filled by selecting the Get Records or Get All Records option with information on IDT periods stored on the database.

Prd: (Period) This field indicates the period of the IDT information reflected on that row.  Pre-filled by selecting the Get Records or Get All Records option with information on IDT periods stored on the database.

UIC of IDT Performance: This field indicates the UIC where the IDT period was performed.  Pre-filled by selecting the Get Records or Get All Records option with information on IDT periods stored on the database.

Type: This field indicates the type drill for the IDT information reflected on that row.  Pre-filled by selecting the Get Records or Get All Records option with information on IDT periods stored on the database.

Record Status: A display-only field that reflects the record status of the IDT information being displayed.  Pre-filled by selecting the Get Records or Get All Records option with information on IDT periods stored on the database.

Cancel: A check box that indicates that the IDT information reflected is to be cancelled.  The user must exercise care in reporting IDT information for cancellation.

IDT Individual Reprocess - Create

This process allows the user to reprocess IDT periods that have been cancelled or rejected.
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Field Descriptions/Required Actions

SSN: Pre-filled based on the SSN or Name initially entered for this transaction.

Name: Pre-filled based on the SSN or Name initially entered for this transaction.

Rank/Rate: Pre-filled based on the SSN or Name initially entered for this transaction.

DSC: (Duty Status Code) A three-position, numeric, system-generated code that identifies the current status of the member in terms of physical presence or absence.  This code is updated as transactions are processed.  It is pre-filled based on the SSN or Name initially entered for this transaction.  A list of Duty Status Codes occurs later in this document.

Pay Type: A display-only field that reflects the Pay Status of the member.  This field is pre-filled based on the SSN or Name initially entered for this transaction.

RUIC: A display-only field that reflects the Reserve Unit Identification Code and the activity long title of the unit to which the member is attached.  Pre-filled based on the SSN or Name initially entered for this transaction.

Totals: A push button that displays the Member’s Drill Limits panel which reflects the member’s IDT totals and drill history.  An example of this panel follows the IDT Individual Schedule XE "IDT Individual Schedule"  panel.

Appr Instance: (Approval Instance) This field is used for Workflow.  It is pre-filled with a number and will not be changed by the user.

Appr Status: (Approval Status) This field is used for Workflow.  It is pre-filled with "Pending" and will never be changed by the user.  This field is changed by the NSIPS application when Workflow processing has occurred.

Appr Action: (Approval Action) This field is used for Workflow.  There are four actions that can occur in this field.

1.
When the status is set to "Approve" and the panel is saved, the information is sent to the clerk's supervisor or the next person in the review process.

2.
 A supervisor can choose to delete the transaction by setting the Approval Action to "Deny." 

3.
If the clerk does not want to send this transaction to the supervisor through Workflow (i.e., it is an incomplete transaction and needs more information), the Approval Action field can be set to "Incomplete" by selecting this from the drop-down arrow.  When the panel is saved, the transaction will NOT be sent to Workflow.  It will go to the "Pending" file.  The clerk can access the transaction by selecting "Pending" from the "Use" menu.  The transaction will be sent to Workflow ONLY when the clerk completes the transaction, re-sets the Approval Action to "Approved," and saves the panel.

4.
The supervisor can return the transaction to the clerk (or the previous person in the Workflow process) for revision.  The supervisor sets the Approval Action to "Recycle."

Comments: This field is used for Workflow.  It is represented on the panel by a button.  The button pops up a box and allows you to enter information pertaining to the transaction.  The text entered follows the transaction through the entire Workflow process.  Here a supervisor can send a message to the clerk if the transaction is being "Recycled" for rework, or the clerk can attach a message about the transaction.

IDT Date: This field reflects the member’s IDT date to be reposted.  Type the date in the field in the MM/DD/YYYY format or select a date from the drop-down calendar by clicking on the down arrow.  This date is used when the user selects the Get Records button to retrieve records on the individual listed for this date.

Get Records: A push button used to retrieve IDT information for the date entered in the IDT Date field.  A date must be entered in the IDT Date field in order to activate this button.  The retrieved information pre-fills the fields on the lower portion of the panel. Since the system can retrieve more IDT periods than can be displayed on the panel at one time, a scroll bar is provided on the right side of the panel to allow the user to scroll through all IDT periods to be reposted.

Get All Posted-Cancelled Records: A push button used to retrieve all IDT information on file for the individual for the previous thirteen months.  The retrieved information pre-fills the fields on the lower portion of the panel.  Since the system can retrieve more IDT periods than can be displayed on the panel at one time, a scroll bar is provided on the right side of the panel to allow the user to scroll through all IDT periods to be reposted.

Actual IDT Date: This field reflects the member’s IDT dates that are reflected as cancelled on the database that can be reprocessed.  Pre-filled based on the SSN or Name initially entered for this transaction.

Prd: This field reflects the drill period for the IDT date indicated.  Pre-filled based on the SSN or Name initially entered for this transaction.

UIC of IDT Performance: This field indicates the UIC where the IDT period was performed.

Type: This field indicates the type drill for the IDT information.

Re-Post: This check box indicates that IDT information on the row is accurate and is to be reprocessed.  The box must be selected for each Row that is to be reprocessed.

IDT Individual Reprocess - Pending

This process allows the user to reprocess IDT periods that have been cancelled or rejected.
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Field Descriptions/Required Actions

SSN: Pre-filled based on the SSN or Name initially entered for this transaction.

Name: Pre-filled based on the SSN or Name initially entered for this transaction.

Rank/Rate: Pre-filled based on the SSN or Name initially entered for this transaction.

DSC: (Duty Status Code) A three-position, numeric, system-generated code that identifies the current status of the member in terms of physical presence or absence.  This code is updated as transactions are processed.  It is pre-filled based on the SSN or Name initially entered for this transaction.  A list of Duty Status Codes occurs later in this document.

Pay Type: A display-only field that reflects the Pay Status of the member.  This field is pre-filled based on the SSN or Name initially entered for this transaction.

RUIC: A display-only field that reflects the Reserve Unit Identification Code and the activity long title of the unit to which the member is attached.  Pre-filled based on the SSN or Name initially entered for this transaction.

Totals: A push button that displays the Member’s Drill Limits panel which reflects the member’s IDT totals and drill history.  An example of this panel follows the IDT Individual Schedule XE "IDT Individual Schedule"  panel.

Appr Instance: (Approval Instance) This field is used for Workflow.  It is pre-filled with a number and will not be changed by the user.

Appr Status: (Approval Status) This field is used for Workflow.  It is pre-filled with "Pending" and will never be changed by the user.  This field is changed by the NSIPS application when Workflow processing has occurred.

Appr Action: (Approval Action) This field is used for Workflow.  There are four actions that can occur in this field.

1.
When the status is set to "Approve" and the panel is saved, the information is sent to the clerk's supervisor or the next person in the review process.

2.
 A supervisor can choose to delete the transaction by setting the Approval Action to "Deny." 

3.
If the clerk does not want to send this transaction to the supervisor through Workflow (i.e., it is an incomplete transaction and needs more information), the Approval Action field can be set to "Incomplete" by selecting this from the drop-down arrow.  When the panel is saved, the transaction will NOT be sent to Workflow.  It will go to the "Pending" file.  The clerk can access the transaction by selecting "Pending" from the "Use" menu.  The transaction will be sent to Workflow ONLY when the clerk completes the transaction, re-sets the Approval Action to "Approved," and saves the panel.

4.
The supervisor can return the transaction to the clerk (or the previous person in the Workflow process) for revision.  The supervisor sets the Approval Action to "Recycle."

Comments: This field is used for Workflow.  It is represented on the panel by a button.  The button pops up a box and allows you to enter information pertaining to the transaction.  The text entered follows the transaction through the entire Workflow process.  Here a supervisor can send a message to the clerk if the transaction is being "Recycled" for rework, or the clerk can attach a message about the transaction.

Actual IDT Date: This field reflects the member’s IDT dates that are reflected as cancelled on the database that can be reprocessed.  Pre-filled based on the SSN or Name initially entered for this transaction.

Prd: This field reflects the drill period for the IDT date indicated.  Pre-filled based on the SSN or Name initially entered for this transaction.

UIC of IDT Performance: This field indicates the UIC where the IDT period was performed.

Type: This field indicates the type drill for the IDT information.

Re-Post: This check box indicates that IDT information on the row is accurate and is to be reprocessed.  The box must be selected for each Row that is to be reprocessed.

IDT Unit Schedule Panel

This panel is used to maintain the unit IDT schedule.  The user has the capability of performing mass scheduling, scheduling changes, rescheduling, deleting scheduled IDTs, and recording scheduled IDTs.  The user determines the selection criteria and drill information. The IDTs can be processed by the UIC, by a drill weekend, or by a specific Department, Division XE "Division" , or Shop XE "Shop" .  Unit IDT must be scheduled in advance and can not be scheduled on the same day it is to be performed.
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Field Descriptions/Required Actions

UIC: Pre-filled based on the UIC entered for this transaction.  It reflects the Unit Identification Code and command short title of the unit being scheduled.

Schedule:  A radio button used to indicate the user is scheduling the IDT dates and periods for the unit selected.

Reschedule: A radio button used to indicate the user is rescheduling the IDT dates and periods previously scheduled for the unit selected.

Schedule Delete: A radio button used to indicate the user is deleting previously scheduled IDT dates and periods for the unit selected.

IDT UIC Selection Scope: This is the title of the section on the panel where the user defines a selection criteria within the unit to limit the individuals being scheduled, rescheduled, scheduled for deletion, or recorded.  The user indicates the drill weekend and one of the following specific groups: UIC, Dept, Division XE "Division" , or Shop XE "Shop" .

Drill Weekend XE "Drill Weekend" : This field indicates the drill weekend associated with the unit or the group and IDT information being scheduled, rescheduled, scheduled for deletion, or recorded.  Type the drill weekend number or select the number by clicking on the drop-down arrow and choosing the number from the drop-down box.  Using this option will only select records that reflect the drill weekend selected for processing.

Select Specific Groups: This is the title of the section where the user indicates a specific group of individuals to be processed in the panel.  Only one selection can be processed at a time; however, more than one department, division, or shop can be selected.

UIC: A radio button used to indicate that the user is processing all individuals assigned to the unit.

Dept: A radio button used to indicate that the user is selecting individuals assigned to specific departments within the unit.  The user may select up to five different departments for processing.

Division XE "Division" : A radio button used to indicate that the user is selecting individuals assigned to specific divisions within the unit.  The user may select up to five different divisions for processing.

Shop XE "Shop" : A radio button used to indicate that the user is selecting individuals assigned to specific shops within the unit.  The user may select up to five different shops for processing.

IDT Information: This section is for the user to indicate the IDT dates, periods, and drill type being scheduled, rescheduled, or scheduled for deletion.  Up to three IDT dates may be scheduled, rescheduled, or recorded in one process.

IDT Date: This field reflects the date being scheduled for the unit or group selected.  The date may be entered in the MM/DD/YYYY format, or the user may select a date by clicking on the drop-down arrow and choosing a date from the drop-down calendar. This field is available when the schedule, reschedule, or schedule delete radio button is selected.

Period: This field reflects the periods that are being scheduled for the IDT date in the row.  There are two selections available to the user for each IDT date.  The first, when selected, indicates period 1; and the second indicates period 2.  Both selections are pre-filled for the user when the user tabs out of the IDT Date field.  The user can clear any period not desired by clicking on the period. 

Reschedule Date: This field reflects the date being rescheduled for the unit or group selected.  The date may be entered in the MM/DD/YYYY format, or the user may select a date by clicking on the drop-down arrow and choosing a date from the drop-down calendar. This field is only available when the Reschedule process is selected.

Period: This field reflects the periods that are being rescheduled for the IDT reschedule date in the row.  There are two selections available to the user for each IDT reschedule date.  The first, when selected, indicates period 1; and the second indicates period 2.  Both selections are pre-filled for the user when the user tabs out of the IDT reschedule date field. The user can clear any period not desired by clicking on the period. 

Drill Type: This field reflects the type of IDT drill the member is scheduled to perform.  Enter the correct drill type code or select the code by clicking on the drop-down arrow and then selecting the code from a drop-down list. This field can not be left blank.

Process Selection: A push button used to process the information entered on the panel.  When the processing is completed, the user is notified by a pop-up message and is told that the selections have been processed but must be saved.  The user must then save the panel before going to the next process, or the changes will not be applied.

Unit Schedule Member Processing Panel
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This panel appears when the user is recording IDTs by unit and allows the user to choose drills that should or should not be recorded.  The check box to the left indicates those drills that have been selected for processing.  To not process an individual for that drill, remove the check from this box.

Field Descriptions/Required Actions

UIC: Pre-filled based on the UIC entered for this transaction and reflects the Unit Identification Code and command short title of the unit being scheduled.

Select All: This button will select all individual IDT periods listed.

De-select All: This button will de-select all individual IDT periods listed.

Total Records: Pre-filled based on the number of records assigned to the UIC.

Total Selected: Pre-filled based on total records selected and indicated by a check mark on the left-hand side of the panel.

SSN: A display-only field that reflects the SSN of the individual to whom the IDT information on that row pertains.  It is pre-filled based on the IDT UIC Selection Scope the user entered on the IDT UIC Panel for this transaction.

Name: A display-only field that reflects the Name of the individual to whom the IDT information on that row pertains.  It is pre-filled based on the IDT UIC Selection Scope the user entered on the IDT UIC Panel for this transaction.

Original IDT Date: A display-only field that reflects the Original IDT Date to be recorded for the individual listed on the row.  It is pre-filled based on the IDT UIC Selection Scope the user entered on the IDT UIC Panel for this transaction.

Prd: (Period) This field reflects the original IDT period to be recorded for the individual listed on the row.  It is pre-filled based on the IDT UIC Selection Scope the user entered on the IDT UIC Panel for this transaction. The user may update the field when the Chg indicator has been selected to reflect a change to the original IDT period or when the individual has been rescheduled to perform the IDT period.

Rescheduled IDT Date: This field reflects the Original IDT Date to be recorded for the individual listed on the row.  It is pre-filled based on the IDT UIC Selection Scope the user entered on the IDT UIC Panel for this transaction.  The user may enter the date that the individual has been rescheduled to perform the IDT period.   If the user rescheduled the original IDT period, this IDT period must be processed for the date the member actually performed the IDT period using the Individual IDT Panels.

Prd: (Period) This field reflects the rescheduled IDT for the individual listed on the row.

Type: This field reflects the original IDT drill type for the individual listed on the row.  It is pre-filled based on the IDT UIC Selection Scope the user entered on the IDT UIC Panel for this transaction. The user may update the field to reflect a change to the original IDT Drill Type or when the individual has been rescheduled to perform the IDT period.

Rsn Cd: (Reason Code) This field reflects the original IDT schedule reason code for the individual listed on the row.  It is pre-filled based on the IDT UIC Selection Scope the user entered on the IDT UIC Panel for this transaction. The user may update the field to reflect why the individual has been rescheduled to perform the IDT period.

IDT Unit Record Panel
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Field Descriptions/Required Actions

UIC: Pre-filled based on the UIC entered for this transaction.  It reflects the Unit Identification Code and command short title of the unit being scheduled.

Verification Rpt: A button that will initiate an IDT Verification Report.  This button will appear once the panel has been saved.

Appr Instance: (Approval Instance) This field is used for Workflow.  It is pre-filled with a number and will not be changed by the user.

Appr Status: (Approval Status) This field is used for Workflow.  It is pre-filled with "Pending" and will never be changed by the user.  This field is changed by the NSIPS application when Workflow processing has occurred.

Appr Action: (Approval Action) This field is used for Workflow.  There are four actions that can occur in this field.

1.
When the status is set to "Approve" and the panel is saved, the information is sent to the clerk's supervisor or the next person in the review process.

2.
 A supervisor can choose to delete the transaction by setting the Approval Action to "Deny." 

3.
If the clerk does not want to send this transaction to the supervisor through Workflow (i.e., it is an incomplete transaction and needs more information), the Approval Action field can be set to "Incomplete" by selecting this from the drop-down arrow.  When the panel is saved, the transaction will NOT be sent to Workflow.  It will go to the "Pending" file.  The clerk can access the transaction by selecting "Pending" from the "Use" menu.  The transaction will be sent to Workflow ONLY when the clerk completes the transaction, re-sets the Approval Action to "Approved," and saves the panel.

4.
The supervisor can return the transaction to the clerk (or the previous person in the Workflow process) for revision.  The supervisor sets the Approval Action to "Recycle."

Comments: This field is used for Workflow.  It is represented on the panel by a button.  The button pops up a box and allows you to enter information pertaining to the transaction.  The text entered follows the transaction through the entire Workflow process.  Here a supervisor can send a message to the clerk if the transaction is being recycled for rework, or the clerk can attach a message about the transaction.

IDT UIC Selection Scope: This is the title of the section on the panel where the user defines a selection criteria within the unit to limit the individuals being scheduled, rescheduled, scheduled for deletion, or recorded.  The user indicates the drill weekend and one of the following specific groups: UIC, Dept, Division XE "Division" , or Shop XE "Shop" .

Drill Weekend XE "Drill Weekend" : This field indicates the drill weekend associated with the unit or the group and IDT information being scheduled, rescheduled, scheduled for deletion, or recorded.  Type the drill weekend number or select the number by clicking on the drop-down arrow and choosing the number from the drop-down box.  Using this option will select only records that reflect the drill weekend selected for processing.

Select Specific Groups: This is the title of the section where the user indicates a specific group of individuals to be processed in the panel.  Only one selection can be processed at a time; however, more than one department, division, or shop can be selected.

UIC: A radio button used to indicate that the user is processing all individuals assigned to the unit.

Dept: A radio button used to indicate that the user is selecting individuals assigned to specific departments within the unit.  The user may select up to five different departments for processing.

Division XE "Division" : A radio button used to indicate that the user is selecting individuals assigned to specific divisions within the unit.  The user may select up to five different divisions for processing.

Shop XE "Shop" : A radio button used to indicate that the user is selecting individuals assigned to specific shops within the unit.  The user may select up to five different shops for processing.

IDT Information: This section is for the user to indicate the IDT dates, periods, and drill type being recorded.  Up to three IDT dates may be recorded in one process.

IDT Date: This field displays the IDT Date to be posted for the individual listed on the row.  It is pre-filled based on the UIC the user entered for this transaction.

Period: (Period) This field displays the IDT period to be posted for the individual listed on the row.  It is pre-filled based on the UIC the user entered for this transaction. 

Process Selection: A push button used to process the information entered on the panel.  When the processing is completed, the user is notified by a pop-up message and is told that the selections have been processed but must be saved.  The user must then save the panel before going to the next process, or the changes will not be applied.

Unit Record Member Processing Panel
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This panel appears when the user is recording IDTs by unit and allows the user to delete or reschedule drills that should not be recorded.  The check box to the left indicates those drills that have been selected for processing.  To not process an individual for that drill, remove the check from this box.

Field Descriptions/Required Actions

UIC: Pre-filled based on the UIC entered for this transaction and reflects the Unit Identification Code and command short title of the unit being scheduled.

Select All: This button will select all individual IDT periods listed.

De-select All: This button will de-select all individual IDT periods listed.

Total Records: Pre-filled based on the number of records assigned to the UIC.

Total Selected: Pre-filled based on total records selected and indicated by a check mark on the left-hand side of the panel.

SSN: A display-only field that reflects the SSN of the individual to whom the IDT information on that row pertains.  It is pre-filled based on the IDT UIC Selection Scope the user entered on the IDT UIC Panel for this transaction.

Name: A display-only field that reflects the Name of the individual to whom the IDT information on that row pertains.  It is pre-filled based on the IDT UIC Selection Scope the user entered on the IDT UIC Panel for this transaction.

Original IDT Date: A display-only field that reflects the Original IDT Date to be recorded for the individual listed on the row.  It is pre-filled based on the IDT UIC Selection Scope the user entered on the IDT UIC Panel for this transaction.

Prd: (Period) This field reflects the original IDT period to be recorded for the individual listed on the row.  It is pre-filled based on the IDT UIC Selection Scope the user entered on the IDT UIC Panel for this transaction. The user may update the field to reflect a change to the original IDT period or when the individual has been rescheduled to perform the IDT period.

Rescheduled IDT Date: This field reflects the Original IDT Date to be recorded for the individual listed on the row.  It is pre-filled based on the IDT UIC Selection Scope the user entered on the IDT UIC Panel for this transaction.  The user may update the field to reflect the date that the individual performed the IDT period.

Prd: (Period) This field reflects the IDT period to be recorded for the individual listed on the row.

Type: This field reflects the original IDT drill type to be recorded for the individual listed on the row.  It is pre-filled based on the IDT UIC Selection Scope the user entered on the IDT UIC Panel for this transaction. The user may update the field to reflect a change to the original IDT Drill Type or when the individual has been rescheduled to perform the IDT period.

Rsn Cd: (Reason Code) This field reflects the original IDT schedule reason code for the individual listed on the row.  It is pre-filled based on the IDT UIC Selection Scope the user entered on the IDT UIC Panel for this transaction. The user may update the field to reflect why the individual has been rescheduled to perform the IDT period.

IDT Unit Arrears Processing
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Field Descriptions/Required Actions

UIC: Pre-filled based on the UIC entered for this transaction.  It reflects the Unit Identification Code and command short title of the unit being scheduled.

Appr Instance: (Approval Instance) This field is used for Workflow.  It is pre-filled with a number and will not be changed by the user.

Appr Status: (Approval Status) This field is used for Workflow.  It is pre-filled with "Pending" and will never be changed by the user.  This field is changed by the NSIPS application when Workflow processing has occurred.

Appr Action: (Approval Action) This field is used for Workflow.  There are four actions that can occur in this field.

1.
When the status is set to "Approve" and the panel is saved, the information is sent to the clerk's supervisor or the next person in the review process.

2.
 A supervisor can choose to delete the transaction by setting the Approval Action to "Deny." 

3. If the clerk does not want to send this transaction to the supervisor through Workflow (i.e., it is an incomplete transaction and needs more information), the Approval Action field can be set to "Incomplete" by selecting this from the drop-down arrow.  When the panel is saved, the transaction will NOT be sent to Workflow.  It will go to the "Pending" file.  The clerk can access the transaction by selecting "Pending" from the "Use" menu.  The transaction will be sent to Workflow ONLY when the clerk completes the transaction, re-sets the Approval Action to "Approved," and saves the panel.

4.
The supervisor can return the transaction to the clerk (or the previous person in the Workflow process) for revision.  The supervisor sets the Approval Action to "Recycle."

Comments: This field is used for Workflow.  It is represented on the panel by a button.  The button pops up a box and allows you to enter information pertaining to the transaction.  The text entered follows the transaction through the entire Workflow process.  Here a supervisor can send a message to the clerk if the transaction is being recycled for rework, or the clerk can attach a message about the transaction.

IDT UIC Selection Scope: This is the title of the section on the panel where the user defines a selection criteria within the unit to limit the individuals being scheduled, rescheduled, scheduled for deletion, or recorded.  The user indicates the drill weekend and one of the following specific groups: UIC, Dept, Division XE "Division" , or Shop XE "Shop" .

Drill Weekend XE "Drill Weekend" : This field indicates the drill weekend associated with the unit or the group and IDT information being scheduled, rescheduled, scheduled for deletion, or recorded.  Type the drill weekend number or select the number by clicking on the drop-down arrow and choosing the number from the drop-down box.  Using this option will select only records that reflect the drill weekend selected for processing.

Select Specific Groups: This is the title of the section where the user indicates a specific group of individuals to be processed in the panel.  Only one selection can be processed at a time; however, more than one department, division, or shop can be selected.

UIC: A radio button used to indicate that the user is processing all individuals assigned to the unit.

Dept: A radio button used to indicate that the user is selecting individuals assigned to specific departments within the unit.  The user may select up to five different departments for processing.

Division XE "Division" : A radio button used to indicate that the user is selecting individuals assigned to specific divisions within the unit.  The user may select up to five different divisions for processing.

Shop XE "Shop" : A radio button used to indicate that the user is selecting individuals assigned to specific shops within the unit.  The user may select up to five different shops for processing.

IDT Information: This section is for the user to indicate the IDT dates, periods, and drill type being scheduled and recorded.  Up to three IDT dates may be scheduled, rescheduled, or recorded in one process.

IDT Date: This field displays the IDT Date to be recorded for the individual listed on the row.

Period: (Period) This field displays the IDT period to be recorded for the individual listed on the row.

Drill Type: This field reflects the type of IDT drill the member is scheduled to perform.  Enter the correct drill type code or select the code by clicking on the drop-down arrow and then selecting the code from a drop-down list. This field can not be left blank.

Process Selection: A push button used to process the information entered on the panel.  When the processing is completed, the user is notified by a pop-up message and is told that the selections have been processed but must be saved.  The user must then save the panel before going to the next process, or the changes will not be applied.

IDT Unit Arrears Member Processing Panel
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This panel appears when the user is recording IDTs by unit and allows the user to select or de-select drills that should not be recorded.  The check box to the left indicates those drills that have been selected for processing.  To not process an individual for that drill, remove the check from this box.

Field Descriptions/Required Actions

UIC: Pre-filled based on the UIC entered for this transaction and reflects the Unit Identification Code and command short title of the unit being scheduled.

Select All: This button will select all individual IDT periods listed.

De-select All: This button will de-select all individual IDT periods listed.

Total Records: Pre-filled based on the number of records assigned to the UIC.

Total Selected: Pre-filled based on total records selected and indicated by a check mark on the left-hand side of the panel.

SSN: A display-only field that reflects the SSN of the individual to whom the IDT information on that row pertains.  It is pre-filled based on the IDT UIC Selection Scope the user entered on the IDT UIC Panel for this transaction.

Name: A display-only field that reflects the Name of the individual to whom the IDT information on that row pertains.  It is pre-filled based on the IDT UIC Selection Scope the user entered on the IDT UIC Panel for this transaction.

Original IDT Date: This field reflects the Original IDT Date to be recorded for the individual listed on the row.  It is pre-filled based on the IDT UIC Selection Scope the user entered on the IDT UIC Panel for this transaction.

Prd: (Period) This field reflects the original IDT period to be recorded for the individual listed on the row.  It is pre-filled based on the IDT UIC Selection Scope the user entered on the IDT UIC Panel for this transaction. The user may update the field to reflect a change to the original IDT period or when the individual has been rescheduled to perform the IDT period.

Rescheduled IDT Date: This field reflects the Original IDT Date to be recorded for the individual listed on the row.  It is pre-filled based on the IDT UIC Selection Scope the user entered on the IDT UIC Panel for this transaction.  The user may update the field to reflect the date that the individual has performed the IDT period.

Prd: (Period) This field reflects the IDT period to be recorded for the individual listed on the row.

Type: This field reflects the original IDT drill type to be recorded for the individual listed on the row.  It is pre-filled based on the IDT UIC Selection Scope the user entered on the IDT UIC Panel for this transaction. The user may update the field to reflect a change to the original IDT Drill Type or when the individual has been rescheduled to perform the IDT period.

Rsn Cd: (Reason Code) This field reflects the original IDT schedule reason code for the individual listed on the row.  It is pre-filled based on the IDT UIC Selection Scope the user entered on the IDT UIC Panel for this transaction. The user may update the field to reflect why the individual has been rescheduled to perform the IDT period.

IDT Unit Verify Arrears - Pending
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Field Descriptions/Required Actions

RUIC: Pre-filled based on the UIC entered for this transaction and reflects the Unit Identification Code and command short title of the unit being scheduled.

Records Retrieved: The number of pending records retrieved for the UIC initially entered for this transaction.

Appr Instance: (Approval Instance) This field is used for Workflow.  It is pre-filled with a number and will not be changed by the user.

Appr Status: (Approval Status) This field is used for Workflow.  It is pre-filled with "Pending" and will never be changed by the user.  This field is changed by the NSIPS application when Workflow processing has occurred.

Appr Action: (Approval Action) This field is used for Workflow.  There are four actions that can occur in this field.

1.
When the status is set to "Approve" and the panel is saved, the information is sent to the clerk's supervisor or the next person in the review process.

2.
 A supervisor can choose to delete the transaction by setting the Approval Action to "Deny." This action has no effect in the Verify Arrears process.

3.
If the clerk does not want to send this transaction to the supervisor through Workflow (i.e., it is an incomplete transaction and needs more information), the Approval Action field can be set to "Incomplete" by selecting this from the drop-down arrow.  When the panel is saved, the transaction will NOT be sent to Workflow.  It will go to the "Pending" file.  The clerk can access the transaction by selecting "Pending" from the "Use" menu.  The transaction will be sent to Workflow ONLY when the clerk completes the transaction, re-sets the Approval Action to "Approved," and saves the panel.

4.
The supervisor can return the transaction to the clerk (or the previous person in the Workflow process) for revision.  The supervisor sets the Approval Action to "Recycle."
Comments: This field is used for Workflow.  It is represented on the panel by a button.  The button pops up a box and allows you to enter information pertaining to the transaction.  The text entered follows the transaction through the entire Workflow process.  Here a supervisor can send a message to the clerk if the transaction is being recycled for rework.

Post All: This button will set the Action for all rows to P.

No Action All: This button will set the Action for all rows to N.

Delete All: This button will set the Action for all rows to D.

Action: The action to be taken on that row, either 'P'ost, 'N'o Action, or 'D'elete.

SSN: Pre-filled based on the UIC initially entered for this transaction.

Name: Pre-filled based on the UIC initially entered for this transaction.

IDT Date: Pre-filled based on the UIC initially entered for this transaction.

Prd: (Period) Pre-filled based on the UIC initially entered for this transaction.

Type: Pre-filled based on the UIC initially entered for this transaction.

IDT Record Type: Pre-filled based on the UIC initially entered for this transaction.

IDT Incentive Pay - Create Panel

This panel allows the user to process incentive pay for drills completed for the month selected.  The user also has the capability to set a flag that will include incentive payments for drills performed by the member later during the month selected.  This panel is to be used to report incentive pay not reported with the regular IDT submission.
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Field Descriptions/Required Actions

SSN: Pre-filled based on the SSN or Name initially entered for this transaction.

Name: Pre-filled based on the SSN or Name initially entered for this transaction.

Rank/Rate: Pre-filled based on the SSN or Name initially entered for this transaction.

Pay Type: This field displays the pay status of the member.  Pre-filled based on the SSN or Name initially entered for this transaction.

DSC: (Duty Status Code) A three-position, numeric, system-generated code that identifies the current status of the member in terms of physical presence or absence.  This code is updated as transactions are processed.  It is pre-filled based on the SSN or Name initially entered for this transaction.  A list of Duty Status Codes occurs later in this document.

RUIC: This field displays the Reserve Unit Identification Code and the activity long title of the unit to which the member is attached.  Pre-filled based on the SSN or Name initially entered for this transaction.

Totals: A push button used to activate the Member’s UIC Address Panel to reflect the member’s IDT totals and drill history. 

Appr Inst:  (Approval Instance) This field is used for Workflow.  It is pre-filled with a number and will never be changed by the user. 

Appr Status: (Approval Status) This field is use for Workflow.  It is pre-filled with “Pending” and will never be changed by the user.  The field is changed by the NSIPS application when Workflow processing has occurred. 

Appr Action:  (Approval Action) This field is used by Workflow.  There are four actions that can occur in this field.  

1.
It is always pre-filled with “Approved.”  When the status is set to “Approved” and the panel is saved, the information is sent to the clerk’s supervisor or the next person in the review process. 

2.
If the clerk does not want to send this transaction to the supervisor through Workflow (i.e., it is an incomplete transaction and needs more information), the Approval Action field can be set to “Incomplete,” by selecting this from the drop-down list.  When the panel is saved, the transaction is not sent to Workflow.  It will go to the “Pending” file.  The clerk can access the transaction by selecting “Pending” from the “Use” menu.  The transaction will be sent to Workflow ONLY when the clerk completes the transaction, re-sets the Approval Action to “Approved,” and saves the panel.

3.
The supervisor can return the transaction to the clerk (or the previous person in the Workflow process) for revision.  The supervisor sets the Approval Action to “Recycle.”  

4.
The supervisor can choose to delete the transaction by setting the Approval Action to “Deny.” 

Comments: This field is used for Workflow.  It is activated on the panel by a button.  The button pops up a box and allows the user to enter information pertaining to the transaction.  The text entered follows the transaction through the entire Workflow process.  Here a supervisor can send a message to the clerk if the transaction is being “Recycled” for rework, or the clerk can attach a message about the transaction.

Year: This field indicates the year for the IDT incentive pay being processed for payment.  The year is entered in the YYYY format and can be obtained by using the drop-down list.  The field can not reflect a future year.

Month: This field indicates the month for the IDT incentive pay being processed for payment.  The system will review the IDT history on the individual for the month selected to determine if any IDT periods have been reported that can be processed for IDT incentive pay.

Inc Pay: (Incentive Pay) This field indicates the type of IDT incentive pay being processed.  The user may enter the correct code or may select the code by clicking on the drop-down arrow and choosing the appropriate code from the drop-down list.

Inactive Duty Training – Inquire – IDT/Incentive Pay History Panel

This panel provides the IDT/incentive pay history for the last thirteen months on the individual selected.  The incentive pay history is displayed initially, and the user has the capability to review the IDT totals information from this panel by selecting the Totals push button.  This inquiry capability allows the user to conduct research on IDT performance from a single source.
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Field Descriptions/Required Actions

SSN: Pre-filled based on the SSN or Name initially entered for this inquiry.

Name: Pre-filled based on the SSN or Name initially entered for this inquiry.

Totals: A push button used to activate the Member’s UIC Address Panel to reflect the member’s IDT totals and drill history. 

Rank/Rate: Pre-filled based on the SSN or Name initially entered for this inquiry.

Pay Status: This field displays the pay status of the member.  Pre-filled based on the SSN or Name initially entered for this inquiry.

RUIC: This field displays the Reserve Unit Identification Code and the activity long title of the unit to which the member is attached.  Pre-filled based on the SSN or Name initially entered for this inquiry.

Year: This field displays the year for the IDT incentive pay being reflected on the row.  The year is displayed in the YYYY format.

Month: This field displays the month for the IDT incentive pay being reflected on the row.  The month is displayed in the MM format.

Incentive Pay: This field displays the type of IDT incentive pay being reflected on the row.  

IDT Clerk Procedure(s)

1.   The IDT Clerk will first schedule the unit IDT periods.  The clerk has the capability of scheduling individuals due to unique situations without the unit being scheduled in the system first.  The IDT periods may be scheduled in the system up to two months in advance.  The unit IDT periods are scheduled based on the Unit Training Plans, Unit Plan of the Month, IDT Plans, and published IDT schedule. 

2.   When changes to unit IDT schedules are made after the periods were entered in the system, the IDT Clerk must reschedule the unit IDT periods.

3.   After the unit schedule is entered, the IDT clerk may then make authorized schedule changes for individuals attached to the unit prior to the scheduled drill weekend.  These should be reflected in the Unit IDT Participation Record XE "Participation Record" .

4.   The IDT Clerk will record the IDT periods performed by unit or individual when signed documentation has been received certifying performance of the IDT period(s).

5.   When recording IDT by unit, the IDT clerk verifies each row of information and enters any individual changes and the change reason code prior to saving the information.

6.   After the IDT periods have been recorded, the information is sent to the supervisor for the verification and posting process.  The IDT Clerk indicates the appropriate workflow action and saves the transaction.

7.   IDT Incentive Pay – The IDT clerk will create IDT incentive pay entitlements each month that an entitled individual performs an IDT period that meets the entitlement requirements.  The IDT incentive pay can not be created until an IDT period has been posted for the month and year being reported.

8.   The IDT clerk enters the calendar year and the month of the IDT period on which the entitlements were performed and then enters the appropriate incentive pay type code.

9.   The IDT clerk indicates the appropriate Workflow action and saves the transaction.

IDT Supervisor Procedure(s)

1.   The IDT supervisor will review the documentation on IDT periods performed.  The supervisor logs onto NSIPS and uses the appropriate IDT posting option.  

2.   If the supervisor agrees with the information displayed in the verify / post panels, the post option is selected and the IDT information is transmitted.

3.   If the supervisor identifies problems with the information displayed in the verify / post panels, the No Action or Delete button is selected, and no IDT information is posted.

4.   The supervisor may then return the documentation to the clerk for correction.  The supervisor may mark the problem row as no action taken, and upon saving the changes, return to the posting option to post the remainder of the IDT periods. 

Forms (Manual and Automated)

· Satisfactory Participation Requirements/Record of Unexcused Absences – NAVRES 1570/2

· Inactive Duty Training (IDT) Participation Record XE "Participation Record"  – NAVRES 1570/21

· Individual IDT Participation Record XE "Participation Record"  – NAVRES 1570/22 

References

· BUPERSINST 1001.39 Series

· COMNAVRESFORINST 1001.5 Series
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 INQUIRE

Inquire Contents

Inquire Overview

Related Processes

Panels

Inquire Overview

These panels allow access to the member's transaction history.

Related Processes

Reports

Panels

Foreign Language XE "Foreign Language"  Panel

This panel displays information on the member's foreign language proficiencies.

Absence History Panel

This panel displays information on the member's absences from duty.

Montgomery GI Bill Panel

This panel displays information on the member's Active and Reserve Montgomery GI Bill status.

SGLI XE "SGLI" /Dental Deductions Panel

This panel displays information on the member's Serviceman’s Group Life Insurance and Dental Plan options.

Contract Information Panel

This panel displays information on the member's enlistment contract.

Reenlistment XE "Reenlistment"  Information Panel

This panel displays information on the member's reenlistment contracts,

Member Information Panel

This panel displays information on the member. 

Message Status by Object ID Panel

This panel displays information on transactions sent to corporate systems based on a key value for that transaction, such as SSN or UIC.

Message Status by Corp Message Panel

This panel displays information on transactions sent to corporate systems based on the type of transaction.

Message Status by Operator Panel

This panel displays information on transactions sent to corporate systems based on the operator who sent them.

IDT Incentive Pay History Panel

This panel displays information on IDT Incentive Pay history.

Direct Deposit XE "Direct Deposit"  Panel

This panel displays information on the member's Direct Deposit XE "Direct Deposit"  elections.

Clothing XE "Clothing"  Allowances Panel

This panel displays information on the member's Clothing XE "Clothing"  Allowances.

Address / Phone XE "Phone"  Panel

This panel displays information on the member's address and phone.

Allowance Panel

This panel displays information on the member's allowances.

 MOBILIZATION

Mobilization XE "Mobilization"  Contents

Mobilization XE "Mobilization"  Overview

Related Processes

Navigation

Panel

MILPERS Clerk Procedure(s)

References 

Mobilization XE "Mobilization"  Overview

Unit commanding officers are required to continually review and report the status of personnel in their unit prior to and once notified of recall.  The Mobilization XE "Mobilization"  transaction provides the ability to update the following for Enlisted and Officer personnel:

· Manpower Availability Status XE "Availability Status"  Code (MAS XE "MAS" ) - 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 update individually.

· Individual Mobilization XE "Mobilization"  Status Code (IMS XE "IMS" ) - 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. 

Related Processes

Annual Training XE "Annual Training" 
Dependency Data

Inactive Duty Training

Personal Data

Strength Loss

Navigation

User navigates by selecting the following:

Select "Go."

Select "Personnel Maintenance."

Select "Mobilization XE "Mobilization" ."

Select "Use."

Select "Mobilization XE "Mobilization"  - MAS XE "MAS"  Update" to begin or change the Manpower Availability Status XE "Availability Status"  (MAS) code.

Select "Mobilization XE "Mobilization"  - IMS XE "IMS"  Update" to change the Individual Mobilization Status (IMS) Code.

Panel

Mobilization XE "Mobilization"  IMS/MAS XE "MAS"  Update Panel
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Field Descriptions/Required Actions

SSN:  Pre-filled based on the SSN or Name initially entered for this transaction.

Name:  Pre-filled based on the SSN or Name initially entered for this transaction.

Rank/Rate: Pre-filled based on the SSN or Name initially entered for this transaction.

Current DSC:  (Duty Status Code). A three-position, numeric, system-generated code that identifies the current status of the member in terms of physical presence or absence.  This code is updated as events are processed.  It is pre-filled based on the SSN or Name initially entered for this transaction.  A list of Duty Status Codes occurs later in this document.

RUIC: This field displays the Reserve Unit Identification Code and the activity long title of the unit to which the member is attached.  Pre-filled based on the SSN or Name initially entered for this inquiry.

Individual Mobilization XE "Mobilization"  Status (IMS XE "IMS" ) Code: The field displays the IMS code reported on the member.  The field is pre-filled with R## when the member has been identified for mobilization by COMNAVRESFOR.  Type the appropriate code or click on the drop-down arrow to pull up a listing of IMS Codes.  Double-click the appropriate code.   

Individual Mobilization XE "Mobilization"  Status (IMS XE "IMS" ) Date: The field displays the date the IMS Code was updated.  

Individual Mobilization XE "Mobilization"  Status (IMS XE "IMS" ) Move Date: The date the member/unit is moving or is anticipated to move to the Port of Embarkation.  The field is activated and can be completed when "RC" has been entered into the IMS Code field.  Enter the date MM/DD/YYYY or click on the drop-down arrow to display the calendar.  Double-click on appropriate date.  

Manpower Availability Status XE "Availability Status"  (MAS XE "MAS" ) Code:  This field displays the MAS Code used to report situations that affect a member's mobilization status.  Type the appropriate code or click on the drop-down arrow to display a listing of MAS Codes.  Double-click the appropriate code. 

Manpower Availability Status XE "Availability Status"  (MAS XE "MAS" ) Date:  The field displays the date the MAS Code was updated.

Gaining Command UIC:  Pre-filled with the UIC of the command the member is being mobilized to support.

Mobilization XE "Mobilization"  Date/Time:  Date and time the member is to be mobilized.

Mobilization XE "Mobilization"  Event Number:  Pre-filled with the Mobilization Event Number issued when the member is identified for mobilization.

Ready to Load Date:  Pre-filled with the date the member must be ready to ship to the gaining command.  

Reserve Billet Sequence Code:  This is the Reserve Billet Sequence Code the member is assigned.  Pre-filled based on the member's SSN and unit assigned.

AUIC:  The Activity Unit Identification Code (AUIC) associated with the Reserve Billet Sequence Code the member is assigned.  Pre-filled based on the member's SSN and unit assigned.

Port of Embarkation:  Pre-filled with the Port of Embarkation Code where the member is scheduled to arrive upon mobilization. 

Required Date at POE:  Pre-filled with the date the member is required to report to the Port of Embarkation.

MILPERS Clerk Procedure(s)

57. Verify entered data prior to transmission.

58. Save and transmit the transaction.

References

· BUPERSINST 1001.39 Series

· COMNAVRESFORINST 1001.5 Series

· COMNAVRESFORINST 3060.7 Series
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PERSONAL DATA

Personal Data Contents

Personal Data Overview

Related Processes

Navigation

Panels

MILPERS Clerk Procedure(s)

MILPERS Supervisor Procedure(s)

References

Personal Data Overview

The personal data transaction provides the ability to record and update personal data on Active and Reserve members and report various changes to personal data.  This panel is also used to report an Active Duty Strength Gain (Non-Recruit).

Related Processes

Reenlistment XE "Reenlistment"  Data

Extension XE "Extension"  Data

Strength Gain Data

Activity Gain Data

Reserve Gain Data

Navigation

User navigates by selecting the following:

Select "Go."

Select "Personnel Maintenance."

Select "Personal Data."

Select "Use."

Select "Personal Data - Create" to create a personal Data transaction.


Select "Personal Info."


Select "Rate Change XE "Rate Change" ."


Select "Employment Info."


Select "Test Score XE "Test Score" s."


Select "BSC/NEC XE "NEC" " for active records only.


Select "Contract Info."

Select "Personal Data - Pending" to modify or to complete a previously created Personal Data transaction.  This is available only if the transaction was not forwarded to the Supervisor for review/approval.


Select "Personal Info."


Select "Rate Change XE "Rate Change" ."


Select "Employment Info."


Select "Test Score XE "Test Score" s."


Select "BSC/NEC XE "NEC" " for active records only.


Select "Contract Info."

Panels

The following panels are provided in the Personal Data panel grouping.

Personal Info

Naturalization XE "Naturalization"  Information

Rate Change XE "Rate Change" 
Employment Info

Test Score XE "Test Score" s

BSC/NEC XE "NEC" 
Contract Info

Personal Info Panel
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Field Descriptions/Required Actions

SSN: Pre-filled based on the SSN or Name initially entered for this transaction.

Name: Pre-filled based on the SSN or Name initially entered for this transaction.

Rank/Rate: Pre-filled based on the SSN or Name initially entered for this transaction.

Current DSC: (Duty Status Code)  A three-position, numeric, system-generated code that identifies the current status of the member in terms of physical presence or absence.  This code is updated as events are processed.  It is pre-filled based on the SSN or Name initially entered for this transaction.  A list of Duty Status Codes occurs later in this document.

Appr Instance: (Approval Instance)  This field is used for Workflow.  It is pre-filled with a number and will not be changed by the user.

Appr Status: (Approval Status).  This field is used for Workflow.  It is pre-filled with "Pending" and will never be changed by the user.  This field is changed by the NSIPS application when Workflow processing has occurred.

Appr Action: (Approval Action).  This field is used for Workflow.  There are four actions that can occur in this field.

1.  It is always pre-filled with the action "Approved."  When the status is set to "Approved" and the panel is saved, the information is sent to the clerk's supervisor or the next person in the review process.

2.  If the clerk does not want to send this transaction to the supervisor through Workflow (i.e., it is an incomplete transaction and needs more information), the Approval Action field can be set to "Incomplete" by selecting this from the drop-down arrow.  When the panel is saved, the transaction will NOT be sent to Workflow.  It will go to the ”Pending" file.  The clerk can access the transaction by selecting "Pending" from the "Use" menu.  The transaction will be sent to Workflow ONLY when the clerk completes the transaction, re-sets the Approval Action to "Approved," and saves the panel.

3.  The supervisor can return the transaction to the clerk (or the previous person in the workflow process) for revision.  The supervisor sets the Approval Action to "Recycle."

4.  A supervisor can choose to delete the transaction by setting the Approval Action to "Deny."

Comments:  This field is used for Workflow.  It is represented on the panel by a button.  The button allows the user to pop up a box and enter information pertaining to the transaction.  The text entered follows the transaction through the entire Workflow process.  Here a supervisor can send a message to the clerk if the transaction is being recycled for rework, or the clerk can attach a message about the transaction.

Date of Birth XE "Date of Birth" : Enter a date in MM/DD/YYYY format or select a date from the drop-down calendar provided.

Birth State/Country: This is a display-only field that reflects member's state and country of birth.

Marital Status: This is a display-only field that reflects marital status of member.

Naturalize: This button takes the user to the Naturalization XE "Naturalization"  Information panel.

Citizenship XE "Citizenship" :  Click on drop-down arrow, and double-click on appropriate citizenship of member.

Sex XE "Sex" : This is a display-only field that reflects the sex of the member.

Race XE "Race" : Click on drop-down arrow, and double-click on appropriate race.

Religion XE "Religion" : Click on the drop-down arrow, and double-click on the appropriate religion code.

Ethnic Code: Click on drop-down arrow, and double-click on appropriate Ethnic Group.

Height: Enter the members height in inches.

Weight: Enter the members weight in pounds.

Strength Code: This is display-only information based on SSN and Name initially entered for this transaction.

ADSD: (Active Duty Service Date) This is a display-only field for Reserve personnel that reflects no data.  For Active Duty personnel, this is display-only information based on SSN and Name initially entered for this transaction.

UIC: This is a display-only field that reflects the Unit Identification Code to which the member is currently attached.

DIEMS XE "DIEMS" : (Date Initial Entry Military Service) This is a display-only field for Active Duty.  For Reserve personnel, enter a date in MM/DD/YYYY format or click on drop-down arrow and select date from calendar provided. This date can only be entered if the DIEMS date is initially blank; otherwise, it will be grayed.

DIERF XE "DIERF" : (Date Initial Entry Reserve Force) This is a display-only field for Active Duty personnel.  For Reserve personnel, enter a date in MM/DD/YYYY format or click on drop-down arrow and select date from calendar provided. This date can only be entered if the DIERF date is initially blank; otherwise, it will be grayed.

Report Date: This is a display-only field that reflects the original date member reported. 

DGAD: (Date Gained Active Duty) This is a display-only field that reflects the date member gained to active duty.

PEBD: (Pay Entry Base Date) This is a display-only field that reflects the member's Pay Entry Base Date.

BR/CL XE "BR/CL" : (Branch/Class) This is a display-only field that reflects the member's Branch/Class.

Naturalization XE "Naturalization"  Information Panel
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Field Descriptions/Required Actions

Date of Naturalization XE "Naturalization" : This field reflects the date that the member was naturalized.

Naturalization XE "Naturalization"  Certificate No.: This field reflects the Naturalization Certificate Number.

Citizenship XE "Citizenship"  Remarks XE "Remarks" : This field is for any miscellaneous remarks about the naturalization of the member.

Place of Naturalization XE "Naturalization" : This field reflects the place of naturalization.

Street Address: This field reflects the street address of naturalization.

City: This field reflects the city of naturalization.

State: This field reflects the state of naturalization.

Zip Code: This field reflects the zip code of naturalization.  The format for this field is five numeric characters followed by a dash and then four numeric characters.  If only the first five digits are known, enter just those five.

OK: Click the OK button to save the Naturalization XE "Naturalization"  Information.

Cancel: Click the Cancel button to cancel.

Rate Change XE "Rate Change"  Panel
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Field Descriptions/Required Actions

SSN: Pre-filled based on the SSN or Name initially entered for this transaction.

Name: Pre-filled based on the SSN or Name initially entered for this transaction.

Rank/Rate: Pre-filled based on the SSN or Name initially entered for this transaction.

Current DSC: (Duty Status Code)  A three-position, numeric, system-generated code that identifies the current status of the member in terms of physical presence or absence.  This code is updated as events are processed.  It is pre-filled based on the SSN or Name initially entered for this transaction.  A list of Duty Status Codes occurs later in this document.

UIC: This is display-only information based on SSN and Name initially entered for this transaction. 

Prospective:  This is a display-only block of information regarding member's earliest prospective rate/rank eligibility and date.

Rate/Rank: This is display-only information of member's prospective rate/rank based on SSN and Name initially entered for this transaction.

Date:  This is display-only information reflecting member's earliest eligibility date for prospective rate/rank.

PayGrade: This is display-only information reflecting member's current paygrade based on SSN and Name initially entered for the transaction.

Last Eval Date: Enter date of member's last evaluation in MM/DD/YYYY format or click on drop-down arrow and double-click on a date from the drop-down calendar provided.

Enl Designator XE "Designator" : Enter the Enlisted Designator, if any.

Rate/Rank: This is a display-only field for officers reflecting member's current rate/rank.  For enlisted personnel, click on drop-down arrow and double-click on appropriate rate.

Recommended:  This is a display-only block of information regarding member's latest recommendation for advancement status and latest date.

Status:  Click on drop-down arrow and double-click on appropriate recommendation status.

Date:  Enter a date in MM/DD/YYYY format or click on the drop-down arrow and double-click on a date from calendar provided.

Rate Change XE "Rate Change"  Authority Code: This is a display-only field for Reserve personnel reflecting appropriate rate change authority code.  For Active Duty personnel, user must click on drop-down arrow and double-click on appropriate code from drop-down table provided.

DOR: (Date of Rate/Rank) Enter a date in MM/DD/YYYY format or click on the drop-down arrow and double-click on a date from calendar provided.

New DOR: (Date of Rate/Rank) Enter a date in MM/DD/YYYY format or click on the drop-down arrow and double-click on a date from calendar provided.

TIR: (Time In Rate) Enter a date in MM/DD/YYYY format or click on the drop-down arrow and double-click on a date from calendar provided.

New TIR: (Time In Rate) Enter a date in MM/DD/YYYY format or click on the drop-down arrow and double-click on a date from calendar provided.

Rate Change XE "Rate Change"  Authority Directive: This is a display-only field for Reserve personnel.  For Active Duty personnel, enter the reference document that authorizes rate change.

Enlisted Rate Change XE "Rate Change"  Remarks XE "Remarks" : This is a display-only field for Reserve personnel.  For Active Duty personnel, enter text used to amplify the transaction being submitted.

Employment Info Panel
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Field Descriptions/Required Actions

SSN: Pre-filled based on the SSN or Name initially entered for this transaction.

Name: Pre-filled based on the SSN or Name initially entered for this transaction.

Rank/Rate: Pre-filled based on the SSN or Name initially entered for this transaction.

Current DSC: (Duty Status Code) A three-position, numeric, system-generated code that identifies the current status of the member in terms of physical presence or absence.  This code is updated as events are processed.  It is pre-filled based on the SSN or Name initially entered for this transaction.  A list of Duty Status Codes occurs later in this document.

Correction Name: This field is for entering a name change.  The format for this field is last name,first name (space) middle initial (space) suffix.  For any item past suffix a space is added before the item. 

Correction SSN: This field is for correcting an SSN.  The format for this field is nine numeric characters.

Home Of Record: This block of information reflects a member's home-of-record state and country.  

State:  This field is for updating a member's home of record state.  It is pre-filled based on the SSN or Name initially entered for this transaction.

Country:  This field is for updating a member's home-of-record country. It is pre-filled based on the SSN or Name initially entered for this transaction.

AQC: (Acquisition Code) This field is for updating the condition for which a member has enlisted or re-enlisted.  It is pre-filled based on the SSN or Name initially entered for this transaction.

PMSI: (Prior Military Service Indicator) This field is for Active Duty personnel reflecting a prior military service affiliation.  It is pre-filled based on the SSN or Name initially entered for this transaction.  For Reserve personnel, the user must click on the drop-down arrow and double-click on appropriate PMSI code provided.

Source of Initial Entry: This field is for Active Duty personnel and reflects the source of initial entry code.  For Reserve personnel, the user must click on the drop-down arrow and double-click on the codes provided.

MOD: (Military Obligation Designator XE "Military Obligation Designator" ) This field is for Active Duty personnel reflecting the member’s military obligation.  This field reflects the status of a member’s Military Obligation, if any.  For Reserve personnel, the user must click on the drop-down arrow and double-click on the codes provided.

Initial Enlistment Code: This field is for updating an initial enlistment code.  It is pre-filled based on the SSN or Name initially entered for this transaction.

Occupational Specialty/School Guarantee: This field is for updating an occupational specialty or school guarantee.  It is pre-filled based on the SSN or Name initially entered for this transaction.

Special Program Indicator: This field is for updating a special program indicator.  It is pre-filled based on the SSN or Name initially entered for this transaction.

IMS XE "IMS"  Code: (Individual Mobilization XE "Mobilization"  Code) This field is for updating Reserve personnel reflecting individual mobilization status.

Submarine Info: This is a display-only block of information reflecting submarine service data.

Consub Duty Type: This field is for updating a member's submarine duty type.

SSED: This field is for updating a member's Submarine Service Entry Date.

TOSS: This field is for updating a member's Total Operational Submarine Service.

TOSS Dt: This field is for updating a member's Total Operational Submarine Service Date.

Last Discharge XE "Discharge" : This is a display-only block of information reflecting latest discharge data.

Date:  This field is for updating a member's latest discharge date.

BR/CL XE "BR/CL" : This field is for updating a member's branch and class of service at latest discharge.

Type:  This field is for updating a member's type of discharge at latest discharge date.

Data Confirm Switch: This field is for updating an RTC XE "RTC"  confirmation to full strength.

Test Score XE "Test Score" s Panel
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Field Descriptions/Required Actions

SSN:  Pre-filled based on the SSN or Name initially entered for this transaction.

Name: Pre-filled based on the SSN or Name initially entered for this transaction.

Rank/Rate: Pre-filled based on the SSN or Name initially entered for this transaction

Current DSC: (Duty Status Code) A three-position, numeric, system-generated code that identifies the current status of the member in terms of physical presence or absence.  This code is updated as events are processed.  It is pre-filled based on the SSN or Name initially entered for this transaction.  A list of Duty Status Codes occurs later in this document.

Education XE "Education" : This is a block of information recording member's current education level.

Level:  This field displays a level of education.  User must click on drop-down arrow and double-click on applicable education level from drop-down box provided. 

Years:  This field displays number of years at specified education level.  User will enter applicable number of years at recorded education level.

ASVAB Test ID: This is a display-only field for Active Duty personnel reflecting the version identification of the Armed Services Vocational Aptitude Battery test.  For Reserve personnel, user must click on the drop-down arrow and double-click on the applicable ID provided.

AFQT: This is a display-only field for Active Duty personnel reflecting the Armed Forces Qualification Test Score XE "Test Score" .  For Reserve personnel, user must enter appropriate test score.

NAPT CD: This is a display-only field for Active Duty personnel reflecting the code that identifies the test or document serial identification of the Navy Advanced Placement Test.  For Reserve personnel, user must click on the drop-down arrow and double-click on applicable test or serial identification code provided.

NAPT Score: This is a display-only field for Active Duty personnel reflecting the composite score of the Navy Advanced Placement Test score, if administered.  For Reserve personnel, user must enter actual test score.

GS or GI Score: (General Science or General Information) This field displays the member’s GS or GI test score.  Type the score in the field.

AR or NO Score: (Arithmetic Reasoning or Numerical Operations) This field displays the member’s AR or NO test score.  Type the score in the field.

WK or AD Score: (Word Knowledge or Attention to Detail) This field displays the member’s WK or AD test score.  Type the score in the field.

PC or WK Score: (Paragraph Comprehension or Word Knowledge) This field displays the member’s PC or WK test score.  Type the score in the field.

NO or AR Score: (Numerical Operations or Arithmetic Reasoning) This field displays the member’s NO or AR test score.  Type the score in the field.

CS or SP Score: (Coding Speed or Space Perception) This field displays the member’s CS or SP test score.  Type the score in the field.

AS or MK Score: (Auto and shop or Mathematical Knowledge) This field displays the member’s AS or MK test score.  Type the score in the field.

MK or EI Score: (Mathematical Knowledge or Electronics Information) This field displays the member’s MK or EI test score.  Type the score in the field.

MC Score: (Mechanical Comprehension) This field displays the member’s MC test score.  Type the score in the field.

EI or GS Score: (Electronics Information or General Science) This field displays the member’s EI or GS test score.  Type the score in the field.

VE or SI Score: (Verbal or Shop XE "Shop"  Information) This field displays the member’s VE or SI test score.  Type the score in the field.

DLAB Score: (Defense Language Aptitude Battery) This field displays the member’s DLAB test score. Type the score in the field.

AI Score: (Automotive Information) This field displays the member’s AI test score.  Type the score in the field.

SONAR Score: (Sonar Pitch Memory Test) This field displays the member’s SONAR test score.  Type the score in the field.

RADAR Score: This field displays the member’s RADAR test score.  Type the score in the field.

ETST Score: (Electronics Technician Selection Test) This field displays the member’s ETST test score.  Type the score in the field.

BSC / NEC XE "NEC"  Panel
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Field Descriptions/Required Actions

SSN: Pre-filled based on the SSN or Name initially entered for this transaction.

Name: Pre-filled based on the SSN or Name initially entered for this transaction.

Rank/Rate: Pre-filled based on the SSN or Name initially entered for this transaction.

Current DSC: (Duty Status Code) A three-position, numeric, system-generated code that identifies the current status of the member in terms of physical presence or absence.  This code is updated as events are processed.  It is pre-filled based on the SSN or Name initially entered for this transaction.

Defense Grouping / NEC XE "NEC"  Change: This is a block of information recording the member's current PNEC / SNEC.

PNEC: Enter the member's Primary Navy Enlisted Classification.

SNEC: Enter the member's Secondary Navy Enlisted Classification.

Enlisted Watch Qualification: Enter the member's Enlisted Watch Qualifications.

Officer Designator XE "Designator" : Enter the member's Officer Designator.

DNEC1: Enter the member's Duty Navy Enlisted Classification 1.

DNEC2: Enter the member's Duty Navy Enlisted Classification 2.

Reason For Change Request: Enter the reason for the member's change request.

BSC, Active: The member's current active Billet Sequence Code.

Date: Date of the member's current Billet Sequence Code.

ACC XE "ACC" : Enter the member's Accounting Category Code.

Date: Enter the effective date of the member's Accounting Category Code.

Additional Duty: This is a block of information recording the member's additional duties.

UIC: Enter the member's Additional Duty Unit Identification Code.

BSC: Enter the member's Additional Duty Billet Sequence Code.

Waiver: This is a block of information recording the member's current waiver status.

Height: Enter the member's height.

Weight: Enter the member's weight.

Enlistment: Enter the member's Enlistment waiver.

DEP Enlistment Date: Enter the member's Delayed Entry Program Enlistment Date.

Recruiter SSN: Enter the member's Recruiter's SSN.

DOD AFEES: Enter the member's Armed Forces Entrance / Examination Station.

DOD MEPS: Enter the member's Military Enlistment Processing Station.

Program Enl For: Enter the member's enlistment program.

Contract Info Panel
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Field Descriptions/Required Actions

SSN: Pre-filled based on the SSN or Name initially entered for this transaction.

Name: Pre-filled based on the SSN or Name initially entered for this transaction.

Rank/Rate: Pre-filled based on the SSN or Name initially entered for this transaction.

Current DSC: (Duty Status Code) A three-position, numeric, system-generated code that identifies the current status of the member in terms of physical presence or absence.  This code is updated as events are processed.  It is pre-filled based on the SSN or Name initially entered for this transaction.  A list of Duty Status Codes occurs later in this document.

Extension XE "Extension"  Details: This is a display-only block of information displaying current contract data available.

Number:  This is a display-only field reflecting a consecutive contract number.

Type:  This is a display-only field reflecting type of contract executed.

Extn Months: This is a display-only field reflecting number of obligating months of extension.  

Status:  This is a display-only field reflecting contract status.

Date of Occurrence: This is a display-only field reflecting date extension agreement is signed or cancelled and when Contract Status is Execute or Cancel, or the date the extension goes into effect when the Contract Status is Operative.

RADO Months: This is a display-only field reflecting number of months a Reserve member is obligated to remain on active duty.

RADO Days: This is a display-only field reflecting number of days a Reserve member is obligated to remain on active duty.

Extension XE "Extension"  Totals: This is a display-only block of information reflecting specific contract data totals.

Extn Mos: This is a display-only block of information reflecting specific extension months for school and other.

School: This is a display-only field reflecting number of months member has extended for a school assignment.

Other: This is a display-only field reflecting number of months member has extended for a reason other than for a school assignment.

RADO: This is a display-only block of information reflecting months and days member is obligated to remain on active duty.

Months: This is a display-only field reflecting number of months a Reserve member is obligated to remain on active duty.

Days: This is a display-only field reflecting number of days a Reserve member is obligated to remain on active duty.

Soft Dates: This is a display-only block of information reflecting member's date of expiration of reserve enlistment and expiration of active obligated service.

EREN: This is a display-only field reflecting member's Expiration of Reserve Enlistment date.

EAOS: This is a display-only field reflecting member's Expiration of Active Obligated Service date.

Months per Status: This is a display-only block of information reflecting number of executable months and number of operative months of extension.

Execute Mos: This is a display-only field reflecting number of executable months of an extension.

Operative Mos: This is a display-only field reflecting number of operative months of an extension.

CED: This is display-only information reflecting member's current Contract Expiration Date.

EREN: This is display-only information reflecting member's current Expiration of Reserve Enlistment.

EAOS: This is display-only information reflecting member's current Expiration of Active Obligated Service.

Term: This is display-only information reflecting number of years for which the member has enlisted.

Type: This is display-only information reflecting conditions of enlistment under which member has enlisted or re-enlisted.

MILPERS Clerk Procedure(s)

59. Review all documentation and ensure all are complete and accurate.

60. Log on NSIPS terminal and prepare appropriate personal data transaction and forward.

61. Forward all documentation to MILPERS Supervisor for review.

MILPERS Supervisor Procedure(s)

62. Review all documents, information, and transactions for accuracy.

63. In the Approval Action field enter one of the following:

· "Approve" to transmit the transaction.

· "Deny" to cancel the transaction completely.

· "Recycle" to return to the MILPERS Clerk.

References

· MILPERSMAN 1000-120 and 1000-130

· COMNAVCRUITCOMINST 1130.8 Series

 PERSONNEL DATA

Personnel Data Contents

Personnel Data Overview

Navigation

Panels

MILPERS Clerk Procedure(s)

References

Personnel Data Overview

The Personnel Data transaction provides the ability to process the following:

· Local data necessary for local management of records and personnel.

· Report of Reserve miscellaneous changes.

· Report 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.

Navigation

User navigates by selecting the following:

Select "Go."

Select "Personnel Maintenance."

Select "Miscellaneous."

Select "Use."

Select "Local Data - SelRes."


Select "Member Data."


Select "Local Data 1."


Select "Local Data 2."


Select "Local Data 3."


Select "Miscellaneous Data XE "Miscellaneous Data" ."

Or

Select "Local Data - FTS."

Or

Select "Exam Worksheet XE "Exam Worksheet" ."

Panels

The following panels are used to process Personnel Data:

Local Data

Member Data 1

Member Data 2

Member Data 3

Miscellaneous Data XE "Miscellaneous Data" 
Exam Worksheet XE "Exam Worksheet" 
Miscellaneous Data XE "Miscellaneous Data"  Setup

Local Data Panel
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Field Descriptions/Required Actions

SSN:  Pre-filled based on the SSN or Name initially entered for this transaction.

Name:  Pre-filled based on the SSN or Name initially entered for this transaction.

Rank/Rate: Pre-filled based on the SSN or Name initially entered for this transaction.

Current DSC: (Duty Status Code)  A three-position, numeric, system-generated code that identifies the current status of the member in terms of physical presence or absence.  This code is updated as events are processed.  It is pre-filled based on the SSN or Name initially entered for this transaction.  A list of Duty Status Codes occurs later in this document.

Assigned to:  A block of information reflecting department, division, and shop grouping to which the member is assigned.

Department:  A field used to update the department grouping to which the member is assigned, if applicable.  

Division XE "Division" :  A field used to update the division grouping to which the member is assigned, if applicable.

Shop XE "Shop" :  A field used to update the shop grouping to which the member is assigned, if applicable.

Security Clearance XE "Security Clearance"  Information:  A display-only block of information reflecting member's security clearance data.

Investigation Type Code:  A display-only field representing the code that identifies the type of security clearance investigation completed on the member.

Investigation Eligibility Code:  A display-only field representing the security clearance/investigation eligibility code.

Investigation Completion Date:   A display-only field representing the date the most recent security clearance investigation was completed.

Clearance Authorized:  A field used to update the code that indicates the level of security clearance authorized by the Department of the Navy Central Adjudication Facility.

Clearance Date:  A field used to update the date the member was authorized the current security clearance level.

Member Data 1 Panel
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Field Descriptions/Required Actions

SSN: Pre-filled based on the SSN or Name that was initially entered for this transaction.

Name: Pre-filled based on the SSN or Name that was initially entered for this transaction.

Rank/Rate: Pre-filled based on the SSN or Name that was initially entered for this transaction.

Current DSC: (Duty Status Code) A three-position, numeric, system-generated code that identifies the current status of the member in terms of physical presence or absence.  This code is updated as events are processed.  It is pre-filled based on the SSN or Name that was initially entered for this transaction.  A list of Duty Status Codes occurs later in this document.

UIC:  Pre-filled based on the SSN or Name initially entered for this transaction.

Pay Status: Pre-filled based on the SSN or Name initially entered for this transaction.

Drill Weekend XE "Drill Weekend" : This field identifies member's designated weekend for drilling.  Member can only be designated one primary drill weekend, and this weekend must be a valid drilling weekend for the member's UIC.  User selects appropriate drill weekend.

Privacy Act Disputed XE "Privacy Act Disputed" : This field indicates if the member disputes the Privacy Act of 1974.  User clicks on drop-down arrow and double-clicks on appropriate election.

Correspondence Course XE "Correspondence Course"  Information: This block of information displays correspondence course completion data.

Number:  This field records the correspondence course number that member has completed.  User enters appropriate number from correspondence course.

Units:  This field records the number of units within the correspondence course that member has completed.  User enters appropriate numbers.

Retirement XE "Retirement"  Points XE "Retirement Points" : This field records the retirement points associated with the correspondence course the member has completed.  User enters appropriate number of retirement points.

Incentive Pay Authorized XE "Incentive Pay Authorized" : This field identifies the type of incentive pay member is authorized, if applicable.  User clicks on drop-down arrow and double-clicks on appropriate entry.

Aeronautical Rating Indicator: This field identifies member's military aeronautical rating, if applicable.  User clicks on drop-down arrow and double-clicks on applicable aeronautical rating.

SAM Program Indicator: This field indicates if member accessed into the SAM program upon enlistment.  User clicks on drop-down arrow and double-clicks on applicable SAM indicator.

Flight Status XE "Flight Status"  Indicator: This field identifies member's flying status, if applicable.  User clicks on drop-down arrow and double-clicks on applicable entry.

Member Data 2 Panel
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Field Descriptions/Required Actions

SSN: Pre-filled based on the SSN or Name initially entered for this transaction.

Name: Pre-filled based on the SSN or Name initially entered for this transaction.

Rank/Rate: Pre-filled based on the SSN or Name initially entered for this transaction.

Current DSC: (Duty Status Code)  A three-position, numeric, system-generated code that identifies the current status of the member in terms of physical presence or absence.  This code is updated as events are processed.  It is pre-filled based on the SSN or Name that was initially entered for this transaction.  A list of Duty Status Codes occurs later in this document.

UIC: (Unit Identification Code) Pre-filled based on the SSN or Name initially entered for this transaction. 

Subspecialty Code Data XE "Subspecialty Code Data" : This display block of information reflects member's subspecialty data, if applicable.

Assign Date: A display-only field that reflects the date member was assigned the subspecialty code.

Func: A display-only field that reflects the functional part of the subspecialty code.

Exp: A display-only field that reflects the experience part of the subspecialty code.

Srce: A display-only field that reflects the source part of the subspecialty code.

Awarded Vietnam Medal XE "Vietnam Medal" : This field records the award of a Vietnam Service medal.  User clicks on drop-down arrow and double-clicks appropriate entry.

Recall History: This block of information records type of recall in which the member has participated.

Code: This field records type of recall in which the member has participated.  User clicks on drop-down arrow and double-clicks appropriate entry.

Description: This is display-only data reflecting the name of the recall.

Member Data 3 Panel
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Field Descriptions/Required Actions

SSN: Pre-filled based on the SSN or Name initially entered for this transaction.

Name: Pre-filled based on the SSN or Name initially entered for this transaction.

Rank/Rate: Pre-filled based on the SSN or Name initially entered for this transaction.

Current DSC: (Duty Status Code)  A three-position, numeric, system-generated code that identifies the current status of the member in terms of physical presence or absence.  This code is updated as events are processed.  It is pre-filled based on the SSN or Name that was initially entered for this transaction.  A list of Duty Status Codes occurs later in this document.

Anniversary Date XE "Anniversary Date" :  This field represents the calendar date a contract agreement begins.

Mobilization XE "Mobilization"  Recall Key XE "Mobilization Recall Key" :  This field records the code used to establish the order in which personnel will be listed on the unit's recall bill (roster).  User enters appropriate numerical code.

Date Commitment Reserve Expires XE "Date Commitment Reserve Expires" :  This field records the date member's reserve commitment expires.  User clicks on drop-down arrow and double-clicks on appropriate date from the calendar provided.

LIMDU Classification XE "LIMDU Classification" : This field records the code that describes the assignment restrictions due to medical reasons.  User clicks on drop-down arrow and double-clicks appropriate LIMDU classification.

Prior Selected Reserve Indicator XE "Prior Selected Reserve Indicator" : This field identifies if member was a prior SELRES member.  User clicks on drop-down arrow and double-clicks on appropriate entry.

Military Obligation Designator XE "Military Obligation Designator" : This field indicates whether the member has completed the 8-year military obligation and, if not, it indicates the program that the member is currently in prior to completion.

Contract Begin Date XE "Contract Begin Date" : This is a display-only field reflecting member's current contract begin date.

Mandatory Drill Status Code: This is a field reflecting member's current drill status code.

Date of Last Physical XE "Date of Last Physical" : This field records the date of the member's last physical.  User clicks on drop-down arrow and double-clicks on appropriate date from drop-down calendar provided.

PMSI:   This field reflects amount of prior military service member currently has.  User clicks on drop-down arrow and double-clicks on appropriate prior military service indicator. 

LSL XE "LSL"  Sellback: This field represents the total amount of leave member has sold back to date.  User enters total number of days leave member has sold back to date.

Active Navy History: This section is used to identify Active Duty military history fields.

Last Date Released From Active Duty XE "Date Released From Active Duty" : This is a display-only field representing the date member was last released from active duty.

Total Active Service XE "Total Active Service" : This field reflects the Total Active Federal Military Service in years, months, and days.

Active Military Service Indicator XE "Active Military Service Indicator" : This field reflects amount of prior active service member currently has.  User clicks on drop-down arrow and double-clicks on appropriate prior active service indicator. 

Miscellaneous Data XE "Miscellaneous Data"  Panel
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Field Descriptions/Required Actions

SSN: Pre-filled based on the SSN or Name initially entered for this transaction.

Name: Pre-filled based on the SSN or Name initially entered for this transaction.

Rank/Rate: Pre-filled based on the SSN or Name initially entered for this transaction.

Current DSC: (Duty Status Code)  A three-position, numeric, system-generated code that identifies the current status of the member in terms of physical presence or absence.  This code is updated as events are processed.  It is pre-filled based on the SSN or Name initially entered for this transaction.  A list of Duty Status Codes occurs later in this document.

Miscellaneous Data XE "Miscellaneous Data"  Name: The name of the miscellaneous data field.

Retrieve/Edit Miscellaneous Data XE "Miscellaneous Data" : This button retrieves the miscellaneous data for the member for viewing or editing.

Exam Worksheet XE "Exam Worksheet"  Panel
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Field Descriptions/Required Actions

SSN: Pre-filled based on the SSN or Name initially entered for this transaction.

Name: Pre-filled based on the SSN or Name initially entered for this transaction.

Rank/Rate: Pre-filled based on the SSN or Name initially entered for this transaction.

Current DSC: (Duty Status Code)  A three-position, numeric, system-generated code that identifies the current status of the member in terms of physical presence or absence.  This code is updated as events are processed.  It is pre-filled based on the SSN or Name initially entered for this transaction.  A list of Duty Status Codes occurs later in this document.

Exam Rate: This field describes the rating and level of examination that is being taken by the member. 

Next Grade: This button will automatically fill the Exam Rate field with the rating and level of examination that is one grade higher than the currently selected member. 

Exam Serial: Enter the number assigned to the test booklet.

Awards:  This field contains the number of award points the member has obtained through receipt of eligible awards.

Performance Marks: Enter the average of specified evaluation marks for a member.  This information is derived from the member's evaluations and fitness reports.

Special Group Indicator: This field describes the various special groups to which a member may be assigned.

Reason for Participation: This field is used to represent the reason the member is taking the Navy-wide examination. 

School Code: Enter the member's school classification.

Advancement XE "Advancement"  Eligibility: This is the title of the section that shows if the member is eligible for advancement.

Yes:  Check here if the member is eligible for advancement.

No:  Check here if the member is not eligible for advancement.

NAVRES Drill Time in Service: This is the title of the section that describes the number of years and months that a reservist has i the current paygrade.

Years:  The number of years that a reservist has in the current paygrade.

Months:  The number of months that a reservist has in the current paygrade.

Grade Completion: This is the title of the section that describes the courses, test, and requirements which the member has completed by paygrade.

Military Requirements Courses: Enter the level of the apprenticeship courses that the member has completed.

Professional Courses: Enter the level of the professional courses that the member has completed.

PARS:  Enter the level of the personnel advancement requirements that the member has completed.

Performance Test: Enter the level of the performance tests that the member has completed.

Leadership Requirements: Enter the level of the military leadership exams that the member has completed.

Miscellaneous Data XE "Miscellaneous Data"  Setup Panel

This panel is used to establish or change up to fourteen miscellaneous fields for all records maintained by the Admin UIC or PSD charged with providing personnel support.  Access to this panel is normally limited to the local administrator.
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Field Descriptions/Required Actions

PPS UIC: Pre-filled based on the UIC initially entered for this transaction.  This field appears for Active operators only.

Reserve Admin UIC: Pre-filled based on the UIC initially entered for this transaction.  This field appears for Reserve operators only.

Label:  This field describes the information desired in the field, and this label will display on the Miscellaneous Data XE "Miscellaneous Data"  Panel for user input.  Enter a label that adequately describes the information to be entered.  Up to sixteen positions may be used.  

Field Type: Select the type of field to be used.  The field can be established as a Date field, a Yes/No field, or a Comment field.

Required:  Check this button to make entry of data into the field a requirement.  If this button is checked, the user can not leave the field blank and save the panel.

Optional:  Check this button to indicate that entry of data into the field is optional.

Reset: Check this button to reset the field and any data currently stored in the field.

MILPERS Clerk Procedure(s)

64. Review all documentation to ensure all are complete and accurate.

65. Log on NSIPS terminal and prepare appropriate personnel data transaction.

References

· BUPERSINST 1001.39 Series

· BUPERSINST 1430.16 Series

· COMNAVRESFORINST 1001.5 Series

· OPNAVINST 5510.1 Series

· BUPERSINST 1301.40 Series

· MILPERSMAN 6650250
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Reenlistment XE "Reenlistment"  Overview

The Reenlistment XE "Reenlistment"  transaction provides the ability to process three types of reenlistment contracts:

Contract Type
Service

Regular Navy Reenlistment XE "Reenlistment" 


Active Duty

Active Reserve Reenlistment XE "Reenlistment" 


Active Reserve

Reserve Reenlistment XE "Reenlistment" 



Reserve

Immediate Reenlistment XE "Reenlistment"  Overview

This activity is used to report immediate reenlistments in the Regular Navy or Naval Reserve within 24 hours of discharge at the same command.  This activity will report the immediate reenlistment of members in any of the following categories:

· Navy member reenlists in USN.

· Navy member (USN) reenlists USNR.  Requires BUPERS approval.

· Naval reservist on active duty reenlists USNR (active duty obligation is continued by reporting Reserve Active Duty Obligation (RADO) months and days data).

· Naval reservist on active duty, other than active duty for training or temporary active duty, enlists or reenlists USN.

· Naval reservist reenlists USNR and is recalled to active duty.

· Naval reservist on inactive duty reenlists USNR.

The supporting document (Immediate Reenlistment XE "Reenlistment"  Contract), when signed by the reenlistee and the official accepting on behalf of the Navy, becomes the legal form which binds the member to the enlistment.  Before completing this activity, be sure the member is fully qualified for reenlistment in accordance with the MILPERSMAN and current directives.

Related Processes

Dependency Data

SRB XE "SRB"  Pre-certification

Reserve Gain (Selected Reserves Only)

Navigation

User navigates by selecting the following:

Select “Go.”

Select “Contract Administration.”

Select “Reenlistments.”

Select “Use.”

Select “Reenlistments - Create.”

Select “Create Reenlistment XE "Reenlistment" ” or “Exceptions.”

Select “Reenlistments - Pending” to view or modify a previously created reenlistment contract. 

Select “Pending Reenlistment XE "Reenlistment" ” or “Exceptions” to view or modify a previously created reenlistment or clause transaction.

To view a member’s contract history, select the following:

Select “Inquire.”

Select “Contract Information” or “Reenlistment XE "Reenlistment"  Information.”

Panels

The following panels are required to process Reenlistments:

Create Reenlistment XE "Reenlistment" 
Exceptions

Create Reenlistment XE "Reenlistment"  Panel 
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Field Descriptions/Required Actions

SSN: Pre-filled based on the SSN or Name initially entered for this transaction.

Name: Pre-filled based on the SSN or Name initially entered for this transaction.

Rank/Rate: Pre-filled based on the SSN or Name initially entered for this transaction.

Current DSC: (Duty Status Code) A three-position, numeric, system-generated code that identifies the current status of the member in terms of physical presence or absence.  This code is updated as transactions are processed.  It is pre-filled based on the SSN or Name initially entered for this transaction.  A list of Duty Status Codes occurs later in this document.

Appr Inst: (Approval Instance) This field is used for Workflow.  It is pre-filled with a number and will not be changed by the user.

Appr Stat: (Approval Status) This field is used for Workflow.  It is pre-filled with “Pending” and will never be changed by the user.  This field is changed by the NSIPS application when Workflow processing has occurred.

Appr Action: (Approval Action) This field is used for Workflow.  There are four actions that can occur in this field.

66. It is always pre-filled with the action “Approved.”  When the status is set to “Approved” and the panel is saved, the information is sent to the clerk’s supervisor or the next person in the review process.  

67. If the clerk does not want to send this transaction to the supervisor through Workflow (i.e., it is an incomplete transaction and needs more information), the Approval Action field can be set to “Incomplete” by selecting this from the drop-down arrow.  When the panel is saved, the transaction will NOT be sent to Workflow.  It will go to the "Pending" file.  The clerk can access the transaction by selecting "Pending" from the "Use" menu.  The transaction will be sent to Workflow ONLY when the clerk completes the transaction, re-sets the Approval Action to "Approved," and saves the panel.

68. The supervisor can return the transaction to the clerk (or the previous person in the Workflow process) for revision.  The supervisor sets the Approval Action to "Recycle."  

69. A supervisor can choose to delete the transaction by setting the Approval Action to “Deny.” 

Reenlistment XE "Reenlistment"  Date: Enter reenlistment date.

Contract Type: This field identifies the type of reenlistment contract.

Contract End Date: Appears when Enlistment Term is entered.  This will be the member’s new Expiration of Active Obligated Service (EAOS) for Active or Expiration of Reserve Enlistment (EREN) for Reserve.

Br/Cls Code: Pre-filled based on the SSN or Name initially entered for this transaction.

Reenlistment XE "Reenlistment"  Rank/Rate: Member's rank/rate on date of reenlistment.  Pre-filled with system rank/rate but can be edited by user if the member's rank/rate is projected to change during the period from the date the contract is prepared to the date of reenlistment.

Enlistment Type: This field indicates the conditions under which the member is enlisting or reenlisting. Click the drop-down arrow and then double-click on the “Enlist Type Cd.”

Enlistment Term: Enter the number of years the member is reenlisting.

Navy Loss Code XE "Navy Loss Code" : Code that identifies the separation reason.

RADO - Months: (Reserve Active Duty Obligation).  This field will appear for an Active Reserve contract only.  Enter the number of months a reservist is obligated to serve on active duty. 

RADO - Days: This field will appear for an Active Reserve contract only. Enter the number of days a reservist is obligated to remain on active duty.

Reenlistment XE "Reenlistment"  Code: This field identifies the member’s eligibility to reenlist. Click the drop-down arrow; double-click on the appropriate Reenlistment CD. 

Total Active Service XE "Total Active Service" : Enter the total number of years, months, and days of active service.   This field will appear for Active Reserve and Reserve contract only.

Expiration of Active Enlist: Pre-filled when RADO – Months and RADO – Days are entered.  This field will appear for an Active Reserve contract only.

Total Inactive Service: Enter the total number of years, months, and days of inactive service.  This field will appear for an Active Reserve and Reserve contract only.

LSL XE "LSL"  SellBack: (Lump Sum Leave).  Enter the number of days of leave a member intends to “sell back” upon reenlistment.

Reenlisted At: Enter the place of reenlistment.  Type the name of the city and state, if in the United States.  If a foreign country, enter the city and country in which the member is reenlisting.  Example: Montgomery, AL or Manila, RP.  If the member is reenlisting at sea, type the latitude and longitude of the ship at 0001 hours on the reenlistment date.  Example:  Lat 29.63N Long 68.38W.  If the location is classified, type the closest point of entry.  Common abbreviations may be used.  Example: AT SEA-CLASS-CPE: NORVA.  

Officer’s Name and Grade: Enter the name and grade of the officer performing the reenlistment oath and ceremony for the member. 

Title: Enter the title of the officer performing the reenlistment oath and ceremony for the member.

Print Form: This button appears once the user saves the panel and should be utilized before the supervisor approves the transaction.  This button prints the NAVPERS Form 1070/601.

NOTE:  Some contract data are automatically filled in from the NSIPS database and will appear only on the printed contract.  Those data fields are UIC, Status, DOB, Home of Record XE "Home of Record" , Citizenship XE "Citizenship"  and Citizenship Country, Date of Paygrade, ADSD, PEBD, and Date Last Discharge XE "Discharge" .  The Separation Program Designator XE "Separation Program Designator"  Code (JBK or KHC) is derived from existing information and will not be visible to the user.

Exceptions Panel 
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Field Descriptions/Required Actions

SSN: Pre-filled based on the SSN or Name initially entered for this transaction.

Name: Pre-filled based on the SSN or Name initially entered for this transaction.

Rank/Rate: Pre-filled based on the SSN or Name initially entered for this transaction.

Current DSC: (Duty Status Code) A three-position, numeric, system-generated code that identifies the current status of the member in terms of physical presence or absence.  This code is updated as transactions are processed.  It is pre-filled based on the SSN or Name initially entered for this transaction.  A list of Duty Status Codes occurs later in this document.

Contract Number: Pre-filled based on selection made on the Reenlistment XE "Reenlistment"  Panel.

Contract Begin Date XE "Contract Begin Date" : Pre-filled based on the Reenlistment XE "Reenlistment"  Date entered on the Reenlistment Panel.

Contract Type: This field identifies the type of reenlistment contract.  The abbreviation is spelled out on the right side of the field.

Contract Clause XE "Clause" :  The name of the section containing contract clauses.

Clause XE "Clause" : This field identifies the clauses of the reenlistment contract.  Scroll to clause 016 (Narrative Clause).  Select the detail box and enter the reason for reenlistment (i.e., “Benefits of Rate,” SCORE, STAR etc.).

Exceptions: Provides a complete description of the clause. The scroll bar on the right side of the panel is used to view the required clause details.

MILPERS Clerk Procedure(s)

70. Prepare immediate reenlistment contract.

71. SELRES – When it is not clear as to the type of gain that should be made, contact the Research Status Log Coordinator at your Echelon IV Command.

72. SELRES – When recording a reenlistment, do not proceed with a discharge entry.

73. SELRES – It is mandatory that the Reservist’s SSN be verified from the Reservist’s Social Security Card.  For Reservist’s without a Social Security Card, SSN must be verified from the DD Form 1966 and DD Form 4.  It is mandatory that the name be verified from the Reservist’s DD Form 4.

74. Prepare the required Administrative Remarks XE "Remarks"  (NAVPERS 1070/613) entries for the following:

· Member’s election to selling back leave.

· When the member is reenlisting more than 3 months prior to the Expiration of Active Obligated Service (EAOS).

· Selective Reenlistment XE "Reenlistment"  Bonus (SRB XE "SRB" ) information.

75. Ensure the prepared Administrative Remarks XE "Remarks"  (NAVPERS 1070/613) are signed by the member and witnessed by designated personnel.

· Complete the necessary service record entries to close the member’s current record. Forward necessary pages to NPC-313 for microfilming. Open required pages for new enlistment. 

· If member is entitled to Selective Reenlistment XE "Reenlistment"  Bonus (SRB XE "SRB" ), submit SRB pre-certification.

· Upon completion, review all documents for accuracy.

MILPERS Supervisor Procedure(s)

76. Review all documents for accuracy.

77. In the Approval Action field enter one of the following:

· “Approve” to forward to MILPAY for review and transmission.  

· “Deny” to cancel the document completely.  

· “Recycle” to return to the MILPERS Clerk.

MILPAY Clerk Procedure(s)

78. Review transaction for accuracy.

79. In the Approval Action field for workflow, ensure an 

· "Approval" appears so the information is forwarded to MILPAY Supervisor for review and approval, or

· "Recycle" appears so the information is sent to the MILPERS Supervisor for further action.

MILPAY Supervisor Procedure(s)

80. Review all documents for accuracy.

81. In the Approval Action field enter one of the following:

· “Approve” to transmit the transaction.

· “Deny” to cancel the document completely.  

· “Recycle” to return to the MILPAY Clerk for action.

Forms (Manual and Automated) 

· NAVPERS 1070/601 Immediate Reenlistment XE "Reenlistment" 
· NAVPERS 1070/613 Administrative Remarks XE "Remarks" 
MILPERS Form(s) Distribution 

82. Original Immediate Reenlistment XE "Reenlistment"  Contract – Forward to Naval Personnel Command (NPC-313C).

· File one copy in the member’s new service record as Page 1.

· Forward copy to MILPAYDIV.

83. LSL XE "LSL"  Election (NAVPERS 1070/613). Forward original to MILPAYDIV.

84. To allow timely processing of the member’s pay entitlements upon reenlistment, forward the service record with all documents to MILPAYDIV as prescribed locally.

MILPAY Form(s) Distribution

85. Return service record to MILPERSDIV.

86. File retained copies.

References 

· DODFMR, Volume 7A, Part 1, Chapter 9

· OPNAVINST 1160.3 Series

· OPNAVINST 1160.5 Series

· OPNAVINST 1160.6 Series

· OPNAVINST 1160.7 Series

· BUPERSINST 1001.39 Series

· BUPERSINST 1900.8 Series

· MILPERSMAN 1070-130 through 150, 1070-200, 1070-240, 1040290-1040400, and 1060010-1060020

· ENLTRANSMAN Addendum A

· COMNAVRESFORINST 1001.5 Series
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Reports Overview
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Report Procedures
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Report Status Monitor XE "Status Monitor" /Process Scheduler XE "Process Scheduler" 
Forms / Sub Docs Signature Authority

Reports Overview

The Reports process provides the ability to print a variety of reports and forms.  Note: Any headquarters or DFAS reports sent to Reserve field activities via RHS will be sent to the Reserve activities' GroupWise e-mail account.  CNRF N6 will maintain these accounts.  The DJMS-RC/RHS Naval Reserve IDT Earnings Statement Report should be printed in landscape format, 8 point font.

Related Processes

Process Scheduler XE "Process Scheduler" 
Process Monitor

Navigation

For Reserve Users:

Select  “Go.”

Select  "Forms/Sub Docs."

   Or

Select  “Standard Reports.”


Select  “Billet Reports.”


Select  “IDT Reports.”


Select  “Mobilization XE "Mobilization"  Reports.”


Select  “Personnel Maintenance Reports.”

   Or

Select  “System Reports.”

Select "Use."

Select the desired report.

Select "Add" or "Update/Display."

For Active Users:

Select  “Go.”

Select  "Forms/Sub Docs."

   Or

Select  “Standard Reports.”


Select  “Availability Reports.”


Select  “EDVR Reports.”


Select  “Entitlement Reports.”


Select  “Personnel Reports.”


Select  “Transient Tracking Reports.”

   Or

Select  “System Reports.”

Select "Use."

Select the desired report.

Select "Add" or "Update/Display."

For access to the Signature Authority Panel, for both Active and Reserve Supervisors:

Select  “Go.”

Select  "Forms/Sub Docs."

Select "Setup."

Select "Signature Authority - Add."

   Or

Select "Signature Authority - Mod/Del."

Report Procedures

Navigation to a Reports Option

This example will be of an Inactive Duty Training (IDT) verification report.  Depending on your Operator ID role assignments, you will see different reports options.

87. Select Go.

88. Select Standard Reports.

89. Select IDT Reports.
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90. Select Use.

91. Select IDT Verification.

92. Select Add or Update/Display.
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· If Add is chosen, the Add - IDT Verification Run Control ID dialog box will appear.
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· If Update/Display is chosen, the Update/Display - IDT Verification Run Control ID dialog box will appear.
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93. If Add was chosen, type the Run Control ID you wish to create.  When setting up a Run Control ID, it is important to remember that the Run Control ID can not have spaces or exceed eight characters.  If Update/Display was chosen, enter the established Run Control ID or click OK to pick from a list of established Run Control IDs.  Double-click on the Run Control ID desired.

· The IDT Reports - Use - IDT Verification Report parameters panel will appear.
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· When the panel initially appears, the panel will not be populated with any selected criteria.  Each type of report contains specific selection criteria pertaining to the type of report chosen.

94. Click the drop-down arrow of the Support UIC field to select the UIC that supports the UIC or UICs for which you wish to generate the report.

95. Double-click the UIC to populate the field.

OR


Type in the UIC.

96. Press the <Tab> key to populate the panel with selection criteria.

· The Select All push button will place a check mark in all the check boxes.

· The De-Select All push button will remove all check marks in the check boxes.

97. Click the check box next to the UIC for which you wish to run the report.

· The Select UIC radio button will generate the report with all members of the UIC.

· The Select SSN radio button will allow you to select a specific member.  Type the SSN of the member or select the SSN from the drop-down list in the SSN Selection field if you choose this option.

98. Click the Run icon.[image: image108.wmf]
· The Process Scheduler XE "Process Scheduler"  Request panel will appear.
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99. Click the Server radio button under Run Location.  (If Client is selected, your report will fail.)

100. Click the drop-down arrow in the Server field.

101. Select PSNT.  (If no server is selected, your report will fail.)

102. Click the File radio button under Output Destination.

· 
The File/Printer field is defaulted to %temp%\.

103. If the report is to be run at a time and/or date different than what is defaulted in the Date and Time fields, follow the next eight (8) steps.

a) Click the Date drop-down arrow under Run Date/Time.

b) Double-click the date you wish to run the report.

c) Click the hour in the Time field.

d) Type the hour you want the report to run.

e) Click the minutes in the Time field.

f) Type the minute you want the report to run.

g) Click the seconds in the Time field.

h) Type the second you wish the report to run.

104. The Run Recurrence field is defaulted to "Once" for most reports.  If running a system report, follow the next six (6) steps.

i) Click the drop-down arrow under Run Recurrence.

j) Select how often you wish the report to run.  This allows you to schedule reports to run automatically.

k) Select Once.

l) Click the report you wish to run located at the bottom of the panel.

m) Click OK.

n) Click the Red X.

105. To initiate the running of a report on a recurring basis automatically, such as a system report, the following steps are included to aid you through the scheduling process.

o) On the Process Scheduler XE "Process Scheduler"  Request panel in Run Recurrence, click the New push button.

· The Recurring Process dialog box will appear.
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p) Type the name of the run recurrence in the Recurrence Name field.

q) <Tab> to the Recurrence Descr field.

r) Type a description in the Recurrence Descr field.

s) Click OK.

· A panel appears for you to select your recurrence options.
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t) Click the appropriate radio button under Occurs.

u) Click the drop-down arrow in the On field under Start Request.

v) Double-click the date you wish the recurrence to start.

w) Click the hour in the At field under Start Request.

x) Type the hour you want the report to run.

y) Click the minutes in the At field under Start Request.

z) Type the minute you want the report to run.

aa) Click the seconds in the At field under Start Request.

ab) Type the second you wish the report to run.

Note:
The Repeat Every field will allow you to have the system run a report every so many hours for a period of so many hours.  For example, you can run a report every 2 hours for a period of 10 hours.

ac) Select the appropriate radio button under Start next recurrence when.

ad) Click the appropriate month, week, day, etc., for the radio button selected in Occurs on the calendar.

ae) Click OK.

af) Click the report you wish to run located at the bottom of the panel.

ag) Click OK.

ah) Click the Red X.

View and Print a Report

The following steps are to be used to view and/or print a report.

106. Select Go.

107. Select Report Status Monitor XE "Status Monitor" /Print.
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108. Select Use.

109. Select Report Status Monitor XE "Status Monitor" /Print.

110. Select Report Status Monitor XE "Status Monitor" .
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· The Report Status Monitor XE "Status Monitor" /Print - Use - Report Status Monitor/Print panel appears.  This panel provides a summary of report processing statuses and allows the user to view or print a report once the processing status is "Success."
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111. Click the Refresh push button under Monitor Status to refresh the panel.  The current status of report processing ("Queued," "Initiated," "Success," or "Error" will be displayed under the "Status" column.)  

112. Click this button intermittently until the final report status is displayed.

113. Click the drop-down arrow under Printer Selection for a choice of printers.

114. Click the printer/printer port to populate the field.

115. Click the drop-down arrow under View Reports for a list of report types.

· "Operator" - Only those reports run by the operator.  (Used for Standard Reports)

· "Shared" - All reports run by the operator and any other user with the same "Shared" privilege class and UIC.  (Used for Standard Reports)

· "System" - All system reports run by the operator and any other operator with the same UIC access.  (Used for System Reports)

116. Click the View push button to view the report.

117. When the View push button is depressed for SQR reports, the output will be displayed through the PeopleSoft delivered tool SQRViewer.  There is a print option within SQRViewer; however, due to a known problem with the print option, the Print pushbutton is provided on the Report Status Monitor XE "Status Monitor" .  When the Print push button is depressed, the file will be directed to the printer based on the Printer Selection choice.

118. When the View push button is depressed for Crystal Reports, the output will be displayed through the delivered tool Crystal Reports for PeopleSoft's preview mode.  For Crystal Reports, the print option in the menu is used to print the report; therefore, the Print push button does not appear for Crystal Reports.  If the Print Submenu selection in the Crystal Reports panel is grayed, go into Print Setup and deselect the "No Default Printer" check box in order to print.

Alphabetical Listing of Reports

Additional IDT

Address List

Advancement XE "Advancement"  Eligibility Report

Advancement XE "Advancement"  Worksheet

AFQT Test Scores XE "AFQT Test Scores" 
Agreement to Extend Active Duty

Agreement to Extend Enlistment

Alpha Locator

Authorized Absence

Awards Eligibility Report

Berthing Signature Form

Billet / Person Distribution

Blank IDT Participation Form XE "Blank IDT Participation Form" 
Civilian Skills XE "Civilian Skills" 
Civilian Skills XE "Civilian Skills"  by SSN

Command Recall Bill

Demobilized Listing

Dependency Application

Dependency Care Certification XE "Dependency Care Certification" 
Equivalent Training

ETS Tracking

Feedback Data

FTS - Full Time Support

GI Bill NOBE Status

IDT Detail Review

IDT History Review

IDT Participation - Department

IDT Participation - Division XE "Division" 
IDT Participation - Non-Scheduled

IDT Participation - Scheduled

IDT Rescheduled / ET Suspense

IDT Unadjudicated

IDT Unit Summary

IDT Verification

Immediate Reenlistment XE "Reenlistment"  Contract

IMS XE "IMS"  Summary

IMS XE "IMS"  Update

In-Assignment Processing

Individual IDT Participation Form

Individual Mobilization XE "Mobilization"  Status

Language - by SSN

Language - by UIC

Mailing Labels - by Alpha

Mailing Labels - by SSN

MAS XE "MAS"  Summary

MAS XE "MAS"  Update

Meal Pass XE "Meal Pass"  Log

Mobilization XE "Mobilization"  Availability Status XE "Availability Status" 
Notice of Basic Eligibility

Pending Feedback

Pending Transactions

PRD XE "PRD"  Occurrence Listing

Recall Listing XE "Recall Listing" 
Rejected Drills - by Name

Rejected Drills - by UIC

Retained Transmittal Log

RUAD

SAM Status XE "SAM Status" 
Security Clearance XE "Security Clearance"  Access

Unexcused IDT

Unit (UIC) Summary Report

Vacant Billet Listing

Additional IDT

The Additional IDT Report is a listing of all drills, containing the type of drill, by member for a fiscal year.
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Address List

The Address List is a listing of all members assigned with their home address and phone numbers.

[image: image116.wmf]
Advancement XE "Advancement"  Eligibility Report

The Advancement XE "Advancement"  Eligibility E2/3 Report provides a listing of all E-1 and E-2 personnel who are time-in-rate (TIR) eligible for advancement.

[image: image117.wmf]
Advancement XE "Advancement"  Worksheet

The Advancement XE "Advancement"  Worksheet provides a listing of enlisted personnel eligible for advancement.

[image: image118.wmf]
AFQT Test Scores XE "AFQT Test Scores" 
The Armed Forces Qualification Test Score XE "Test Score" s Report provides a listing of enlisted personnel and their AFQT scores.

*[image: image119.wmf]
Agreement to Extend Active Duty

The Agreement to Extend Active Duty produces a NAVPERS form 1070/62.

[image: image120.wmf]
Agreement to Extend Enlistment

The Agreement to Extend Active Duty produces a NAVPERS form 1070/621.

[image: image121.wmf]
Alpha Locator

The Alpha Locator is a report of all members within a UIC or support UIC that may be sorted Alphabetically, by UIC, or by Department or Division XE "Division" .  

[image: image122.wmf]
Authorized Absence

The Inactive Duty Training Authorized Absences Report is a listing of those personnel who have had Authorized Absences within 12 months.  This report provides a 12-month running total.
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Awards Eligibility Report

The Awards Eligibility Report is a listing of Officer and Enlisted personnel and the awards for which they are eligible based on the system date.
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Berthing Signature Form

The IDT Berthing Signature Form is a listing of personnel of a Reserve unit who are participating in an IDT drill and reside more than 50 miles from the drill site.  For a member to appear on this report, that member must reside more than 50 miles from the drill site and must be scheduled to perform two four-hour IDTs the day following the use of berthing.

[image: image125.wmf]
Billet / Person Distribution

The Billet/Person Distribution XE "Billet/Person Distribution"  List is a summary of personnel and billets for each pay grade within a unit.
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Blank IDT Participation Form XE "Blank IDT Participation Form" 
The Inactive Duty Blank Training Participation Form generates a blank Individual IDT Participation Form.

[image: image127.wmf]
Civilian Skills XE "Civilian Skills" 
The Civilian Skills XE "Civilian Skills"  Reports selection contains 5 report options including:  Detailed Report, Personnel Skills Report, Civilian Skills Report, Preliminary Search Report, and SELRES Contact Report.  The options for the different reports appear in the bottom section of the Process Scheduler XE "Process Scheduler"  Panel which appears after the selection criteria is entered and the "Run" key has been clicked.  The following is an example of the Civilian Skills Report.

[image: image128.wmf]
Civilian Skills XE "Civilian Skills"  by SSN

The By SSN report prints a listing of personnel and their associated civilian skills based upon certain selection criteria.
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Command Recall Bill

The Command Recall Bill is a listing of all assigned personnel with their home addresses and phone numbers as well as work phone numbers.  This report is sorted by Recall Key input, and page breaks are setup based on the selection of the first, second, or third character of the Recall Key.
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Demobilized Listing

The Demobilization Listing Report is a listing of personnel who are scheduled to return from mobilization.
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Dependency Application

The Dependency Application / Record of Emergency Data XE "Emergency Data"  prints a form containing dependent information.
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Dependency Care Certification XE "Dependency Care Certification" 
The Dependency Care Certification XE "Dependency Care Certification"  prints an OPNAV 1740/1.
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Equivalent Training

The Inactive Duty Training Equivalent Training Report XE "Equivalent Training Report"  is a listing of Equivalent Training Drills scheduled/performed within the current fiscal year.  This report is sorted by RUIC or Alphabetically.

[image: image134.wmf]
ETS Tracking

The ETS Tracking Report XE "ETS Tracking Report"  gives the user an option of choosing either the EREN Report, Age 60 Report, or the Retirement XE "Retirement"  Eligibility Report.  These reports will produce data on members who will meet the criteria for each report within 9 months.

[image: image135.wmf]
Feedback Data

The Feedback Tracking Report is a listing of feedback from transactions sent to corporate that have been acknowledged, accepted, recycled, or rejected.  It also includes unsolicited feedback.  The feedback for spawned transactions, those generated by RHS for DJMS-RC and IMAPMIS processing, may not have a transaction release date on the report.  The release date, however, will be on the feedback for the originating message.
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FTS - Full Time Support

The FTS Report gives the user a listing of full-time support personnel assigned to the user's UIC..
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GI Bill NOBE Status

The GI Bill Notification of Basic Eligibility Status Report prints a listing of the number of personnel in each NGIMB code and it's escription for a unit..
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IDT Detail Review

The IDT Detail Review Report is a listing of all drills, both pay and non-pay, containing the type of drill and it's status.
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IDT History Review

The IDT History Review Report is a listing of all drills, both pay and non-pay, by type of drill on a progressive year and fiscal year basis covering 14 months.
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IDT Participation - Department

The Inactive Duty Training Participation Record XE "Participation Record"  - Department prints an IDT Participation Record for personnel attached to a unit.
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IDT Participation - Division XE "Division" 
The Inactive Duty Training Participation Record XE "Participation Record"  - Division XE "Division"  prints an IDT Participation Record for personnel attached to a unit.

[image: image142.wmf]
IDT Participation - Non-Scheduled

The Inactive Duty Training Participation Record XE "Participation Record"  - Non-Scheduled prints an IDT Participation Record for personnel attached to a unit.
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IDT Participation - Scheduled

The Inactive Duty Training Participation Record XE "Participation Record"  - Scheduled prints an IDT Participation Record for personnel attached to a unit.
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IDT Rescheduled / ET Suspense

The Inactive Duty Training Rescheduled/ET Suspense Report XE "Rescheduled/ET Suspense Report"  is a listing of rescheduled drills and equivalent training drills scheduled.  This report is sorted by RUIC or Alphabetically.
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IDT Unadjudicated

The Inactive Duty Training Unadjudicated Report is a listing of members who have not fulfilled their IDT obligations for regular, rescheduled, and scheduled IDTs.  This report includes the periods, type of drill, and a description of the drill.  This report includes all IDTs for the previous 12 months that have not been adjudicated.  It includes all drills scheduled but not performed and drills recorded but not verified.  This report prints by RUIC or Alphabetically.
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IDT Unit Summary

The Inactive Duty Training Unit Summary Report is a listing of unit personnel listing all drills by type.  This report sorts by RUIC or Alphabetically.

[image: image147.wmf]
IDT Verification

The Inactive Duty for Training Verification Report is a listing of drills recorded but not verified and drills verified but not posted.  This report is sorted Alphabetically by RUIC.
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Immediate Reenlistment XE "Reenlistment"  Contract

The Immediate Reenlistment XE "Reenlistment"  Contract produces a NAVPERS form 1070/601.
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IMS XE "IMS"  Summary

The Individual Mobilization XE "Mobilization"  Status Summary Report is a listing of the different IMS XE "IMS"  categories as reflected by IMS Code assignments of individuals within the command.
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IMS XE "IMS"  Update

The Individual Mobilization XE "Mobilization"  Status Update Listing is a report of personnel who have IMS XE "IMS"  Codes entered.
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In-Assignment Processing

The In Assignment Processing Report is a listing of personnel assigned to a unit who have not been assigned to a specific billet.  This report sorts by RUIC or Alphabetically.
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Individual IDT Participation Form

The Individual Inactive Duty Training Participation Form prints an IDT Participation Form for one individual.
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Individual Mobilization XE "Mobilization"  Status

The Individual Mobilization XE "Mobilization"  Status Listing is a report of personnel who have IMS XE "IMS"  Codes entered.
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Language - by SSN

The Language Proficiency Report is a listing of personnel with any language proficiency on file sorted by SSN.
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Language - by UIC

The Language Proficiency Report is a listing of personnel with any language proficiency on file sorted by UIC.
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Mailing Labels - by Alpha

This provides the ability to print mailing labels.  Label types are offered.  This report is sorted Alphabetically.

[image: image157.wmf]
Mailing Labels - by SSN

This provides the ability to print mailing labels.  Label types are offered.  This report is sorted by SSN.
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MAS XE "MAS"  Summary

The Mobilization XE "Mobilization"  Availability Status XE "Availability Status"  Summary Report is a listing of the number of personnel identified for mobilization by type of availability.
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MAS XE "MAS"  Update

The Mobilization XE "Mobilization"  Availability Status XE "Availability Status"  Update Listing is a report of personnel who have MAS XE "MAS"  Codes entered.
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Meal Pass XE "Meal Pass"  Log

The Meal Pass XE "Meal Pass"  Log is a listing of SELRES personnel participating in a drill for whom meals are provided.  This report is printed alphabetically by UIC.

[image: image161.wmf]
Mobilization XE "Mobilization"  Availability Status XE "Availability Status" 
The Mobilization XE "Mobilization"  Availability Status XE "Availability Status"  is a report of personnel and their MAS XE "MAS"  Codes.
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Notice of Basic Eligibility

The Notification of Basic Eligibility Report XE "Notification of Basic Eligibility Report"  prints an NOBE form for the member.
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Pending Feedback

The Pending Feedback Report XE "Feedback Report"  provides a listing of transactions pending corporate feedback.
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Pending Transactions

The Pending Transactions Report XE "Pending Transactions Report"  provides a listing of transactions pending release action.
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PRD XE "PRD"  Occurrence Listing

The PRD XE "PRD"  Occurrence Listing is a report of all personnel whose Projected Rotation Date is within 9 months.
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Recall Listing XE "Recall Listing" 
The Recall Listing XE "Recall Listing"  is a report of all personnel for recall purposes.
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Rejected Drills - by Name

The Rejected Drills - by Name listing is a report of rejected Drills for a specific individual.

[image: image168.wmf]
Rejected Drills - by UIC

The Rejected Drills - by UIC listing is a report of all personnel within a UIC that have rejected Drills.
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Retained Transmittal Log

The Retain Transmittal Log is a listing of released transactions by supervisor.
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RUAD

The Reserve Unit Assignment Document Report is a listing of Officer and Enlisted personnel against billet assignments.  This report also prints vacant billets and cross assignments.
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SAM Status XE "SAM Status" 
The Sea Air Mariner Status Report prints the total number and status of SAM personnel assigned.
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Security Clearance XE "Security Clearance"  Access

The Security Clearance XE "Security Clearance"  Eligibility and Authorization List is a report of all members of a UIC or RUIC and their security clearance information.

[image: image173.wmf]
Unexcused IDT

The Inactive Duty Training Unexcused Report is a listing of personnel who have been assigned unexcused absences within the previous 13 months.  This report will print the fiscal and progressive period.  This report is sorted Alphabetically by RUIC.
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Unit (UIC) Summary Report

The Unit Summary Report lists the Commanding Officer assigned to a particular RUIC.
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Vacant Billet Listing

The Vacant Billet Listing is a report of all vacant billets at a Naval Reserve Activity.  This report includes information concerning cross-assigned in and out personnel.
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Report Status Monitor XE "Status Monitor" /Process Scheduler XE "Process Scheduler" 
Status Monitor XE "Status Monitor"  Panel

[image: image177.wmf]
Field Descriptions/Required Action

Monitor Status: The Refresh Button in the Monitor Status area is pressed to refresh the screen.

Printer Selection: Click on the drop-down arrow to make a printer selection or type it in the block.

View Reports: Allows the users to select the set of reports they wish to view (Operator, Shared, System).

Note: Operator allows the user to view his/her own reports.  Shared allows the user to view his/her own reports plus any standard reports by operators with the same class and Admin/PSD UIC access.  System allows the user to view/print all system reports run by operators with the same Admin/PSD UIC access.

Report Name: The name of the report whose status is being displayed.

Operator: The operator who started the report.

Instance: A system-generated identifier for the report.

Request Date/Time: The time and date that the report was output.

Status: Allows the user to view the status of requested reports from the following: Initiated, Processing, Queued, Error, Deleted, and Success.

View Button: Click on this button to view a report.

Print Button: Click on this button to print the Report.

Export Button: Click on this button to create a diskette for RSTARS(TM) XE "RSTARS(TM)" , RSTARS(MM) XE "RSTARS(MM)"  or RIMS(OM) XE "RIMS(OM)" .

Detailed Status XE "Detailed Status"  Panel
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Field Descriptions/Required Action

Operator ID: Pre-filled based on the Operator using the system.

Report Name: The name of the report whose status is being displayed.

File Name: The name of the file where the report is stored.

Process: The name of the process that is used to run the report.

Process Class: The class of process that is used to run the report.

Server Agent: The name of the server agent that is used to run the report.

Process Scheduler XE "Process Scheduler"  Panel

[image: image179.wmf]
Field Descriptions/Required Action

Operator ID: Pre-filled based on the Operator using the system.

Run Control ID: Named as you enter a panel.  For instance, if you want to re-run a report more than once, simply name the Run Control.  The Run Control ID will save the setup for that report.

Run Location: Run Location defaults to Client.  If set on Server, it will unhide the Run Date/Time and Run Recurrence.

Output Destination: You may select to save the selected report to a File, send to a Printer, or view on screen by sending to Window.

Run Date/Time: This allows you to set up a specific time to run a report.

Run Recurrence: This allows you to set up a recurrence to run a report on a scheduled basis.

Description:  In this block you may select by clicking on the report you wish to run.  This MUST BE HIGHLIGHTED in order to run the report.

OK Button: Click on the OK button when you are ready to run the report.

Cancel Button: Click the Cancel button if you are not ready to run the report.

Forms/Sub Docs Signature Authority

Signature Authority Panel

[image: image180.wmf]
Field Descriptions/Required Action

SSN: Pre-filled based on the SSN or Name initially entered for this transaction.

Name: Pre-filled based on the SSN or Name initially entered for this transaction. 

Rank/Rate: Pre-filled based on the SSN or Name initially entered for this transaction. 

Current DSC: (Duty Status Code)  A three-position, numeric, system-generated code that identifies the current status of the member in terms of physical presence or absence.  This code is updated as events are processed.  It is pre-filled based on the SSN or Name initially entered for this transaction.

Rank/Rate: The rank or rate that will appear on the signature block.

Grade: Pre-filled based on the SSN or Name initially entered for this transaction.

Command: Pre-filled based on the SSN or Name initially entered for this transaction.

Support UIC: Pre-filled based on the SSN or Name initially entered for this transaction and the selection of PPSUIC XE "PPSUIC"  or Reserve Center.

PPSUIC XE "PPSUIC" : Used to derive the member's Support UIC.

Reserve Center: Used to derive the member's Support UIC.

Title: The title of the member who has signature authority.

Typed Signature: The name of the member who has signature authority.

Pay Indicator: Indicates if the member has signature authority for pay documents.

Personnel Indicator: Indicates if the member has signature authority for personnel documents.

Report Indicator: Indicates if the member has signature authority for report documents.

CO Indicator: Pre-filled based on the SSN or Name initially entered for this transaction.  This field can only be changed via the Unit Administration XE "Unit Administration"  panel.

Delete Record: If this block is checked, data will be deleted when the record is saved.  The record cannot be deleted if the CO Indicator block is checked.

SYSTEM REPORTS  

System Reports Contents

NSIPS Database Analysis

NSIPS System Reports

Navigation

View and Print a Report

Summary

NSIPS Database Analysis 

NSIPS depends heavily upon its database to control edits on panels, to submit transactions, and to process mass events. To ensure that the information being sent to corporate is accurate, transactions that modify the NSIPS database must be reviewed for accuracy and timeliness.

System Reports are essential to aiding the user in ensuring that the NSIPS database is up to date and in line with the corporate systems.  The analysis of these reports ensures that transactions submitted from the field-level update all corporate systems properly and that the corporate systems reply to transactions in a timely manner.

For example, an IDT transaction that updates both RHS and DJMS-RC must be monitored to ensure that the transaction is released in a timely manner to the corporate asset, answered by the corporate asset, and errors on the transaction are immediately corrected. 

Failure to maintain the NSIPS database may result in the submission of inaccurate pay and personnel transactions or the stoppage of pay entitlements on service members.

NSIPS System Reports

NSIPS provides four reports to assist in monitoring the day-to-day operations of NSIPS processing.  These reports are


Pending Transactions Report XE "Pending Transactions Report" 

Retained Transmittal Log  


Pending Feedback Report XE "Feedback Report" 

Feedback Report XE "Feedback Report" 
· Acknowledged and Accepted

· Failed

· Recycled

· Unsolicited 

These reports are system-generated reports that should be printed daily.  The system or group administrator for the site should run and distribute these reports to the appropriate supervisors/managers.  NSIPS provides these reports to support the smooth operation of NSIPS.  The reports help commands monitor internal operations within workflow as well as corporate level transmissions.  These reports must be reviewed daily to obtain their full benefit.

Pending Transactions Report XE "Pending Transactions Report" 
This report lists all of the transactions that are pending in NSIPS broken down by the Supervisor ID.  It allows the submitting command to track transactions from the clerk to the supervisor, and provides a listing of all pending transactions for the supervisor.  This ensures that pay and personnel transactions are released in a timely manner.

Navy Standard Integrated Personnel System

PENDING TRANSACTIONS REPORT

Personal Data - Privacy Act of 1974                        


             Run Date 10/03/1999

                                                       



     Page No.  1

Admin:    62054 NAVRESCEN KANSAS CITY MO

Activity: 62054 NAVRESCEN KANSAS CITY MO












         Date Sent to 

Supervisor ID Process Name                  SSN           Name                        Originator ID    Supervisor

APERSPVR      Activity Gain                               METCALF,GENE LAWRENCE       APERCLRK         02/17/1999

              Allowances                                  METCALF,GENE LAWRENCE       APERCLRK         09/16/1999

              Allowances                                  FLYNN,ANN MARIE             APERCLRK         02/04/1999

              Allowances                                  BROOKS,RICHARD ARMAND       APERCLRK         02/05/1999

              Allowances                                  LEE,ROBERT EDWARD           APERCLRK         02/05/1999

              Bonuses                                     BRANAM,PAUL WILLIAM         APERCLRK         02/05/1999

              Conversion XE "Conversion"                                   CAPPELLO,CHRISTOPHER JOHN   APERCLRK         03/10/1999

              Foreign Language XE "Foreign Language"  Proficiency                SEITH,THOMAS ROLLINS        APERCLRK         02/23/1999

              Held Leave                                  METCALF,GENE LAWRENCE       APERCLRK         02/18/1999

              Incentive Pays                              HENDRICKS,KENOLY LAVAUGHN   APERSPVR         02/04/1999

              Incentive Pays                              GALERA,JOSEPH NAVARRETE     APERSPVR         02/04/1999

              Leave                                       KILLAM,JOHN ALBERT          APERCLRK         02/18/1999

              Leave                                       KILLAM,JOHN ALBERT          APERCLRK         02/18/1999

              Pay Deposit                                 METCALF,GENE LAWRENCE       APERCLRK         02/25/1999

              Personal Data Changes                       PESIK,ROBERT IRVINE         APERCLRK         02/05/1999

              Personal Data Changes                       MILLS,CHRISTOPHER AARON     APERCLRK         02/05/1999

              Personal Data Changes                       MCCAMPBELL,JAMES EDWAD      APERCLRK         02/05/1999

              Personal Data Changes                       COY,SHANNON AURORA          APERCLRK         02/05/1999

              Reenlistments                               LOVE,J CHAD                 APERCLRK         02/23/1999

              Service Dates                               HENDRICKS,KENOLY LAVAUGHN   APERCLRK         02/17/1999

              Special Pays                                METCALF,GENE LAWRENCE       APERCLRK         02/17/1999

Report Data Fields

Run Date: Date of Report in MM/DD/YYYY format.

Admin: The Administrative Unit Identification Code and name of the command owning the Supervisor ID.

Activity: The Unit Identification Code and name of the command owning the Supervisor ID.

Supervisor ID: The actual Supervisor ID.  Transactions will be grouped according to the value in this field.

Process Name: The name of the actual process or transaction that is pending in the Supervisor ID Workflow.

SSN: The SSN of the member for whom the transaction is being processed.

Name: The name of the member for whom the transaction is being processed.

Originator ID: The Clerk ID that created the transaction.

Date Sent to Supervisor: The date the Originator ID sent the transaction to the Supervisor for approval.

Retained Transmittal Log (RTL)

This report is a listing of all transactions released from a command.  It is sorted by the Supervisor ID and is used to track transactions that have been transmitted.
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                                                   FROM 10/01/1999     To: 10/24/1999

SSN Based Messages                                                                                Rank/   Releasing Release

Corporate Message                                      UIC   SSN          Name                    Rate    Operator  Date

C50(001)_RHS  Misc Change to Home Address/Phone XE "Phone"         7474G              MCMAHON,GARY GENE       BMCM    CRCLK    10/22/1999

C50(RPC)_RHS  Misc Change to RET Point/AT Status       7474G              JAROLL,EDWARD JOHN      RMCS    CRCLK    10/22/1999

DETKEY(H)_RHS Assignment to Billet No Prior Billet     82949              STPIERRE,MATTHEW P      AT2     CRCLK    10/21/1999

DETKEY(S)_RHS Assignment to New Billet After De-Assig  82949              CAINE,JULIUS LEE        AE1     CRCLK    10/21/1999

DETKEY(V)_RHS De-Assignment of Billet No New Assign    82949              CAINE,JULIUS LEE        AE1     CRCLK    10/21/1999

DETKEY(W)_RHS De-Assignment of Billet Pr to New Assig  82949              CAINE,JULIUS LEE        AE1     CRCLK    10/21/1999

C50(001)_RHS  Misc Change to Home Address/Phone XE "Phone"         82949              BURCH,ROBERT MARK       BM1     CRCLK    10/22/1999

C50(001)_RHS  Misc Change to Home Address/Phone XE "Phone"         82949              GRANT,BRIAN LAFETE      AO2     CRCLK    10/22/1999

C50(001)_RHS  Misc Change to Home Address/Phone XE "Phone"         82949              ALLEN,THOMAS EDWARD     SK2     CRCLK    10/22/1999

C50(001)_RHS  Misc Change to Home Address/Phone XE "Phone"         82949              SCHIPPERT,SCOTT FREDRI  AMS3    CRCLK    10/22/1999

S51_RHS       Advancement XE "Advancement"  in Rate                      82949              OVERBY,JESSE WILLIAM JR ATCS    CRSUP1   10/22/1999

C50(005)_RHS  Misc Change to Military Spouse XE "Military Spouse"  Info      84480              DUTRA,MARK AARON        AE3     CRSUP1   10/20/1999

C50(063)_RHS  Misc Change to Dependency Data Info      84480              DUTRA,MARK AARON        AE3     CRSUP1   10/20/1999

C50(001)_RHS  Misc Change to Home Address/Phone XE "Phone"         85844              CHIPMAN,CATHERINE JUNE  IS3     CRCLK    10/22/1999

C50(N)_RHS    Misc Change to Rate/Date of Rate         85844              BAYLIS,STEPHANIE MARY   DPC     CRSUP1   10/22/1999

C50(R21)_RHS  Misc Change to NRMSM XE "NRMSM"  Eligibility Date    86002              STILES,ARTHUR GLENN     OS1     CRSUP1   10/20/1999

C50(050)_RHS  Misc Change due to Reenlistment XE "Reenlistment"           86002              LEEMAN,LANCE ALLEN      AW2     CRSUP1   10/22/1999

L38_RHS       Discharged Followed by Immediate Reenl   86002              LEEMAN,LANCE ALLEN      AW2     CRSUP1   10/22/1999

S03_RHS       Immediate Reenlistment XE "Reenlistment"                    86002              LEEMAN,LANCE ALLEN      AW2     CRSUP1   10/22/1999

C50(001)_RHS  Misc Change to Home Address/Phone XE "Phone"         86002              STILES,ARTHUR GLENN     OS1     CRCLK    10/22/1999

C50(N)_RHS    Misc Change to Rate/Date of Rate         86007              MCLEAN,TIMOTHY DALE     RM2     CRSUP1   10/22/1999

DETKEY(L)_RHS IRAD XE "IRAD"  Update                              86689              BRUBAKER,JONATHAN ERIC  LCDR    CRCLK    10/21/1999

DETKEY(L)_RHS IRAD XE "IRAD"  Update                              86689              THOMPSONCURRIER,LEANNE  IS1     CRCLK    10/21/1999

B11_RHS       Report IDT Attendance                    89586              BENSON,SANDRA LAVERNE   PN2     CRCLK    10/20/1999

B11_RHS       Report IDT Attendance                    89586              BENSON,SANDRA LAVERNE   PN2     CRCLK    10/20/1999

B11_RHS       Report IDT Attendance                    89586              BENSON,SANDRA LAVERNE   PN2     CRCLK    10/20/1999

B11_RHS       Report IDT Attendance                    89586              BENSON,SANDRA LAVERNE   PN2     CRCLK    10/20/1999

Report Data Fields

Run Date: Date of Report in MM/DD/YYYY format.

Support UIC: The Unit Identification Code of the releasing operator.

From:  The date selected by the user in the report creation for the beginning date of the report.

To: The date selected by the user in the report creation for the ending date of the report.

Type of Transaction: Type of Transaction released to corporate.  Each section will be further divided into SSN Based, UIC Based, and Billet Based transactions. 

Corporate Message: The Corporate message Identifier (TAC, FID, TIN) followed by the corporate system to which the transaction is being sent.  Also includes the name of the transaction that is being sent.

UIC:  Unit Identification Code of the member.

SSN: The SSN of the member for whom the transaction is being processed.

Name: The name of the member for whom the transaction is being processed.

Rank/Rate: The Rank/Rate of the member for whom the transaction is being processed.

Releasing Operator: The User ID of the Operator who released the transaction.

Release Date: The date the transaction was approved by the supervisor and transmitted to the corporate system.

Pending Feedback Report XE "Feedback Report" 
This report lists all transactions that have been submitted by the field site to a corporate database.  The report will list the Corporate Message Name, the Description of the Message, the SSN, and Name of the member on which the transaction was submitted, the date the transaction was originally submitted, and the corporate asset to which the transaction was sent.

Feedback Report XE "Feedback Report" 
The Feedback Report XE "Feedback Report"  provides the submitting activity a listing of feedback transactions from corporate systems.  These transactions relate to, but are not necessarily in response to, transactions submitted by field activities. The Feedback Report is divided into 4 sections.

Acknowledged and Accepted Transactions

Listing of those transactions submitted by the field that have been accepted and applied to the corporate databases.
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SSN Based Messages

Accepted/Acknowledged Transactions

Corporate 








 Rank/  Release     Feedback 

Message       Description                     UIC    SSN          Name                Rate   Date        Date          Status

C50(063)_RHS  Misc Change to Dependency Data  84480               DUTRA,MARK AARON    AE3    10/20/1999  10/21/1999    Accepted

C50(063)_RHS  Misc Change to Dependency Data  84480               DUTRA,MARK AARON    AE3    10/20/1999  10/21/1999    Accepted

C50(005)_RHS  Misc Change to Military Spouse XE "Military Spouse"   84480               DUTRA,MARK AARON    AE3    10/20/1999  10/21/1999    Accepted

C50(005)_RHS  Misc Change to Military Spouse XE "Military Spouse"   84480               DUTRA,MARK AARON    AE3    10/20/1999  10/21/1999    Accepted

C50(063)_RHS  Misc Change to Dependency Data  84480               DUTRA,MARK AARON    AE3    10/20/1999  10/21/1999    Accepted

C50(063)_RHS  Misc Change to Dependency Data  84480               DUTRA,MARK AARON    AE3    10/20/1999  10/21/1999    Accepted

Report Data Fields

Run Date: Date of Report in MM/DD/YYYY format.

Support UIC: The Unit Identification Code of the releasing operator.

From:  The date selected by the user in the report creation for the beginning date of the report.

To: The date selected by the user in the report creation for the ending date of the report.

Type of Transaction: Type of transaction released to corporate.  Each section will be further divided into SSN Based, UIC Based and Billet Based transactions. 

Corporate Feedback Message: The Corporate message Identifier (TAC, FID, TIN) followed by the corporate system to which the transaction is being sent.  Also includes the name of the transaction that is being sent.

UIC:  Unit Identification Code of the member.

SSN: The SSN of the member for whom the transaction is being processed.

Name: The name of the member for whom the transaction is being processed.

Rank/Rate: The Rank/Rate of the member for whom the transaction is being processed.

Release Date: The date the transaction was approved by the supervisor and transmitted to the corporate system.

Feedback Date: The date the feedback was received from corporate.

Status: The status of the feedback received from corporate.

Failed Transactions

Listing of those transactions submitted by field activities that have been rejected at the corporate level.
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SSN Based Messages

Failed Transactions

Corporate

Rank/



Release
Feedback

Message
Name

Rate
SSN


Date

Date
Error   Error Text      

C50(005)_RHS
DUTRA,MARK AARON  AE3
             10/20/1999
10/21/1999
NAME    UPDATE OF FIELD CONFLICTS WITH TAC CODE

C50(005)_RHS
DUTRA,MARK AARON  AE3
             10/20/1999
10/21/1999
SSNEVT  SSN NOT ON FILE           

C50(005)_RHS
DUTRA,MARK AARON
AE3
             10/20/1999
10/21/1999
NAME    UPDATE OF FIELD CONFLICTS WITH TAC CODE

C50(063)_RHS
DUTRA,MARK AARON 
AE3
             10/20/1999
10/21/1999
NAME    UPDATE OF FIELD CONFLICTS WITH TAC CODE

Report Data Fields

Run Date: Date of Report in MM/DD/YYYY format.

Support UIC: The Unit Identification Code of the releasing operator.

From:  The date selected by the user in the report creation for the beginning date of the report.

To: The date selected by the user in the report creation for the ending date of the report.

Type of Transaction: Type of transaction released to corporate.  Each section will be further divided into SSN Based, UIC Based and Billet Based transactions. 

Corporate Message: The Corporate message Identifier (TAC, FID, TIN) followed by the corporate system to which the transaction is being sent.

Name: The name of the member for whom the transaction is being processed.

Rank/Rate: The Rank/Rate of the member for whom the transaction is being processed.

SSN: The SSN of the member for whom the transaction is being processed.

Release Date: The date the transaction was approved by the supervisor and transmitted to the corporate system.

Feedback Date: The date the feedback was received from corporate.

Error Code:  The Numeric or alphabetical error code sent by corporate on the transaction.

Error Text:  The Error text associated with the Error Code received from corporate.

Note:  If the feedback error text is a five-digit alphanumeric character set, to find out what the error code represents, you will need to sight the DJMS-RC Error Code Guide.  If the feedback error is text, then the error is from RHS and should describe the error and steps to correct the error.

Recycled Transactions

Listing of those transactions that have been submitted by field activities that are recycling at a corporate system.
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SSN Based Messages

Recycled Transactions

Corporate

Rank/
Release


Feedback



Message
Name

Rate

SSN
Date
Date

UIC

B11_RHS
GREENWOOD,DOUGLAS J
AMCS
           
10/20/1999
10/21/1999
89586

B11_RHS
GREENWOOD,DOUGLAS J
AMCS
           
10/20/1999
10/21/1999
89586

B11_RHS
JUREWICZ,STANLEY  
CDR
           
10/20/1999
10/21/1999       89586

B11_RHS
JUREWICZ,STANLEY 
CDR
           
10/20/1999
10/21/1999
89586

B11_RHS
SAKELAKOS,CHARLES A
AT2
           
10/20/1999
10/21/1999
89586

B11_RHS
SAKELAKOS,CHARLES A
AT2
           
10/20/1999
10/21/1999
89586

B11_RHS
ROMERO,ROBERTO C
AN
           
10/20/1999
10/21/1999
89586

B11_RHS
ROMERO,ROBERTO C
AN
           
10/20/1999
10/21/1999
89586

Report Data Fields

Run Date: Date of Report in MM/DD/YYYY format.

Support UIC: The Unit Identification Code of the releasing operator.

From:  The date selected by the user in the report creation for the beginning date of the report.

To: The date selected by the user in the report creation for the ending date of the report.

Type of Transaction: Type of transaction released to corporate.  Each section will be further divided into SSN Based, UIC Based and Billet Based transactions. 

Corporate Message: The Corporate message Identifier (TAC, FID, TIN) followed by the corporate system to which the transaction is being sent.

Name: The name of the member for whom the transaction is being processed.

Rank/Rate: The Rank/Rate of the member for whom the transaction is being processed.

SSN: The SSN of the member for whom the transaction is being processed.

Release Date: The date the transaction was approved by the supervisor and transmitted to the corporate system.

Feedback Date: The date the feedback was received from corporate.

UIC:  Unit Identification Code of the member.

Unsolicited Data

Listing of corporate transactions that are “not” submitted by field activities that update the NSIPS database (i.e., PRD XE "PRD"  changes to navy members).

Extraneous Feedback Transactions

When processing a Reserve Gain, the following transactions are generated and sent to RHS:


R41

Transfer XE "Transfer"  to another Naval Reserve Unit


R14

Received from another naval reserve Unit


C50

Miscellaneous Change


DETKEY
Detailing Transaction

For members transferred to another Naval Reserve Unit outside the current Admin UIC, the R41_RHS and DETKEY(F)_RHS may appear as rejects from RHS although all processing successfully completed for them at RHS.  No further action is necessary as long as the R14_RHS is shown as accepted.

Navigation

Each Go menu option that has available reports will have a Reports menu option after it has been selected.  If you select a Go menu option and you do not see a Reports menu option on the Menu bar, the Go menu option does not have any reports available. 

Select "Go."

Select "System Reports."

Select "Use."

Select the name of the report to run.

Select "Add."

[image: image181.wmf]
The Run Control ID dialog box will appear.

[image: image182.wmf]
Type the Run Control ID you wish to create.  This is an alphanumeric identifier to help the user track the report.

Note:
Run Control ID can not have spaces or exceed ten characters.  You may choose to use an underscore (_) in the name; however, that is the only special character that is known to be acceptable for use.
Click on the OK button.

The Report Criteria Selection Panel will appear.

Report Criteria Selection Panel

[image: image183.wmf]
This panel is similar to all the Report Criteria Selection Panels.

Panel TAB: Contains the name of the report from the menu selection.

Operator ID: Lists the Operator ID of the user who initiated the report.

Run Control ID: Displays the name entered in the Run Control IDdialog box. 

Support UIC: Click the drop-down arrow of the Support UIC field to select the UIC to run the report on.

From Date: The beginning date for the range of requested feedback

Through Date: The ending date for the range of requested feedback

Press the <Tab> key to move to the From Date field.

Click the drop-down arrow of the From Date field to select the date that you wish to have the computer start selection.

Click the drop-down arrow of the Thru Date field to select the date that you wish to have the computer end selection.

Click the Run Icon.[image: image184.wmf].


The Process Scheduler XE "Process Scheduler"  Request panel will appear.

Note:
For any report you wish to run more than once, you must setup the process scheduler to run a report at a specific date and time.  This is particularly important in the case of system-generated reports.  Someone must set up the process scheduler for each of the system or standard reports that are to run at scheduled times.

[image: image185.wmf]
Click the Server radio button under Run Location.  (If Client is selected, your report will fail.)

Click the drop-down arrow in the Server field.

Select PSNT.  (If no server is selected, your report will fail.)

Click the File radio button under Output Destination.

Type %temp%\.

Click the Date drop-down arrow under Run Date/Time.

Double-click the date you wish to run the report.

Click the hour in the Time field.

Type the hour you want the report to run.

Click the drop-down arrow under Run Recurrence.

Select how often you wish the report to run.

This allows you to schedule reports to run automatically.

Select Once.

Click the Report Id to run located at the bottom of the panel.

Click OK.

Click the Red X.

View and Print a Report

The following steps are to be used to view and/or print a report.

Select "Go."

Select "Report Status Monitor XE "Status Monitor" /Print."

Select "Use."

Select "Report Status Monitor XE "Status Monitor" /Print."

Or Select "Report Status Monitor XE "Status Monitor" ."

The Report Status Monitor XE "Status Monitor" /Print - Use - Report Status Monitor/Print Panel

[image: image186.wmf]
Click the Refresh push button under Monitor Status to refresh the panel.  Continue to Refresh the panel until the status of the report displays Success.

Click the drop-down arrow under Printer Selection for a choice of printers.  The default is “System Default Printer.”

Click the Printer/printer port to populate the field.

Click the drop-down arrow under View Reports for a list of different report groups.  The default is Operator.

Click the report group to populate the field.

· Notice the panel populates with different reports depending on the selection.

· There are two basic types of reports: Crystal reports and SQR reports. 

Click the View push button to view the report.

Click the Print push button to print the report.

Summary

These system reports allow the user to monitor the status of transactions sent to and received from corporate.  Proper attention to these reports will allow for smooth corrections of pay and personnel related problems for navy personnel.  

The Pending Transaction Report should be used to ensure that transactions are released in a timely manner and do not linger in the NSIPS system.

The Retained Transmittal Log should be used to monitor the workflow of work produced by the releasing activity. 

The Pending Feedback Report XE "Feedback Report"  should be used to ensure that timely feedback is received from corporate on submitted events.  This report lists those transactions released at the field site that have not received feedback from the corporate database.  Research is required to identify why the transaction is not receiving a reply from corporate.  All transactions released using the NSIPS application will receive some type of feedback from the corporate databases.

The Feedback Report XE "Feedback Report"  should be used to aggressively monitor and identify errors. Special attention should be paid to the Failed Transactions section of the report.  Quick resolution of errors is necessary to ensure that the navy member’s pay is corrected within the earliest possible timeframe.

 REPORTS TROUBLESHOOTING

During recent testing, NSIPS operators have experienced problems printing reports.  Some of these problems were related to the setup of the printer, the Information Technology for the 21st Century (IT-21) workstation, and the server functions necessary to process and retrieve reports for viewing or printing. 

This Troubleshooting Guide is designed to give you a quick reference to check problems associated with running, viewing, and printing NSIPS Reports.  The table below lists problems and possible causes.  It suggests solutions and references some step-by-step instructions to verify printer setup, printer mapping, etc.  If problems persist, contact your system administrator or the NSIPS Help Desk. 

Section I

Problem
Potential Cause
What you can do

Can not Print Report that has been run successfully.  (“Success” is shown on the Report Status Monitor XE "Status Monitor"  panel.)
Printer not on-line.
See Check Printer (Section II).


Printer Setup.
See Check Printer Setup (Section III).


Printer Mapping (System Default, LPT1, LPT2).
See Check Printer Setup (Section III).


User did not select the “Printer Selection Option” that corresponds to the printer setup. 
Click on Printer Selection drop-down list on the Report Status Monitor XE "Status Monitor"  / Print Screen.  Select correct printer: System Default, LPT1, or LPT2.


The name of the printer is longer than 12 characters (NSIPS limitation).
Contact your System Administrator to set up a printer name for NSIPS.


The File Transfer XE "Transfer"  Protocol (FTP) service is not running on Server.
Contact your System Administrator to check the status of the FTP service on the server.

Can not View Report that has been run successfully.
The FTP service is not running on Server.
Contact your System Administrator to check the status of the FTP service on the server.

Print output from Structured Query Report (SQR) Viewer is not formatted correctly.
The SQR Viewer is a commercial product and does not support multiple fonts.  The present version of SQR Viewer will not print reports correctly.
Use the Print Button on the Report Status Monitor XE "Status Monitor"  / Print panel to print reports.

Error message “SQR %PSSQR4%\report.SQR was not found. (65,21)” occurs when initiating a Process Scheduler XE "Process Scheduler"  Request for a report.
Run location set to Client instead of Server on Process Scheduler XE "Process Scheduler"  Request.
Change Run Location to Server instead of Client.  See Process Scheduler XE "Process Scheduler"  Request (Section IV).


Output Destination set to Window instead of file on Process Scheduler XE "Process Scheduler"  Request.
Change Output Destination to File instead of Window and Run Location to Server instead of Client.  See Process Scheduler XE "Process Scheduler"  Request (Section IV).

Report status stays as Queued or Initiated.  Does not change to Success on Report Status Monitor XE "Status Monitor"  / Print panel. 
Server is processing other requests.
Periodically Refresh Monitor Status for current status.


Process Scheduler XE "Process Scheduler"  is not running on the server.
Contact your System Administrator to check status of process scheduler on the server.

Report status shows as Error on the Report Status Monitor XE "Status Monitor"  / Print panel.
Process Scheduler XE "Process Scheduler"  Request has failed on the server.
Contact your System Administrator or Help Desk to check status of the request and the process scheduler on the server.


Process Monitor has failed to recognize the successful completion of the report because of a PeopleSoft timing issue. 
Contact your System Administrator to check for report files on the server.

Standard or System Reports do not appear on the Report Status Monitor XE "Status Monitor"  / Print panel.
The View Reports choice is not set correctly on the Report Status Monitor XE "Status Monitor"  / Print panel. 
Click on View Reports drop-down list on the Report Status Monitor XE "Status Monitor"  / Print Screen to select correct choice: Operator, Shared, or System. 

Message The default printer is not valid, Printing will be disabled or the Printer icon is disabled on Crystal reports view panel.
No default printer has been established for Crystal Reports.
Establish printer as the default.  Add printer if necessary.



Go to File, Printer Setup.  Uncheck the No Printer check box within the Print Setup dialog box.  Select appropriate printer.

Message Problem getting printer information from the system.  Make sure printer is setup correctly.
Default printer has not been established for reports.
Establish printer as the default.  Add printer if necessary.

Problem
Potential Cause
What you can do

Feedback report has missing XE "missing"  data.
Feedback has not been received from Corporate for the transaction. 
Run the report regularly.  Check the report for feedback for the transactions in question.  The “Pending Feedback Report” XE "Feedback Report"  lists transactions with no feedback.


Report selection criteria (UIC, From, and Thru date) did not include all units and dates on which feedback could be received.  If so, corporate feedback may not appear because the report selection criteria (UIC and dates) did not include it.   
Run the report regularly.  Make sure that the report is run for all Unit Identification Codes (UICs) with activity and with “From” and “Thru” date parameters which cover every day including weekends, etc. 

If necessary, rerun report to attempt to include UICs and days that were missed. 

Retained Transmittal Log (RTL) has missing XE "missing"  data.
Transaction requires supervisory approval and release. 
Approve and release the transaction.  Rerun the report.


Report selection criteria (UIC, From, and Thru date) did not include all units and the dates on which transactions were input for Corporate.  If so, an entry may not appear because the report selection criteria (UIC and dates) did not include it.
Run the report regularly.  Make sure that the report is run for all UICs with activity and with “From” and “Thru” date parameters, which cover every day including weekends, etc.  If necessary, the report may be rerun to attempt to include UICs and dates that were missed. 

Pending Transaction Report does not show certain transactions.
Transactions may have been approved and released prior to the report run.  If so, those transactions will not appear on this report but should appear on the Retained Transmittal Log. 
Run the report regularly.  Schedule the report to run at the same time and for the same UICs as the RTL and Feedback Reports XE "Feedback Report"  to give a more complete snapshot of activity at a given point in time.

Forms/Sub Docs, Standard Reports, System Reports or Report Status Monitor/ XE "Status Monitor" Print menu options do not appear under the 'Go' menu.
The roles defined for the operator do not include these Report options.
Contact your System Administrator to check Operator setup.  Get supervisor approval.  Update Operator roles.

Section II Check Printer

Check the following to make sure that the printer is functional.


Check that power cord is plugged in and power switch is ON. 


Check that printer cable is appropriately connected.


Check that printer is “ready” (not in self test or offline mode)

Section III Check Printer Setup

Before you can print reports, you must have a printer defined to your workstation either via your network as the System Default Printer or as LPT1 or LPT2. 

Printers defined as LPT1 and LPT2 may be either physically connected to your workstation or to your network.  You can use a physically connected printer as LPT1 or LPT2 for NSIPS printing as long as it has been installed on your workstation.  If you are going to use LPT1 or LPT2 and it is a network printer, your system administrator will know how to identify it to Windows NT.  In either case, you do not need to perform the steps below.

The following steps are provided to guide you to check the printers associated with your workstation and to set one of them as your System Default Printer for NSIPS.


Select Start from the Taskbar.


Select Settings.


Select Printers.  Is one of the icons, the printer you want to use for your report?  If not, you or your system administrator must “add” the printer either as a network printer LPT1 or LPT2.  


Right-click on the Printer icon you want to use as the System Default Printer.  You will see a drop-down list, which includes Set as Default and Pause Printing. 


Click on Set as Default if there is not already a check mark beside it.  This will make it your default printer. 

Also, is the printer paused (check mark beside Pause Printing)?  If so, you or your system administrator must make it “ready” to print. 

Section IV Process Scheduler XE "Process Scheduler"  Request

Reports are scheduled to be run via the Process Scheduler XE "Process Scheduler"  Request panel.  After the request is processed and its status changes to “Success,” the report may be “Viewed” or “Printed.”  The following are the step-by-step actions necessary to correct and initiate the Process Scheduler Request panel entries.


Click the Server radio button under Run Location.  (If Client is selected, your report will fail.)


Click the drop-down arrow in the Server field.


Select PSNT from the drop-down list in the Server field under Run Location.  (If no server is selected, your report will fail.)


Click the File radio button under Output Destination.


Type %temp%\ in the File/Printer field.


Either click on the Reset to Current Date/Time bar or otherwise enter the date/time for which the report should be scheduled to run. 


Either select Once from the drop-down list in the field under Run Recurrence or otherwise enter run recurrence information for the report. 


Click on the Reset to Current Date/Time bar or otherwise enter processing Date/Time.


Click to highlight the report(s) you wish to run in the Description area located at the bottom of the panel.


Click OK. 

Section V Reformatting Crystal Reports

Reports developed using Seagate Crystal Reports (SCR) print differently depending upon the kind of machines used.  This is due to the use of different printer drivers or different versions of MS Windows.  The following information will assist in reformatting reports for your printer.

PROCEDURE:

Problem 1: The field is cut off:

[image: image187.wmf]
Problem 2: Text Object Placement is in Disorder:
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Problem 3:  Field is Cut off inside a Text Object:
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 REQUEST ALL-NSIPS MEMBER

Request All-NSIPS Member Overview

Navigation

Panel

MILPERS Clerk Procedures

Request All-NSIPS Member Overview

This transaction provides the ability to retrieve a member's record from the All-NSIPS central server if the record is not on the local server.  If the record is already on the local server, a series of informational panels on the member is displayed.

Navigation

User navigates by selecting the following: 

Select “Go.”

Select “All-NSIPS Member Request.” 

Select “Use.”

Select “Request ALL-NSIPS Member.” 

Panel

Request All-NSIPS Member Panel

[image: image193.wmf]
Field Descriptions/Required Action

Request Member: This is the title of the section that contains information about the member.

Social Security Number: Pre-filled based on the SSN or Name initially entered for this transaction.

Requesting UIC: Pre-filled based on the SSN or Name initially entered for this transaction.

Request this member: A button used requesting the member's data be downloaded from the All-NSIPS server.

Transfer XE "Transfer"  to Inquire Panel: A button used to display a series of informational panels if the member's record is present on the local server.

MILPERS Clerk Procedures

· Validate the need to access a member's record.

 RESERVE GAIN

Reserve Gain Contents

Reserve Gain Overview

Related Processes

Navigation

Panel

MILPERS Clerk Procedure(s)

MILPERS Supervisor Procedure(s)

Forms (Manual and Automated)

MILPERS Forms Distribution

References

Reserve Gain Overview

The Reserve Gain transaction provides the ability to perform the following for SELRES officer and enlisted personnel:

· Process the receipt of SELRES officer and enlisted personnel from another Naval Reserve Unit thereby generating the appropriate loss transaction.

· Check in a member from Active Duty for Special Work (ADSW XE "ADSW" ) that was for a period of 30 days or more.

When performing a reserve check-in from ADSW XE "ADSW" , the user must ensure that the Unit Identification Code (UIC) of the Reserve unit used for the check-in is the same unit from which the member was checked-out.   If the user checks the member into the wrong unit, he/she must do a check-out to ADSW.  Then the user must perform a check-in to ADSW to place the member into the correct unit.

Related Processes

Address and Phone XE "Phone" 
Taxes

Navigation

User navigates by selecting the following:

Select "Go."

Select "Gains."

Select "Check In XE "Check In" ."

Select "Use."

Select "Check In XE "Check In"  - Create" to begin the process of transferring a member between Naval Reserve Units or checking a member in from ADSW XE "ADSW"  30 days or greater.

Select "Check In XE "Check In"  - Pending" to modify or complete a previously created check-in transaction.  This is available only if the transaction was not forwarded to the Supervisor for review/approval.

Panel

The following panel is used to process Reserve Gain:

Reserve Gain Check In XE "Check In"  Panel
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Field Descriptions/Required Actions

SSN:  Pre-filled based on the SSN or Name initially entered for this transaction.

Name:  Pre-filled based on the SSN or Name initially entered for this transaction.

Rank/Rate: Pre-filled based on the SSN or Name initially entered for this transaction.

Current DSC: (Duty Status Code) A three-position, numeric, system-generated code that identifies the current status of the member in terms of physical presence or absence.  This code is updated as transactions are processed.  It is pre-filled based on the SSN or Name initially entered for this transaction.  A list of Duty Status Codes occurs later in this document.

Appr Instance:  (Approval Instance) This field is used for Workflow.  It is pre-filled with a number and transaction and will not be changed by the user.

Appr Status:  (Approval Status) This field is used for Workflow.  It is pre-filled with "Pending" and will never be changed by the user.  This field is changed by the NSIPS application when Workflow processing has occurred.

Appr Action:  (Approval Action) This field is used for Workflow.  There are four actions that can occur in this field.

1.
It is always pre-filled with the action "Approved.”  When the status is set to "Approved" and the panel is saved, the information is sent to the clerk's supervisor or the next person in the review process.

2.
If the clerk does not want to send this transaction to the supervisor through Workflow (i.e., it is an incomplete transaction and needs more information), the Approval Action field can be set to "Incomplete" by selecting this from the drop-down arrow.  When the panel is saved, the transaction will NOT be sent to Workflow.  It will go to the "Pending" file.  The clerk can access the transaction by selecting "Pending" from the "Use" menu.  The transaction will be sent to Workflow ONLY when the clerk completes the transaction, re-sets the Approval Action to "Approved," and saves the panel.

3.
The supervisor can return the transaction to the clerk (or the previous person in the Workflow process) for revision.  The supervisor sets the Approval Action to "Recycle.”

4.
A supervisor can choose to delete the transaction by setting the Approval Action to "Deny.”

Comments:  This field is used for Workflow. It is represented on the panel by a button.  The button allows the user to pop up a box and enter information pertaining to the transaction.  The text entered follows the transaction through the entire Workflow process.  A supervisor may send a message to the clerk if the transaction is being recycled for rework, or the clerk can attach a message about the transaction.

Effective Date: Pre-filled with the current date. 

Past UIC: Pre-filled with the UIC of the command to which the member was last assigned.

Loss Date: This field will be system-generated based on the Report Date for all receipts from another Naval Reserve Unit.  It will always be the day prior to the Report Date.

Strength Code: This field is pre-filled with the strength code to which the member currently is assigned.  Strength Code of 1 or 3 applies for members being checked in or received from another Naval Reserve Unit.  Any code other than 1 or 3 requires appropriate action.  Contact the Help Desk.

Action Reason: This field identifies the type of check-in being processed.  Click the drop-down arrow and select either RNR (Received from another unit) or RAW (Received from ADSW XE "ADSW" ).  Double-click appropriate action reason code.

UIC:  This field identifies the UIC of the activity which the member is being received.  Click the drop-down arrow for a listing of UICs.  Double-click the appropriate UIC.

Address and Phone XE "Phone" : This buttons opens a window enabling the user to change the member's address and phone information.

Dependency Data: This buttons opens a window enabling the user to change the member's dependency information.

Report Date: Type the date in MM/DD/YYYY format or click on the drop-down arrow to display the calendar.  Double-click the appropriate date.

PRD XE "PRD" :  Type the date in MM/DD/YYYY format or click on the drop-down arrow to display the calendar.  Double-click the appropriate date.

Flight Status XE "Flight Status"  Indicator: Enter the appropriate code that indicates the type of flight status the member has been assigned.  Click on the drop-down arrow and select the appropriate indicator.

Mobilization XE "Mobilization"  Recall Key XE "Mobilization Recall Key" : Enter the appropriate Mobilization Recall Key used to establish the order in which a person will be listed on the Unit's Recall Bill (roster).

Drill Weekend XE "Drill Weekend"  Code: This field identifies the weekend that the member has been assigned to drill.  Click on the drop-down arrow and select the appropriate drill weekend.

Incentive Pay Authorized XE "Incentive Pay Authorized" : This field identifies the type of incentive pay a member is authorized. Click on the drop-down arrow and select the appropriate code incentive pay authorized.

Assigned to Department: This field identifies the department to which a member is assigned within the command.  Enter appropriate department.

Assigned to Division XE "Division" : This field identifies the division to which a member is assigned within the command.  Enter appropriate division.

Assigned to Shop XE "Shop" : This field identifies the shop to which a member is assigned within the command.  Enter appropriate shop. 

MILPERS Clerk Procedure(s)

119. Review the orders directing the member to report to the activity assigned in the orders and ensure endorsements and signatures have been obtained.

120. Verify the information entered into NSIPS agrees with the written orders.

121. Select the "Approve" in the Approval Action field to send the transaction to the MILPERS Supervisor for review.

MILPERS Supervisor Procedure(s)

122. Review documents and compare against data entered into NSIPS for accuracy.

123. In the Approval Action field enter one of the following:

· "Approve" to transmit the transaction.

· "Deny" to cancel the document completely.

· "Recycle" to return to the MILPERS Clerk for action.

Forms (Manual and Automated)

· Orders to Naval Reserve Unit

MILPERS Forms Distribution

Send orders, endorsements, and all associated documents to the MILPERS Clerk for disposition.

References

· BUPERSINST 1001.39 Series

· COMNAVRESFORINST 1001.5 Series

 RESERVE LOSS

Reserve Loss Contents

Reserve Loss Overview

Related Processes

Navigation

Panel

MILPERS Clerk Procedure(s)

MILPERS Supervisor Procedure(s)

References

Reserve Loss Overview

Reserve Loss transactions provide the ability to process the following transactions for Officer and Enlisted personnel:

· Check out a Reserve member's record when departing for Active Duty for Special Work (ADSW XE "ADSW" ) (for periods 30 days or greater).

· Approve the transfer of officer and enlisted personnel and check out the member's record to another Naval Reserve Activity.

· Approve the transfer of officer and enlisted personnel and check out the member's record to another Naval Reserve Unit at the same site.

Related Processes

Mobilization XE "Mobilization" 
Reserve Gain

Navigation

User navigates by selecting the following:

Select "Go."

Select "Losses."

Select "Check Out XE "Check Out" ."

Select "Use."

Select "Check Out XE "Check Out"  - Create" to begin the process of checking a member out.

Select "Check Out XE "Check Out"  - Pending" to modify or complete a previously created reserve loss transaction.  This is available only if the transaction was not forwarded to the Supervisor for review/approval.

Panel

Reserve Loss Panel

[image: image195.wmf]
Field Descriptions/Required Actions

SSN: Pre-filled based on the SSN or Name initially entered for this transaction.

Name: Pre-filled based on the SSN or Name initially entered for this transaction.

Rank/Rate: Pre-filled based on the SSN or Name initially entered for this transaction.

Current DSC: (Duty Status Code) A three-position, numeric, system-generated code that identifies the current status of the member in terms of physical presence or absence.  This code is updated as transactions are processed. It is pre-filled based on the SSN or Name initially entered for this transaction.  A list of Duty Status Codes occurs later in this document.

Appr Instance: (Approval Instance) This field is used for Workflow.  It is pre-filled with a number and will not be changed by the user.

Appr Status: (Approval Status) This field is used for Workflow.  It is pre-filled with "Pending" and will never be changed by the user.  This field is changed by the NSIPS application when Workflow processing has occurred.

Appr Action: (Approval Action) This field is used for Workflow.  There are four actions that can occur in this field.

1.  It is always pre-filled with the action "Approved.”  When the status is set to "Approved" and the panel is saved, the information is sent to the clerk's supervisor or the next person in the review process.

2.  If the clerk does not want to send this transaction to the supervisor through Workflow (i.e., it is an incomplete transaction and needs more information), the Approval Action field can be set to "Incomplete" by selecting this from the drop-down arrow.  When the panel is saved, the transaction will NOT be sent to Workflow.  It will go to the "Pending" file.  The clerk can access the transaction by selecting "Pending" from the "Use" menu.  The transaction will be sent to Workflow ONLY when the clerk completes the transaction, re-sets the Approval Action to "Approved," and saves the panel.

3.  The supervisor can return the transaction to the clerk (or the previous person in the Workflow process) for revision.  The supervisor sets the Approval Action to "Recycle.”

4.  A supervisor can choose to delete the transaction by setting the Approval Action to "Deny.”

Comments: This field is used for Workflow.  It is represented on the panel by a button.  The button allows the user to pop up a box and enter information pertaining to the transaction.  The text entered follows the transaction through the entire Workflow process.  Here a supervisor can send a message to the clerk if the transaction is being recycled for rework or the clerk can attach a message about the transaction.

Event Info: This section is used to identify the reason for the loss.

Action Reason: Enter the appropriate action reason code or click on the drop-down arrow for a list of codes.  Select the appropriate action reason code for the process being completed and double-click.  The following processes and appropriate action reason codes apply:

· ADW: Click on ADW to check out a member's record when the member will be departing for Active Duty for Special Work (ADSW XE "ADSW" ) (for periods 30 days or greater).  The member's DSC will be changed to indicate the member is on ADSW.  No further updates to this record are allowed unless the change is effective prior to the Loss Departure Date.

· TRN: Click on TRN to check out a member's record who is requesting transfer to another Naval Reserve Unit, either at the same Naval Reserve Activity, or a Reserve Unit at a different Naval Reserve Activity.  No further updates to this record are allowed unless they are prior to the Loss Departure Date.  Submission of the TRN constitutes approval for release of the member to be gained by the new Naval Reserve Unit.

· <Tab> out of the field and the action reason description appears to the right of the field.  

Command Info: This section is used to identify the destination UIC of the member being lost.

UIC Report To: Enter the UIC of the gaining command.  The UIC should be obtained from the orders or from the gaining command's notification that the member is requesting assignment to a Naval Reserve Unit within their Activity.  Enter the appropriate UIC or click the drop-down arrow for additional UICs.  If using the drop-down box, double-click on the appropriate UIC.  The record will be sent to the gaining command or Naval Reserve Activity for submission of the gain.  In the case of transfers to another Naval Reserve Unit, the loss will be automatically submitted based on the gain submitted by the gaining command.

Loss Departure Date: System generated date that the transaction is entered.  The Loss Departure Date will be modified by the gaining activities' gain transaction to reflect the actual date lost from the unit.

MILPERS Clerk Procedure(s)

124. Verify support documents.

125. Prepare the check out transaction.

MILPERS Supervisor Procedure(s)

126. Review all supporting documents.

127. In the Approval Action field enter one of the following:

· "Approve" to transmit the transaction.

· "Deny" to cancel the document completely.

· "Recycle" to return to the MILPERS Clerk for action.

References

· OPNAVINST 1001.20 Series

· BUPERSINST 1001.39 Series

· COMNAVRESFORINST 1001.5 Series

 RSTARS INTERFACES

RSTARS Interfaces Contents

Purpose

Navigation

Detailed Procedures

Purpose

The RSTARS Interfaces activities provide the ability to transfer NSIPS data in the form of floppy diskette files to the RSTARS(MM) XE "RSTARS(MM)" , RSTARS(OM), and RSTARS(TM) XE "RSTARS(TM)"  systems.   It also provides the means to import RSTARS(MM) data to NSIPS by means of a floppy diskette.  The various applications are listed below:

· NSIPS to RSTARS(MM) XE "RSTARS(MM)" 
· RSTARS(MM) XE "RSTARS(MM)"  to NSIPS

· NSIPS to RIMS(OM) XE "RIMS(OM)" 
· NSIPS to RSTARS(TM) XE "RSTARS(TM)" 
Navigation

NSIPS to RSTARS(MM) XE "RSTARS(MM)" 
RSTARS(MM) XE "RSTARS(MM)"  to NSIPS

NSIPS to RIMS(OM) XE "RIMS(OM)" 
NSIPS to RSTARS(TM) XE "RSTARS(TM)" 
Run Control ID

Report Status Monitor XE "Status Monitor" 
NSIPS to RSTARS(MM) XE "RSTARS(MM)"  Transfer XE "Transfer" 
If the user does not have access to system reports, then the user navigates by selecting the following:

Select “Go.”

Select “RSTARS Interfaces.” 

Select “Use.”

Select “NSIPS to RSTARS(MM) XE "RSTARS(MM)" .”

Select “Add” or  “Update/Display.”

RSTARS(MM) XE "RSTARS(MM)"  to NSIPS Transfer XE "Transfer" 
If the user does not have access to system reports, then the user navigates by selecting the following:

Select “Go.”

Select “RSTARS Interfaces.” 

Select “Use.”

Select “RSTARS(MM) XE "RSTARS(MM)"  to NSIPS.”

Select “Add” or “Update/Display.” 

Insert floppy disk into disk drive.

Select "Import."

Select "File."

Select "Run."

NSIPS to RIMS(OM) XE "RIMS(OM)"  Transfer XE "Transfer" 
If the user does not have access to system reports, then the user navigates by selecting the following:

Select “Go.”

Select “RSTARS Interfaces.” 

Select “Use.”

Select “NSIPS to RIMS(OM) XE "RIMS(OM)" .”

Select “Add” or “Update/Display.” 

NSIPS to RSTARS(TM) XE "RSTARS(TM)"  Transfer XE "Transfer" 
If the user does not have access to system reports, then the user navigates by selecting the following:

Select “Go.”

Select “RSTARS Interfaces.” 

Select “Use.”

Select “NSIPS to RSTARS(TM) XE "RSTARS(TM)" .”

Select “Add” or “Update/Display.”

Selecting the Run Control ID

If you choose "Add," you will be prompted to create a new Run Control ID.  For example:

[image: image196.wmf]
Type the Run Control ID you wish to create.

The Run Control ID cannot have spaces or exceed eight characters.  You may choose to use an underscore ( _ ) in the name; however, that is the only special character that is known to be acceptable for use.

If you choose "Update/Display," you will be prompted to select an existing Run Control ID:

[image: image197.wmf]
You can type in a known Run Control ID or click OK to obtain a list of existing ones.

Report Status Monitor XE "Status Monitor" 
Select “Go.”

Select "Report Status Monitor XE "Status Monitor"  / Print."

Select “Use.”

Select “Report Status Monitor XE "Status Monitor"  / Print.”

Select “Report Status Monitor XE "Status Monitor" .”

Detailed Procedures

NSIPS to RSTARS(MM) XE "RSTARS(MM)"  Transfer XE "Transfer" 
RTARS(MM) to NSIPS Transfer XE "Transfer" 
NSIPS to RIMS(OM) XE "RIMS(OM)"  Transfer XE "Transfer" 
NSIPS to RSTARS(TM) XE "RSTARS(TM)"  Transfer XE "Transfer" 
NSIPS to RSTARS(MM) XE "RSTARS(MM)"  Transfer XE "Transfer" 
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Field Description

Operator ID: Pre-filled based on the user name of the operator.

Run Control ID: Pre-filled based on the Run Control ID initially entered for this transaction.

Support UIC: Unit Identification Code of the unit for which the export diskette is produced.

Required Actions

· Select the Support UIC.

· Click the "Run" icon on the Toolbar.  The Process Scheduler XE "Process Scheduler"  Request dialog box will appear.
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· 
Within the Process Scheduler XE "Process Scheduler"  Request dialog box, the following settings should be selected: The Run Location should be set to Server, the Output Destination should be set to File, and File/Printer should be set to %temp%\.  Click OK.

· Navigate to the Report Status Monitor XE "Status Monitor" .  The Monitor provides a summary of processing statuses of the Export.

[image: image200.wmf]
· Make sure a floppy disk is inserted into the NSIPS machine.

· Once the status of the export is Success, the user can click on the Export button to complete the export process.  If the Export button is grayed, the export is not finished.  The updated status of the export is available by clicking the Refresh button.

RSTARS(MM) XE "RSTARS(MM)"  to NSIPS Transfer XE "Transfer" 
[image: image201.wmf]
Field Description

Operator ID: Pre-filled based on the user name of the operator.

Run Control ID: Pre-filled based on the Run Control ID initially entered for this transaction.

Support UIC: Unit Identification Code of the unit for the medical data being imported.

Import: Press this button to transfer information from the RSTARS(MM) XE "RSTARS(MM)"  diskette to the NSIPS client machine.

Required Actions

· Select the Support UIC.

· Make sure the RSTARS(MM) XE "RSTARS(MM)"  import diskette is in the floppy drive of the NSIPS machine.

· Select Import.

· Click the Run icon on the Toolbar.  The Process Scheduler XE "Process Scheduler"  Request dialog box will appear.
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· Within the Process Scheduler XE "Process Scheduler"  Request dialog box, the following settings should be selected: The Run Location should be set to “Server," the Output Destination should be set to File, and File/Printer should be set to “%temp%\”.  Click OK.

· Navigate to the Report Status Monitor XE "Status Monitor" .  The Monitor provides a summary of processing statuses of the import.

· Once the status of the export is Success, the data from RSTARS(MM) XE "RSTARS(MM)"  have been imported.

NSIPS to RIMS(OM) XE "RIMS(OM)"  Transfer XE "Transfer" 
[image: image203.wmf]
Field Description

Operator ID: Pre-filled based on the user name of the operator.

Run Control ID: Pre-filled based on the Run Control ID initially entered for this transaction.

Support UIC: Unit Identification Code of the unit for which the export diskette is produced.

Would You Like to Retrieve All Previously Sent Mob Orders? 


Yes:
Select to retrieve all previously sent Mobilization XE "Mobilization"  orders.


No:
Select to not retrieve all previously sent Mobilization XE "Mobilization"  orders.

Required Actions

· Select the Support UIC.

· Click the Run icon on the Toolbar.  The Process Scheduler XE "Process Scheduler"  Request dialog box will appear.
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· Within the Process Scheduler XE "Process Scheduler"  Request dialog box, the following settings should be selected: The Run Location should be set to Server, the Output Destination should be set to File, and File/Printer should be set to “%temp%\”.  Click OK.
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· Navigate to the Report Status Monitor XE "Status Monitor" .  The Monitor provides a summary of processing statuses of the Export.

· Make sure a floppy disk is inserted into the NSIPS machine.

· Once the status of the export is Success, the user can click on the Export button to complete the export process.  If the Export button is grayed, the export is not finished.  The updated status of the export is available by clicking the Refresh button.

NSIPS to RSTARS(TM) XE "RSTARS(TM)"  Transfer XE "Transfer" 
[image: image206.wmf]
Field Description

Operator ID: Pre-filled based on the user name of the operator.

Run Control ID: Pre-filled based on the Run Control ID initially entered for this transaction. 

Support UIC: Unit Identification Code of the unit for which the export diskette is produced.

Required Actions

· Select the Support UIC.

· Click the Run icon on the Toolbar.  The Process Scheduler XE "Process Scheduler"  Request dialog box will appear.
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· Within the Process Scheduler XE "Process Scheduler"  Request dialog box, the following settings should be selected: The Run Location should be set to Server, the Output Destination should be set to File, and File/Printer should be set to “%temp%\”.  Click OK.
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· Navigate to the Report Status Monitor XE "Status Monitor" .  The Monitor provides a summary of processing statuses of the Export.

· Make sure a floppy disk is inserted into the NSIPS machine.

· Once the status of the export is Success, the user can click on the Export button to complete the export process.  If the Export button is grayed, the export is not finished.  The updated status of the export is available by clicking the Refresh button.

SALTS LOCAL CLIENT

Background

Startup and Shutdown

Sending NSIPS Files via SALTS

Receiving NSIPS Files via SALTS

SALTS Appendix

Background

The Standard Automated Logistics Tool Set (SALTS) Local client enables ships to communicate with the land-based NSIPS workflow servers via SALTS.  This paper will describe how work items will be created using the shipboard NSIPS local client applications, and how these work items are sent and received using SALTS.  Figure 1 - SALTS and NSIPS Data Flows shows the overall data flows between the ship and NSIPS.
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Figure 1 - SALTS and NSIPS Data Flows

Startup and Shutdown

128. The SALTS Local client is installed as a NT service, and therefore, is always processing. To verify that the SALTS Local is running, the conditions in Steps A, B, and C have to be true. Perform the following to verify the SALTS Local is running:

A. Check if the SALTS Local is running by checking the NT taskbar as shown in Figure 2. Figure 2 - NT Taskbar Displaying SALTS Local Buttons shows the SALTS Local buttons on the NT taskbar.
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Figure 2 - NT Taskbar Displaying SALTS Local Buttons

B. Look for the SALTS Local windows on the desktop as shown in Figure 3. Figure 3 - SALTS Local Windows on NT Desktop shows the SALTS Local windows on the NT desktop. Press the buttons on the NT taskbar to have the windows appear. 

[image: image211.wmf]
Figure 3 - SALTS Local Windows on NT Desktop

C. Check the NT Task Manager to see if the process is running. Figure 4 - SALTS Local Process in NT Task Manager displays the Task Manager when the SALTS Local is running.  SALTS Local is active if the NT Task Manager has an entry for ALocal.  To access the NT Task Manager, place your cursor over the time display in the right corner of the taskbar.  Right click the mouse button over the time display.  A pop-up menu will appear.  Press Task Manager…on the pop-up dialog box to activate the NT Task Manager.  Select the Processes tab on Task Manager, then scroll down to see if ALocal is displayed. If ALocal is displayed in a similar manner as displayed in Figure 4, then the SALTS Local is running. 

[image: image212.wmf]
Figure 4 - SALTS Local Process in NT Task Manager

129. If the results of Steps 1.A, 1.B, or 1.C are not true, then manually start the SALTS Local client.  Open a command prompt window, change to the <<drive>>:\NSIPS\Alocal directory, where <<drive>> is the server disk drive letter where the application is installed, and run this command:

Operating System prompt > alocal.exe -wd alocal0

The -wd must be in small case. The SALTS Local client will start.  Validate the SALTS directory and log into the database.  Figure 5 - Opening Windows for SALTS Local Client shows the opening screen.
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Figure 5 - Opening Windows for SALTS Local Client

130. If the SALTS Local was running as a service, stop it from the NT Control Panel.  Press the Start button in the NT taskbar, place the mouse over the Settings entry, move the mouse to the right and click on Control Panel. In the Control Panel, double-click on the Services icon. In the Services list box, click on the service for the SALTS Local application and press the Stop button. 

If you started the SALTS Local application manually in Step 2, stop the application by selecting File -> Quit from the NSIPS Communications window as shown in Figure 6 - How to Quit the SALTS Local Client If Manually Started. 
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Figure 6 - How to Quit the SALTS Local Client If Manually Started

Sending NSIPS files via SALTS

The SALTS Local client can run continuously or can be run only when the user wants to send or receive SALTS files for NSIPS.  The application polls for new transactions every 20 seconds.  If a new transaction is found, an outgoing SALTS file is created and stored in the <<drive>>:\NSIPS\SALTS\Outgoing directory.  The NSIPS filenames will start with the ship's UIC, then a three-character sequence number, followed by ".nsp."  An example of the SALTS files in the outgoing directory is shown in Figure 7 - SALTS Outgoing Files. While the SALTS filenames end in ".nsp," they are actually compressed files using PkZip-compatible compression.
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Figure 7 - SALTS Outgoing Files

131. Access the menus to transfer the SALTS file from the server to floppy disk as shown in Figure 8 - Accessing the Menu to Transfer XE "Transfer"  Files to Disk.
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Figure 8 - Accessing the Menu to Transfer XE "Transfer"  Files to Disk

132. The files in the SALTS outgoing directory will be displayed.  Figure 9 - SALTS Outgoing Files To Be Copied To Disk shows an example of the display.  Press the COPY button shown in Figure 9, and the files listed will be copied to floppy disk. 
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Figure 9 - SALTS Outgoing Files To Be Copied To Disk

133. If a floppy disk is present in the Local NSIPS server, the copying will immediately begin. If a floppy disk is not present, Windows NT will prompt you to insert a floppy disk in drive A as illustrated in Figure 10 - Windows NT Message to User to Insert Floppy Disk in Server.
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Figure 10 - Windows NT Message to User to Insert Floppy Disk in Server

134. If the Windows NT dialog box in Figure 10 appears, insert a floppy disk and press the Retry button.  The file transfer process will copy the SALTS outgoing files from the server to the floppy disk.  As each outgoing SALTS file is copied to the floppy disk and verified, the outgoing file is deleted from the outgoing directory on the server.  This is to prevent the same SALTS files from being uploaded in the next transfer.

135. If not enough disk space exists on the floppy disk or there is a copy error and the file cannot be verified to exist on the floppy disk, you will be prompted to insert a new floppy disk as shown in Figure 11 - User Prompted for New Floppy Disk.
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Figure 11 - User Prompted for New Floppy Disk

136. The transfer process is complete with the panel in Figure 12 - Notification To User That Transfer XE "Transfer"  Process is Complete appears.  Once the files are copied to the floppy disk, ask the ship's SALTS operator to send the files to SALTS Central. 
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Figure 12 - Notification To User That Transfer XE "Transfer"  Process is Complete

Receiving NSIPS files via SALTS

137. The ship's SALTS operator will receive response and feedback files for personnel records in filenames ending in ".nsp."  These files should be copied to floppy disk at the ship's SALTS terminal.  To transfer the incoming SALTS files to the NSIPS server, access the menus in the SALTS Local client as shown in Figure 13 - Starting the Incoming File Transfer XE "Transfer"  Process.
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Figure 13 - Starting the Incoming File Transfer XE "Transfer"  Process

138. After selecting the From Disks To Incoming Directory menu, the panel in Figure 14 - Panel to Begin the Incoming Transfer XE "Transfer"  Process will be displayed. Insert the floppy disk in drive A. 
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Figure 14 - Panel to Begin the Incoming Transfer XE "Transfer"  Process

139. Press the READY button and the SALTS Local client will copy the SALTS files from the floppy disk to the SALTS incoming file directory on the NSIPS server.  A message will be displayed that announces the file that was transferred.  After the files have been transferred, the SALTS Local client will process the incoming SALTS files.  Incoming SALTS files consist of many feedback files compressed into one file.  The incoming SALTS file will be renamed with a .zip file extension and then uncompressed.  The SALTS Local client will then apply the uncompressed feedback files. The uncompressed feedback files will have a .txt file extension.  You will be given the choice of processing other SALTS files on another floppy disk as shown in Figure 15 - Completion of Transferring Incoming SALTS Files From Floppy Disk to Server.  When finished transferring files from the floppy disk, click on the window that has the FINISH and Another Copy buttons, click on the Window menu, and press Close.
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Figure 15 - Completion of Transferring Incoming SALTS Files from Floppy Disk to Server

140. The SALTS Local client checks the sequence number for each file to make sure all files are processed in sequence.  If the files are out of sequence, they will be copied to the <<drive>>:\NSIPS\SALTS\IncomingTmp directory and not processed until the file with the correct sequence number is read.  A SALTS file requesting the missing XE "missing"  file from SALTS Central will be created automatically and placed in the <<drive>>:\NSIPS\SALTS\Outgoing directory.

141. [image: image358.wmf]If the NSIPS Server at SALTS Central does not receive a file from the ship, the NSIPS server will send a special SALTS file to the ship that will cause the SALTS Local client application to place the requested file in the <<drive>>:\NSIPS\SALTS\Outgoing directory.  When the SALTS Local client application places the requested file(s) in the <<drive>>:\NSIPS\SALTS\Outgoing directory, a message window similar to Figure 16 - Completion of Transferring Incoming SALTS Files from Floppy Disk to Server will appear.  The message will inform the user that requested SALTS files need to be sent to SALTS Central.  Transfer the outgoing SALTS files by following the instructions in the section entitled Sending NSIPS Files via SALTS.

Figure 16 – Completion of Transferring Incoming SALTS Files from Floppy Disk to Server

SALTS Appendix

Installation Verification

The SALTS Local client is installed with the NSIPS communications applications. The directories used by the SALTS processes are contained in <<drive>>:\NSIPS\ALocal\ALocal0\ALocalNodeData.dat file, where <<drive>> is the server disk drive letter where the application is installed. 

Contents of startup information in ALocalNodeData.dat:

APP DATA::OraUserName := "template";

APP DATA::OraPassword := "4C;8<G4C";

APP DATA::OraInstance := "NVY1";

APP DATA::SALTSEnabled := true;

APP DATA::UICCode := "20033";   // MUST BE SHIP'S UIC,      

                                                   //all characters in UIC must be numbers

APP DATA::SALTSIncomingDir := "C:\\NSIPS\\SALTS\\Incoming";

APP DATA::SALTSOutgoingDir := "C:\\NSIPS\\SALTS\\Outgoing";

APP DATA::SALTSWorkingDir := "C:\\NSIPS\\Salts\\Working";

APP DATA::SALTSOutgoingDirTmp := "C:\\NSIPS\\SALTS\\OutgoingTmp";

APP DATA::SALTSIncomingDirTmp := "C:\\NSIPS\\SALTS\\IncomingTmp";

APP DATA::StorageIncoming := "C:\\NSIPS\\SALTSPendingFiles\\Incoming";

APP DATA::StorageOutgoing := "C:\\NSIPS\\SALTSPendingFiles\\Outgoing";

APP DATA::BackupSALTSIncoming:="C:\\Backup\\NSIPS\\Salts\\Incoming";

APP DATA::BackupSALTSOutgoing:="C:\\ Backup\\NSIPS\\Salts\\Outgoing";

            %  ( % is the SNAP End of File marker, must be present)

The directory names can be whatever the user wants as long as the directories exist.  The "\\" are needed by the application to distinguish the directory separators.  If the SALTS directories specified in the startup ALocalNodeData.dat file do not exist, or if the template database account do not exist, the application will not start. 

SALTS Directories

SALTS files are contained in three subdirectories under <<drive>>:\NSIPS.  These subdirectories are shown in Figure 17 - NSIPS Directory Structure for SALTS.
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Figure 17 - NSIPS Directory Structure for SALTS

142. <<drive>>:\NSIPS \SALTS   - Where the main incoming and outgoing SALTS files are produced and read in, respectively

143. <<drive>>:\NSIPS \SALTSBackup - Each outgoing file is stored here in a compressed format with a time stamp. If the NSIPS computer at SALTS Central does not receive a SALTS file, a SALTS file will be received that will copy the missing XE "missing"  SALTS file from the SALTS\Backup\Outgoing directory to the SALTS\Outgoing directory, where it will be transferred to floppy disk the next time SALTS files are transferred.

144. <<drive>>:\NSIPS \SALTSBackup\Outgoing_Uncompressed - Each  outgoing file is stored here uncompressed with a time stamp. 

145. <<drive>>:\NSIPS \SALTSPendingFiles\Outgoing - If a SALTS file already exists in the SALTS\Outgoing directory, a newly produced SALTS file will be saved to the SALTSPending\Outgoing directory. This is to prevent overwrite of SALTS files not yet transmitted to SALTS Central.

SALTS Filename Structure 

The SALTS files have name structures in the format of UUUUUCCC.nsp where UUUUU is the ship's UIC and CCC is the sequence counter value that ranges from 001 to 999. There is a separate sequence number for incoming files and a separate sequence number for outgoing files.  The ship's UIC must be used in <<drive>>:\NSIPS\Alocal\Alocal0\AlocalNodeData.dat because that UIC will be used to name the SALTS files. 

How Sequence Numbers Work

Incoming Sequence Number Process

The incoming SALTS files have to be read in sequence with only one increment separating the counter value.  If a file is read-in with a sequence number less than the counter in maxcounter, the file is checked for repeated work item ID; and if the work item ID is not found in the PS_N_WI_TRACE_TBL, the file is processed.  If the incoming work item ID is found in the PS_N_WI_TRACE_TBL, the file is deleted and not processed. 

If an incoming file has a sequence number greater than one increment above the counter in maxcounter, the file will be saved to the <<drive>>:\NSIPS\SALTS\IncomingTmp directory and not processed.  Each time a group of SALTS files is read-in, the files in IncomingTmp are checked to see if the missing XE "missing"  files are present; and if they are, the stored SALTS files are processed.

A new SALTS file will automatically be generated that will request the NSIPS computer at SALTS Central to re-send the missing XE "missing"  file in order that all files can be processed.

The sequence number for incoming SALTS files is stored in <<drive>>:\NSIPS\Alocal\maxcounter and has this format
20033  <<< - ship's UIC

002 
<<< - current incoming file counter value. The next file should be named

                        20033003.nsp in order to be processed.

The incoming SALTS files have their work item IDs logged to the PS_N_WI_TRACE_TBL.  This table is checked to see if the work item was processed earlier and prevents a SALTS file from being read-in twice.

Outgoing Sequence Number Process

The sequence number for outgoing SALTS files are stored in <<drive>>:\NSIPS\Alocal\Alocal0\20033.dat, where 20033 is the ship's UIC. This is the format:

addmember SALTS COUNTER, "20033".

SALTS COUNTER:"20033">IntVal := 31.

SALTS COUNTER:"20033">StrVal := "031".

%

If the NSIPS computer at SALTS Central does not receive a file from the ship, the NSIPS computer will create a SALTS file for the ship that will instruct the SALTS Local program aboard ship to copy the missing XE "missing"  file from the SALTS\Backup\Outgoing directory to the SALTS\Outgoing directory.  The next time the ship sends SALTS files to SALTS Central, the files requested by the NSIPS computer at SALTS Central will be uploaded.

Messages

146. Incoming SALTS file out-of-sequence.  The last incoming file sequence number is saved to a file named <<drive>>:\NSIPS\Alocal\maxcounter.  If a SALTS file with a lesser sequence number is read-in, the file will be accepted and will be checked to see if the work item ID was previously processed.  If the work item ID was previously processed, the file will not be accepted and will be deleted.  If a file read-in has a counter more than one increment above the current counter, a request message will be created in a new SALTS file to be transmitted to SALTS Central that will cause the NSIPS server at SALTS Central to re-send the missing file(s).  This is a sample message when this event happens:

SRVC SALTS ITEM DISPATCHER::PollIncomingSALTS() Not sequentially received incoming file is 20033021.nsp occurred at 19990811183110 on Host dev-alln.cnrf.nola.navy.mil.

Incoming SALTS file 20033021.nsp is out of sequence. SALTS file 20033020.nsp was expected

This message states that file 20033021.nsp has a sequence number 021 which is more than 1 above the current counter value.  A request for 20033030.nsp will be created in a new SALTS file in the <<drive>>:\NSIPS\SALTS\Outgoing directory.  If you want to see the current incoming sequence number, open <<drive>>:\NSIPS\Alocal\maxcounter:

20033    <<< - ship's UIC

019        <<< - current incoming file counter value. The next file should be named

                        20033020.nsp in order to be processed.

Upon receipt of the file request, the NSIPS computer at SALTS Central will re-send the missing XE "missing"  file.

147. Repeated work item error.  All incoming work item IDs are saved to the PS_N_WI_TRACE_TBL.  If the incoming SALTS file has a work item ID that is listed in PS_N_WI_TRACE_TBL, the SALTS file is deleted and not processed.  This is the message that appears when this error occurs:

SRVC SALTS ITEM DISPATCHER::PollIncomingSALTS()  Repeated received file is 20033001.nsp file will not be processed because it was processed earlier.  Error occurred at 19990812025929 on Host dev-alln.cnrf.nola.navy.mil.

148. File compression error.  NSIPS transactions sent from the ship are compressed in a PkZip compatible archive.  If there is a compression error, this message will appear 

**** Could not create zip file, will send original data file

If this happens, the outgoing SALTS file in <<drive>>:\NSIPS\SALTS\Outgoing directory will be uncompressed.  The transaction will still be processed by the NSIPS server at SALTS Central.   The NSIPS server can accept both compressed and normal file formats.
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Service Dates/Sea Pay Counter Overview

The Service Dates and Sea Pay Counter transaction provides the ability to review/adjust dates that could determine eligibility for various entitlements throughout a member's career.  Some of these dates are permanent in nature but can be affected by breaks in service, such as periods of unauthorized absence or adjustments requested from the field.  These adjustments can be based upon official documentation held locally that supports a change request.  Other dates are adjusted each time a member reports to a new duty station or performs various types of duty at intermediate/temporary duty stations. 

Related Processes

Activity Gain

Activity Loss

Conversion XE "Conversion" 
Miscellaneous Pays

Personal Data

Reenlistment XE "Reenlistment" 
Reserve Gain

Reserve Loss 

Special Pays

Transient Gain

Transient Loss

Navigation

User navigates by selecting the following: 

Select “Go.”

Select “Personnel Maintenance.”

Select “Service Dates.”

Select “Use.”

Select “Service Dates - Create” to start, stop, report, and change incentive pays for an eligible member.

Select “Service Dates - Pending” to modify or to complete a previously created service dates transaction.  This is available only if the transaction was not forwarded to the supervisor for review/approval.

Panel

The following panel is used to complete Service Dates/Sea Pay Counter:

Service Dates Panel
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Field Descriptions/Required Actions

SSN:  Pre-filled based on the SSN or Name initially entered for this transaction.

Name: Pre-filled based on the SSN or Name initially entered for this transaction. 

Rank/Rate: Pre-filled based on the SSN or Name initially entered for this transaction.

Current DSC: (Duty Status Code)  A three-position, numeric, system-generated code that identifies the current status of the member in terms of physical presence or absence.  This code is updated as events are processed.  It is pre-filled based on the SSN or Name initially entered for this transaction.  A list of Duty Status Codes occurs later in this document.

Appr Inst: (Approval Instance) This field is used for Workflow.  It is pre-filled with a number and will not be changed by the user.

Appr Status: (Approval Status) This field is used for Workflow.  It is pre-filled with “Pending” and will never be changed by the user.  This field is changed by the NSIPS application when Workflow processing has occurred.

Appr Action: (Approval Action) This field is used for Workflow.  There are four actions that can occur in this field.

149. It is always pre-filled with the action “Approved.”  When the status is set to “Approved” and the panel is saved, the information is sent to the clerk’s supervisor or the next person in the review process.  

150. If the clerk does not want to send this transaction to the supervisor through Workflow (i.e., it is an incomplete transaction and needs more information), the Approval Action field can be set to “Incomplete” by selecting this from the drop-down arrow.  When the panel is saved, the transaction will NOT be sent to Workflow.  It will go to the "Pending" file.  The clerk can access the transaction by selecting "Pending" from the "Use" menu.  The transaction will be sent to Workflow ONLY when the clerk completes the transaction, re-sets the Approval Action to "Approved," and saves the panel.

151. The supervisor can return the transaction to the clerk (or the previous person in the Workflow process) for revision.  The supervisor sets the Approval Action to "Recycle."  

152. A supervisor can choose to delete the transaction by setting the Approval Action to “Deny.” 

Comments: This field is used for Workflow.  It is represented on the panel by a button.  The button allows the user to pop up a box and enter information pertaining to the transaction.  The text entered follows the transaction through the entire Workflow process.  Here a supervisor can send a message to the clerk if the transaction is being recycled for rework, or the clerk can attach a message about the transaction.  

UIC: Pre-filled based on the SSN or Name initially entered for this transaction.  The full name of the activity is displayed next to the UIC.

Report Date: The original date the member reported to the activity.  Enter the correct Report Date in MM/DD/YYYY format or click the drop-down arrow to display a calendar.  Double-click on the appropriate date.

BR/CL XE "BR/CL" : (Branch/Class) Pre-filled based on the SSN or Name initially entered for this transaction.

Prior Enlisted Active Service: Enter the total number of months of prior enlisted service.  Any service as a Warrant Officer is included with enlisted service.

Over 4 Year Enlisted XE "Over 4 Year Enlisted"  Ind.: Click this check box for Active Officers or Selected Reserve members with over four years prior active enlisted service.

Projected Rotation Date: This field reflects the expected tour completion date at the present duty station.  Enter the correct projected rotation date in MM/DD/YYYY format or click the drop-down arrow to display a calendar.  Double-click on the appropriate date.  Only Selected Reserve members can be corrected. 

Prior Enlisted Service (Reserve): Click this check box if the officer has prior enlisted service.  Used only for Officers.

Pay Entry Base Date: Enter the correct pay entry base date in MM/DD/YYYY format or click the drop-down arrow to display a calendar.  Double-click on the appropriate date.

# of Enlistments: Select the code that represents the total number of reenlistments and extensions of enlistment.  (An extension of 24 months or more counts as a reenlistment.)

Active Duty Service Date: This field contains the date the member began active duty.  Enter the correct activity duty service date in MM/DD/YYYY format or click the drop-down arrow to display a calendar.  Double-click on the appropriate date.  This field applies to active members only.

Date Gained to Active Duty: Enter the correct date gained to active duty in MM/DD/YYYY format or click the drop-down arrow to display a calendar.  Double-click on the appropriate date. This is used for Selected Reserve only.

SDCD XE "SDCD" : This field contains the date the member commences sea duty.  Pre-filled based on the SSN or Name initially entered for this transaction.

SHDCD XE "SHDCD" : This field contains the date the member begins a tour of shore duty.  Pre-filled based on the SSN or Name initially entered for this transaction.

Sea Duty XE "Sea Duty"  Counter: Enter the total years, months, and days of sea duty service.  This is displayed for reserve members only.

Last Change Date: This date indicates the last time the member’s sea duty counter changed. This is displayed for reserve members only.

MILPERS Clerk Procedure(s)

153. Verify supporting documents to ensure accuracy.  

154. Prepare Service Dates transaction.

MILPERS Supervisor Procedure(s)

155. Review all documents for accuracy.

156. In the Approval Action field enter one of the following:

· “Approve” to transmit the transaction.

· “Deny” to cancel the document completely.

· “Recycle” to return to the MILPERS Clerk.

References


DODFMR Volume 7A, Part 2, Chapter 18


MILPERSMAN 1000-030


ENLTRANSMAN Chapter 3
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Strength Gain Overview

Strength Gain provides the user with the capabilities to perform the following functions:

· Process the entry of non-recruit enlisted and officer members for initial affiliation in the Selected Naval Reserve. 

· Process the receipt of enlisted and officer members in the Selected Naval Reserve upon release from active duty.

· Process an officer appointment in the Selected Naval Reserve from civilian status.

· Process the first enlistment into the Selected Naval Reserve, including prior US Navy veterans and other service veterans.

· Process enlistment into the Selected Naval Reserve under the provisions of the Advanced Paygrade Program.

· Process reenlistment into the Selected Naval Reserve under continuous service conditions - two to ninety days after discharge.

· Process reenlistment into the Selected Naval Reserve under broken service conditions - more than ninety days after discharge.

· Process the receipt of enlisted and officer members in the Selected Naval Reserve from the Individual Ready XE "Individual Ready"  Reserve (IRR). 

Related Processes

Dependency Data

Address and Phone XE "Phone" 
SGLI XE "SGLI"  Deductions

Personal Data

Navigation

For Reserve users, navigate by selecting the following:

Select “Go.”

Select “Gains.”

Select “Projected Gain.” 

Select “Unprojected Gain.”

Select “Use.”

Select “Projected Gain - Create.” 

Select “Projected Gain - Pending.” 

Select “Unprojected Gain - Create.”

Select “Unprojected Gain - Pending.”

Select “Strength Gain 1.”

Select “Strength Gain 2.”

Select “Strength Gain 3.”

Select “Contract Data.”

Select “MGIB XE "MGIB" /SGLI XE "SGLI" .”

Select “Test Score XE "Test Score" s.”

For Active users, navigate by selecting the following:

Select “Go.”

Select “Gains.”

Select “Strength Gain.”

Select “Use.”

Select “Strength Gain - Create.” 

Select “Strength Gain - Pending.”

Select “Personal Info.”

Select “Rate Change XE "Rate Change" .”

Select “Employment Info.”

Select “Test Score XE "Test Score" s.”

Select “BSC/NEC XE "NEC" .”

Select “Contract Data.”

Panels

The following panels are required to process Strength Gains:

Strength Gain 1 

Strength Gain 2 

Strength Gain 3 

Contract Data 

MGIB XE "MGIB" /SGLI XE "SGLI"  

Test Score XE "Test Score" s

Strength Gain 1 Panel

This panel is used to begin the strength gain process.  Some of the information entered on this panel is displayed on other panels in the process.  This is the only panel within Strength Gain that contains the Workflow process.
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Field Descriptions/Required Actions

Appr Inst:  (Approval Instance) This field is used for Workflow.  It is pre-filled with a number and will never be changed by the user. 

Appr Status: (Approval Status) This field is use for Workflow.  It is pre-filled with “Pending” and will never be changed by the user.  The field is changed by the NSIPS application when Workflow processing has occurred. 

Appr Action:  (Approval Action) This field is used by Workflow.  There are four actions that can occur in this field.  

157. It is always pre-filled with “Approved.”  When the status is set to “Approved” and the panel is saved, the information is sent to the clerk’s supervisor or the next person in the review process. 

158. If the clerk does not want to send this transaction to the supervisor through Workflow (i.e., it is an incomplete transaction and needs more information), the Approval Action field can be set to “Incomplete,” by selecting this from the drop-down list.  When the panel is saved, the transaction is not sent to Workflow.  It will go to the “Pending” file.  The clerk can access the transaction by selecting “Pending” from the “Use” menu.  The transaction will be sent to Workflow ONLY when the clerk completes the transaction, re-sets the Approval Action to “Approved,” and saves the panel.

159. The supervisor can return the transaction to the clerk (or the previous person in the Workflow process) for revision.  The supervisor sets the Approval Action to “Recycle.”  

160. The supervisor can choose to delete the transaction by setting the Approval Action to “Deny.” 

Comments: This field is used for Workflow.  It is activated on the panel by a button.  The button pops up a box and allows the user to enter information pertaining to the transaction.  The text entered follows the transaction through the entire Workflow process.  A supervisor can send a message to the clerk if the transaction is being “Recycled” for rework, or the clerk can attach a message about the transaction. 

SSN: Pre-filled based on the SSN or Name initially entered for this transaction.

Name: Pre-filled based on the SSN or Name initially entered for this transaction.  If the member’s name is not pre-filled, type the name in the field.  The format for this field is last name,first name (space) middle initial (space) suffix.  For any item past suffix a space is added before the item.

Gain Reason Code: This field displays the reason for or type of gain transaction being processed.  Type the appropriate code in the field or click the drop-down arrow to display a list of appropriate codes.  Double-click the appropriate code.  The following processes and appropriate Gain Reason Codes apply:

Gain Reason Code
When to use

RRR – Received DP/NP error.
To indicate that the individual is being regained to the unit after an erroneous strength loss has been submitted.

RAF – Received First Affiliation.
To indicate that the member on a valid enlistment contract is being processed into the Naval Reserve drilling status for the first time.

RAS – Received from ACDU.
To indicate that the member is on a valid contract and being gained directly from active duty.  This code indicates that the member’s records were received directly from the separation activity.

IRR – Received from NRPC (IRR). 
To indicate that the member is on a valid contract and the member’s records are held at the Naval Reserve Personnel Center.

ENL – Enlistment.
To indicate that the member is enlisting in the Naval Reserve.

ENA – Enlistment, Advanced Pay-grade Program.
To indicate that the member is enlisting in the Naval Reserve under the provisions of the Advanced Pay-grade Program.

REC – Reenlistment XE "Reenlistment"  Continuous Service conditions.
To indicate that the member is reenlisting in the Naval Reserve and has a break in service of more than one day, but less than ninety days.

REB – Reenlistment XE "Reenlistment"  Broken Service conditions.
To indicate that the member is reenlisting in the Naval Reserve and has a break in service of more than ninety days.

OAP – Officer Appointment.
To indicate that the member is being appointed in the Naval Reserve.

Off/Enl Ind: (Officer/Enlisted Indicator) This field indicates whether the individual being processed is an enlisted member or an officer member.  Type the appropriate code in the field or click the drop-down arrow to display a list of appropriate codes.  Double-click the appropriate code. 

UIC: (Unit Identification Code) This field displays the UIC of the reserve unit to which the member is being gained.  Type the UIC in the field or click on the drop-down arrow to select the UIC from the drop-down list. 

Report Date: This field displays the date the member is being gained to strength.  Type the date in the MM/DD/YYYY format or click the drop-down arrow to display the calendar.  Double-click the appropriate date.

Geo Duty Loc XE "Geo Duty Loc" : This field displays the geographic duty location of the member being gained.  Type in the Geo Duty Loc or click the drop-down arrow to display a list of appropriate codes.  Click the appropriate code.

Rank/Rate: This field displays the Rank/Rate of the member being gained to strength.  Type the Rank/Rate in the field or click on the drop-down arrow and select a Rank/Rate from the drop-down list. 

Rank Date: This field displays the effective date of Rank of the member being gained to strength.  Type the date in the MM/DD/YYYY format or click the drop-down arrow to display the calendar.  Double-click the appropriate date.

PRD XE "PRD" : (Projected Rotation Date) This field displays the date the member is scheduled to rotate out of the unit.  Type the date in the MM/DD/YYYY format or click the drop-down arrow to display the calendar.  Double-click the appropriate date.

Department: This field displays the department to which the member has been assigned.  Type the appropriate department code in the field.  This field can be used in other functions of the system to sort actions and reports by department assigned. 

Division XE "Division" : This field displays the division to which the member has been assigned.  Type the appropriate division code in the field.  This field can be used in other functions of the system to sort actions and reports by division assigned.

Shop XE "Shop" : This field displays the shop to which the member has been assigned.  Type the appropriate shop code in the field.  This field can be used in other functions of the system to sort actions and reports by shop assigned.

Citizen: This field displays the citizenship code of the member.  Type the appropriate code in the field or click the drop-down arrow to display a list of appropriate codes.  Double-click the appropriate code.

Ethnic Code: This field displays the ethnic code of the member.   Type the appropriate code in the field or click on the drop-down arrow to display a list of appropriate codes.  Double-click the appropriate code.

Race XE "Race" : This field displays the race code of the member.  Type the appropriate code in the field or click the drop-down arrow to display a list of appropriate codes.  Double-click the appropriate code. 

Birthdate: This field displays the date of birth of the member.  Type the date in the MM/DD/YYYY format or click the drop-down arrow to display the calendar.  Double-click the appropriate date.

Flight St Ind: (Flight Status XE "Flight Status"  Indicator) This field displays the Flight Status Indicator of the member.  It is initially pre-filled with 6 to indicate the member has no flight status.  Type the appropriate code in the field or click the drop-down arrow to display a list of appropriate codes.  Double-click the appropriate code.

Sex XE "Sex" : This field displays the sex of the member.  Type the appropriate code in the field or click the drop-down arrow to display a list of appropriate codes.  Double-click the appropriate code.

Strength Gain 2 Panel

This is the second panel in the strength gain process.  Fields on this panel report the member’s annual training status information indicating if the member was recalled to active duty in support of a crisis and information on the last evaluation/fitness report and physical.
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Field Descriptions/Required Actions

SSN: Pre-filled based on the SSN or Name initially entered for this transaction.

Name: Pre-filled based on the SSN or Name initially entered for this transaction.

Annual Training XE "Annual Training"  Status Code: This field displays a code to indicate the annual training status of the individual being gained.  Type the code in the field or click on the drop-down arrow to display a list of appropriate codes.  Double-click on the appropriate code.

Annual Training XE "Annual Training"  Status Code Sub Ind: (Annual Training Status Submission Indicator) This field displays the year that the Annual Training Status was submitted.  It is pre-filled upon submission of the Annual Training Status Code.

Limited Duty Status Code: This field displays a code that reflects the limited duty status code of the individual being gained.  Type the appropriate code in the field or click the drop-down arrow to display a list of appropriate codes.  Double-click on the appropriate code.

Last Evaluation XE "Evaluation" /FitRep Dt: (Last Evaluation/Fitness XE "Fitness"  Report Date) This field displays the date of the member’s last Evaluation/Fitness Report.  Type the date in the MM/DD/YYYY format or click the drop-down arrow to display the calendar.  Double-click the appropriate date.

Date of Last Physical XE "Date of Last Physical" : This field displays the date the member last had a physical examination.  Type the date in the MM/DD/YYYY format or click on the drop-down arrow to display the calendar.  Double-click the appropriate date.

BAQ XE "BAQ"  Authorization Staging/Indicator: This field identifies the type of BAQ the member is authorized.  Click the drop-down arrow to display listing of appropriate codes.  Double-click the appropriate code.

Service Codes: This field applies to enlisted members only and displays a code that indicates the member was recalled to active duty in support of a crisis.  Type the appropriate code in the field or click the drop-down arrow to display a list of appropriate codes.  Double-click the appropriate code.  

More than one code may apply to the member; in such cases, the user will press the <F7> key while the cursor is in the field to insert a new row.  Up to four rows can be displayed on the panel at one time.  Since more rows can be entered than can be displayed on the panel at one time, a scroll bar is provided on the right side of the panel to view all codes entered.  

To delete a row of information, the user presses the <F8> key while the cursor is in the row to be deleted.

Description: This field applies to enlisted members only and displays a description of the Recall Code entered on the row.  It is pre-filled based on the Recall Code selected.

Strength Gain 3 Panel

This is the third panel in the strength gain process.  Fields on this panel report Personal data and service date information.  The panel also includes fields for pending award tracking and mobilization recall tree information.
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Field Descriptions/Required Actions

SSN: Pre-filled based on the SSN or Name initially entered for this transaction.

Name: Pre-filled based on the SSN or Name initially entered for this transaction.

PNEC: (Primary Navy Enlisted Classification Code) This field applies to enlisted members only and displays member’s PNEC.  The user may only enter a Defense Grouping NEC XE "NEC"  or “0000.”  Type the PNEC in the field or click on the drop-down arrow to select the PNEC from the drop-down list.  Any other Navy Enlisted Classification Code must be approved and assigned from the corporate systems.

Pay Grade: This field displays the member’s pay grade.  It is pre-filled based on the Rank/Rate entered on the Strength Gain 1 Panel.

Enlisted Designator XE "Designator" : This field applies to enlisted members only and displays the last designator for which the member qualified.  Type the appropriate code in the field or click the drop-down arrow to display a list of appropriate codes.  Double-click the appropriate code.

Officer Designator XE "Designator" : This field applies to officer members only and displays the member’s designator.  Type the appropriate code in the field or click the drop-down arrow to display a list of appropriate codes.  Double-click the appropriate code.

PEBD: (Pay Entry Base Date) This field displays the member’s Pay Entry Base Date.  Type the date in the MM/DD/YYYY format or click the drop-down arrow to display the calendar.  Double-click the appropriate date.

DIERF XE "DIERF" : (Date Initially Entered Reserve Force) This field displays the date the member initially joined the Naval Reserve.  Type the date in the MM/DD/YYYY format or click the drop-down arrow to display the calendar.  Double-click the appropriate date.

DIEMS XE "DIEMS" : (Date Initially Entered Military Service) This field displays the date the member initially joined any branch of the military service.  Type the date in the MM/DD/YYYY format or click the drop-down arrow to display the calendar.  Double-click the appropriate date.

Officer Prior Enlisted: Click this check box to indicate that the officer had prior service as an enlisted member. 

Awarded Vietnam Service Medal: Click this check box to indicate the enlisted member was awarded the Vietnam Service Medal. 

Aeronautical Rating Indicator: This field displays an Aeronautical Rating Indicator (when qualified) to indicate a special occupation within the aeronautical ratings.  Type the appropriate code in the field or click the drop-down arrow to display a list of appropriate codes.  Double-click the appropriate code. 

Privacy Act Disputed XE "Privacy Act Disputed" : Click this check box if the member disputes the Privacy Act of 1974.

SAM Initial Training Status Code: (Sea Air Mariner Program Initial Training Status Code) This field displays the member’s SAM Initial Training Status Code.  Type the code in the field or click the drop-down arrow to display a list of appropriate codes.  Double-click the appropriate code.

SAM Program Indicator: (Sea Air Mariner Program Indicator) This field applies to enlisted members only and indicates if the member was initially accessed into the SAM Program upon enlistment.  Type the appropriate code in the field or click the drop-down arrow to display a list of appropriate codes.  Double-click the appropriate code.

Active Military Service Indicator XE "Active Military Service Indicator" : This field applies to enlisted members only and displays a code to indicate the member’s prior active military service.  Type the appropriate code in the field or click the drop-down arrow to display a list of appropriate codes.  Double-click the appropriate code.

Pay Status Code: This field displays the pay status for the unit where the member is being gained.  It is pre-filled based on the UIC entered on the Strength Gain 1 Panel. 

Incentive Pay Auth: This field displays the types of incentive pay the member is authorized.  

Date Released From Active Duty XE "Date Released From Active Duty" : This field applies to enlisted members only and displays the date the member was last released from active duty.  Type the date in the MM/DD/YYYY format or click the drop-down arrow to display the calendar.  Double-click the appropriate date.

Sea Duty XE "Sea Duty"  Counter – Yrs: This field displays the number of years of cumulative sea service that the member has attained.  Type the number of years in the field.

Sea Duty XE "Sea Duty"  Counter – Mos: This field displays the number of months of cumulative sea service that the member has attained.  Type the number of months, not to exceed eleven in the field.

Sea Duty XE "Sea Duty"  Counter – Days: This field displays the number of days of cumulative sea service that the member has attained.  Type the number of days, not to exceed twenty-nine in the field. 

Total Active Service XE "Total Active Service"  – Years: This field displays the number of years of total active service that the member has attained.  Type the number of years in the field.

Total Active Service XE "Total Active Service"  – Mos: This field displays the number of months of total active service that the member has attained.  Type the number of months, not to exceed eleven in the field.

Total Active Service XE "Total Active Service"  – Days: This field displays the number of days of total active service that the member has attained.  Type the number of days, not to exceed twenty-nine in the field.

Mob Recall Key: (Mobilization XE "Mobilization"  Recall Key XE "Mobilization Recall Key" ) This field displays the Mobilization Recall Key assigned to the individual.  This key is used to establish the order in which individuals will be listed on the Unit Recall Bill.  Type the appropriate code in the field. 

Drill Weekend XE "Drill Weekend"  Assigned: This field displays the scheduled drill weekend to which the member has been assigned.  Type the appropriate code in the field or click the drop-down arrow to display a list of appropriate codes.  Double-click the appropriate code.

Prior SELRES Military Service Ind: This field applies to enlisted members and displays a code to indicate the member’s prior Selected Reserve military service.  Type the appropriate code in the field or click the drop-down arrow to display a listing of appropriate codes.  Double-click the appropriate code.

Prior Military Service Ind: This field applies to enlisted members and displays a code to indicate the member’s prior military service.  Type the appropriate code in the field or click the drop-down arrow to display a list of appropriate codes.  Double-click the appropriate code.

Prior Lv Sold: (Prior Leave Sold) This field displays the total number of days leave that the member has sold on or after 10 February 1976.  Type the number of days leave sold in the field.

Eligibility Date: This field displays the date the period of eligibility begins.  Enter the date in the MM/DD/YYYY format or click on the drop-down arrow to select a date from the drop-down calendar.

Award: This field displays the award that the member is projected to be awarded in the row.  Type the appropriate award code or click the drop-down arrow to display a list of appropriate codes.  Double-click the appropriate code.

Description: This field displays a description of the abbreviation for the Award listed in the row.  It is pre-filled based on the Award selected in the row.

Contract Data Panel

This is the fourth panel in the strength gain process.  Fields on this panel report information pertaining to  enlistment/reenlistment contracts, service obligations, and initial source of entry information. 
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Field Descriptions/Required Actions

SSN: Pre-filled based on the SSN or Name initially entered for this transaction.

Name: Pre-filled based on the SSN or Name initially entered for this transaction.

Current Enlistment Date: This field applies only to enlisted members and displays the date of the member’s enlistment contract.  Type the date in the MM/DD/YYYY format or click on the drop-down arrow to select the date from the drop-down calendar.

Military Obligation Designator XE "Military Obligation Designator" : This field applies only to enlisted members and displays a Military Obligation Designator XE "Designator"  code to indicate the member’s military obligation requirements.  Type the appropriate code in the field or click the drop-down arrow to display a list of appropriate codes.  Double-click the appropriate code.

Contract End Date: This field applies only to enlisted members and displays the expiration date of the member’s current enlistment contract.  It is pre-filled based on information entered in the Current Enlistment Date, Contract Term, and Rsv Cntrt Extension XE "Extension"  Operative fields. 

Mandatory Drill Code: This field applies only to enlisted members and displays a mandatory drill code to indicate the member’s mandatory drilling obligation requirements.  Type the appropriate code in the field or click the drop-down arrow to display a list of appropriate codes.  Double-click the appropriate code.

Extension XE "Extension"  Months Other: This field applies only to enlisted members and displays the number of months the member has extended his/her enlistment contract for reasons other than for school payback requirements.  Type the number of months in the field.  The total months of all extensions can not exceed 48 on any one contract.

Extension XE "Extension"  Months School: This field applies only to enlisted members and displays the number of months the member has extended his/her enlistment contract for school payback requirements.  Type the number of months in the field.  The total months of all extensions can not exceed 48 on any one contract.

Expiration of SELRES Commitment Date: This field displays the date a member’s required commitment to the Naval reserve expires.  It applies to individuals who have incurred a required obligation to participate in the Naval reserve.  Type the date in the MM/DD/YYYY format or click the drop-down arrow to display the calendar.  Double-click the appropriate date. 

Number of Enlistments: This field applies only to enlisted members and displays the member’s total number of enlistments.  Type the number in the field.

Contract Term: This field displays the term of the current enlistment contract in years.   This field is used in conjunction with the Current Enlistment Date and the Rsv Cntrt Extension XE "Extension"  Operative field to establish the Expiration of Reserve Enlistment.  Type the contract term in the field.

Rsv Cntrt Extension XE "Extension"  Operative: (Reserve Contract Extension Operative) This field applies only to enlisted members and displays the total number of months of extensions made operative for the current enlistment. 

Source of Initial Entry Code: This field displays a code that indicates the source of the member’s initial entry into military service.  Type the appropriate code in the field or click on the drop-down arrow to display a list of appropriate codes.  Double-click the appropriate code.

MGIB XE "MGIB" /SGLI XE "SGLI"  Panel

This is the fifth panel in the strength gain process.  Fields on this panel report the member’s eligibility and status pertaining to the Reserve Montgomery GI Bill.  Additionally the panel reflects that the member’s Servicemen’s Group Life Insurance eligibility was started on the gain at the highest level.  If the member makes an election to reduce or decline coverage, the level must be adjusted in the Personnel Maintenance process.
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Field Descriptions/Required Actions

SSN: Pre-filled based on the SSN or Name initially entered for this transaction.

Name: Pre-filled based on the SSN or Name initially entered for this transaction.

MGIB XE "MGIB" : (Montgomery GI Bill) This is the title of the section that contains information pertaining to the member’s Montgomery GI Bill eligibility.

Conversion XE "Conversion"  Date: This field displays the date the member converted eligibility from the old GI Bill to the Montgomery GI BiIl.  It is used to reflect the date the member executed a new or second six-year obligation, on or after 01 October 1990.  Type the date in the MM/DD/YYYY format or click on the drop-down arrow to display the calendar.  Double-click the appropriate date.

Obligation Eligibility Date: This field displays the date the member met the six-year obligation requirement to become eligible for the Montgomery GI Bill on or after 01 July 1985.  Type the date in the MM/DD/YYYY format or click on the drop-down arrow to display the calendar.  Double-click the appropriate date. 

Start Date: This field displays the date the member’s entitlement to the Montgomery GI Bill benefits started.  It reflects the date the member met all requirements for the program and began eligibility to receive educational benefit payments.  Type the date in the MM/DD/YYYY format or click on the drop-down arrow to display the calendar.  Double-click the appropriate date. 

Eligibility Status: This field displays the MGIB XE "MGIB"  eligibility status code to indicate the member’s current eligibility for program benefits.  Type the appropriate code in the field or click the drop-down arrow to display a list of appropriate codes.  Double-click the appropriate code.

Recoupment XE "Recoupment"  Status: This field displays a code to indicate if the member is in a recoupment status.  A Recoupment Status code is required when a member is terminated from eligibility to MGIB XE "MGIB"  benefits.  Type the appropriate code in the field or click the drop-down arrow to display a list of appropriate codes.  Double-click the appropriate code.

Service Remaining: This field displays the number of months of remaining obligated service.  This is used to determine GI Bill eligibility. 

Termination Date: This field displays the date the member lost eligibility to MGIB XE "MGIB"  Benefits.  Type the date in the MM/DD/YYYY format or click on the drop-down arrow to select display the calendar.  Double-click the appropriate date. 

Recomputed Date: This is a display-only field that applies to Active Duty personnel only.

SGLI XE "SGLI" : (Servicemen’s Group Life Insurance) This is the title of the section that reflects the member SGLI elections and the date the election was made.

SGLI XE "SGLI"  Options: This field displays the level of SGLI coverage that the member has elected.  Type the appropriate SGLI Option code or click the drop-down arrow to display a list of appropriate codes.  Double-click the appropriate code.

Election Date: This field displays the date of the member’s current SGLI XE "SGLI"  election.  Type the date in the MM/DD/YYYY format or click on the drop-down arrow to display the calendar.  Double-click the appropriate date.

Test Score XE "Test Score" s Panel

This is the sixth panel in the strength gain process.  Fields on this panel report the member’s classification test scores.
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Field Descriptions/Required Actions

SSN: Pre-filled based on the SSN or Name initially entered for this transaction.

Name: Pre-filled based on the SSN or Name initially entered for this transaction.

Education XE "Education" : This section is used to identify the education level and years of education of the member.

Level: This field displays the member’s educational level.  Type the appropriate code in the field or click the drop-down arrow to display a list of appropriate codes.  Double-click the appropriate code.

Years: This field displays the member’s total number years of education.  Type the number of years of education in the field.

ASVAB Test ID: (Armed Services Vocational Aptitude Battery Test Identification) This field applies only to enlisted members and displays a code used to identify the ASVAB Test administered to the member.  Type the appropriate code in the field or click the drop-down arrow to display a list of appropriate codes.  Double-click the appropriate code.

AFQT: (Armed Forces Qualification Test) This field displays the member’s AFQT test score.  Type the score in the field.

NAPT CD: (Navy Advanced Placement Test Code) This field displays NAPT code to identify the type of advanced placement test administered.  Type the code in the field or click the drop-down arrow to display a list of appropriate codes.  Double-click the appropriate code.

NAPT Score: (Navy Advanced Placement Test Score XE "Test Score" ) This field displays the member’s NAPT test score.  Type the score in the field.

GS or GI Score: (General Science or General Information) This field displays the member’s GS or GI test score.  Type the score in the field.

AR or NO Score: (Arithmetic Reasoning or Numerical Operations) This field displays the member’s AR or NO test score.  Type the score in the field.

WK or AD Score: (Word Knowledge or Attention to Detail) This field displays the member’s WK or AD test score.  Type the score in the field.

PC or WK Score: (Paragraph Comprehension or Word Knowledge) This field displays the member’s PC or WK test score.  Type the score in the field.

NO or AR Score: (Numerical Operations or Arithmetic Reasoning) This field displays the member’s NO or AR test score.  Type the score in the field.

CS or SP Score: (Coding Speed or Space Perception) This field displays the member’s CS or SP test score.  Type the score in the field.

AS or MK Score: (Auto and Shop XE "Shop"  or Mathematical Knowledge) This field displays the member’s AS or MK test score.  Type the score in the field.

MK or EI Score: (Mathematical Knowledge or Electronics Information) This field displays the member’s MK or EI test score.  Type the score in the field.

MC Score: (Mechanical Comprehension) This field displays the member’s MC test score.  Type the score in the field.

EI or GS Score: (Electronics Information or General Science) This field displays the member’s EI or SG test score.  Type the score in the field.

VE or SI Score: (Verbal or Shop XE "Shop"  Information) This field displays the member’s VE or SI test score.  Type the score in the field.

DLAB Score: (Defense Language Aptitude Battery) This field displays the member’s DLAB test score.  Type the score in the field.

AI Score: (Automotive Information) This field displays the member’s AI test score.  Type the score in the field.

SONAR Score: (Sonar Pitch Memory Test) This field displays the member’s SONAR test score.  Type the score in the field.

RADAR Score: This field displays the member’s RADAR test score.  Type the score in the field.

ETST Score: (Electronics Technician Selection Test) This field displays the member’s ETST test score.  Type the score in the field.

MILPERS Clerk Procedure(s)

161. Review all documentation and ensure all forms and documentation are complete and accurate.

162. Complete all additional documents and forms necessary to effect gain.  Refer to the appropriate reference for guidance.

163. Log on to the NSIPS terminal and prepare appropriate strength gain transaction.

164. Forward all documentation to MILPERS Supervisor for review.

MILPERS Supervisor Procedure(s)

165. Review all documents and transactions for accuracy.

166. In the Approval Action field enter one of the following:

· “Approve” to transmit the transaction.

· “Deny” to cancel the transaction completely.

· “Recycle” to return to the MILPERS Clerk for action.

167. Return all documentation to the MILPERS Clerk. 

Forms (Manual and Automated)

· Enlistment Contract - DD Form 4

· Application for Enlistment - DD Form 1966

· Certificate of Release or Discharge XE "Discharge"  from Active Duty - DD Form 214

· State of Legal Residence - DD Form 2058

· Officer Appointment Acceptance and Oath of Office - NAVCRUIT 1000/20

· Immediate Reenlistment XE "Reenlistment"  Contract NAVPERS - 1070/601

· Dependency Application/Record of Emergency Data XE "Emergency Data"  - NAVPERS 1070/602

· Ready Reserve Transfer XE "Transfer"  Request Service Agreement - NAVPERS 1200/1

· Civilian Occupation Skills Questionnaire - NAVRES 1220/4

· Officer Application/Orders for Inactive Duty Training - NAVRES 1321/1

· Enlisted Application and Orders to a Naval Reserve Unit (Non-Obligor) - NAVRES 1326/4

· Enlisted Inactive Duty Training Orders to a Naval Reserve Unit (Obligor) - NAVRES 1326/5

· Report of Medical XE "Medical"  Examination – SF 88

· Direct Deposit XE "Direct Deposit"  Sign-up Form – SF 1199A

MILPERS Form(s) Distribution

· Enlistment Contract - DD Form 4, file in newly opened service record.

· Application for Enlistment - DD Form 1966, file in newly opened service record.

· Certificate of Release or Discharge XE "Discharge"  from Active Duty - DD Form 214, file in service record.

· State of Legal Residence - DD Form 2058, file in Drill Folder.

· Officer Appointment Acceptance and Oath of Office - NAVCRUIT 1000/20, file in service record.

· Immediate Reenlistment XE "Reenlistment"  Contract NAVPERS - 1070/601, file copy in service record and forward original to BUPERS.

· Dependency Application/Record of Emergency Data XE "Emergency Data"  - NAVPERS 1070/602, mail original to BUPERS, file copy in service record.

· Ready Reserve Transfer XE "Transfer"  Request Service Agreement - NAVPERS 1200/1, file in drill folder.

· Civilian Occupation Skills Questionnaire - NAVRES 1220/4, file in training folder.

· Officer Application/Orders for Inactive Duty Training - NAVRES 1321/1, file copy in drill folder and service record.

· Enlisted Application and Orders to a Naval Reserve Unit (Non-Obligor) - NAVRES 1326/4, file copy in drill folder and service record.

· Enlisted Inactive Duty Training Orders to a Naval Reserve Unit (Obligor) - NAVRES 1326/5, file copy in drill folder and service record.

· Report of Medical XE "Medical"  Examination – SF 88, file copy in retain file.

· Direct Deposit XE "Direct Deposit"  Sign-up Form – SF 1199A, file copy in drill folder.

References

· SECNAVINST 7220.77

· OPNAVINST 1160.7

· NAVMILPERSCOMINST 7220.1

· BUPERSINST 1001.39

· COMNAVRESFORINST 1001.5
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Strength Loss Overview

Strength Loss provides the user with the capability to perform the following functions:

Inactive Member Strength Loss

Discharge XE "Discharge"  of individuals.

Transfer XE "Transfer"  of Selected Reserve members to extended active duty.

Transfer XE "Transfer"  of Selected Reserve members to the Individual Ready XE "Individual Ready"  Reserve.

Transfer XE "Transfer"  of Selected Reserve members to the Individual Ready XE "Individual Ready"  Reserve by forced Attrition.

Transfer XE "Transfer"  of Selected Reserve members to the Retired Reserve XE "Retired Reserve" .

Active Member Strength Loss

Discharge XE "Discharge"  of individuals on active.

Release from Active Duty for Enlisted and Officer members.

Transfer XE "Transfer"  of Active Duty Enlisted Personnel to the Fleet Reserve XE "Fleet Reserve" 
Transfer XE "Transfer"  of Active Duty and Officer personnel to the Physical Disability Retired List XE "Physical Disability Retired List" , Permanent and Temporary.

Transfer XE "Transfer"  of Active Duty Officers to the Retired List.

Retired Active Members retained on Active Duty

Transfer XE "Transfer"  to the Fleet Reserve XE "Fleet Reserve"  or Retired List and retained on active Duty.

Active Members Administrative Loss

Process the administrative loss of individuals on active duty.

Related Processes

Personal Data - Montgomery BI Bill (MGIB XE "MGIB" )

Navigation

For Inactive Reserve Strength Losses 

User navigates by selecting the following:

Select “Go.”

Select “Losses.”

Select “Strength Loss.” 

Select “Use.”

Select “Strength - Create.” 

Select “Strength Loss.”

Select “MGIB XE "MGIB"  Data.”

Select “Strength - Pending.” 

Select “Strength Loss.”

Select “MGIB XE "MGIB"  Data.”

For Active Member Strength Losses

User navigates by selecting the following:

Select “Go.”

Select “Losses.”

Select “Strength Loss.” 

Select “Use.”

Select “Strength Loss - Create.” 

Select “Strength Loss1.”

Select “Strength Loss2.”

Select “Address.”

Select “Strength Loss - Pending.” 

Select “Strength Loss1.”

Select “Strength Loss2.”

Select “Address.”

For Active Member Administrative Losses

User navigates by selecting the following:

Select “Go.”

Select “Losses.”

Select “Admin Loss.” 

Select “Use.”

Select “Admin Loss - Create.” 

Select “Admin Loss - Pending.” 

For Active Member Retained on Active Duty

User navigates by selecting the following:

Select “Go.”

Select “Retain in Service.”

Select “Use.”

Select “Retained Loss - Create.”

Select “Retained Loss - Pending.”

Panels

The following panels are required to process Strength Loss:

Strength Loss

MGIB XE "MGIB"  Data

Strength Loss 1

Strength Loss 2

Address Data 

Admin Strength Loss XE "Admin Strength Loss" 
Retain Loss XE "Retain Loss" 
Strength Loss Panel

This panel is used to report the strength loss of a member of the Naval Reserve on inactive duty.  When creating an inactive strength loss, this panel should always be completed first.  This panel is only available for those users with a reserve clerk and/or reserve supervisor privilege. 

[image: image231.wmf]
Field Descriptions/Required Actions

SSN: Pre-filled based on the SSN or Name initially entered for this transaction.

Name: Pre-filled based on the SSN or Name initially entered for this transaction.

Rank/Rate: Pre-filled based on the SSN or Name initially entered for this transaction.

Current DSC: (Duty Status Code) This field reflects a three-position, numeric, system-generated code that identifies the current status of the member in terms of physical presence or absence.  It is pre-filled based on the SSN or Name initially entered for this transaction.  This code is updated automatically by the system as transactions that report the member’s status are processed.  A list of Duty Status Codes occurs later in this document.

Appr Inst:  (Approval Instance) This field is used for Workflow.  It is pre-filled with a number and will never be changed by the user. 

Appr Status: (Approval Status) This field is use for Workflow.  It is pre-filled with “Pending” and will never be changed by the user.  The field is changed by the NSIPS application when Workflow processing has occurred. 

Appr Action:  (Approval Action) This field is used by Workflow.  There are four actions that can occur in this field.  

168. It is always pre-filled with “Approved.”  When the status is set to “Approved” and the panel is saved, the information is sent to the clerk’s supervisor or the next person in the review process. 

169. If the clerk does not want to send this transaction to the supervisor through Workflow (i.e., it is an incomplete transaction and needs more information), the Approval Action field can be set to “Incomplete,” by selecting this from the drop-down list.  When the panel is saved, the transaction is not sent to Workflow.  It will go to the “Pending” file.  The clerk can access the transaction by selecting “Pending” from the “Use” menu.  The transaction will be sent to Workflow ONLY when the clerk completes the transaction, re-sets the Approval Action to “Approved,” and saves the panel.

170. The supervisor can return the transaction to the clerk (or the previous person in the Workflow process) for revision.  The supervisor sets the Approval Action to “Recycle.”  

171. The supervisor can choose to delete the transaction by setting the Approval Action to “Deny.” 

Comments: This field is used for Workflow.  It is activated on the panel by a button.  The button pops up a box and allows the user to enter information pertaining to the transaction.  The text entered follows the transaction through the entire Workflow process.  A supervisor can send a message to the clerk if the transaction is being “Recycled” for rework, or the clerk can attach a message about the transaction. 

Separation Data: This is the title of the section that contains all of the separation data pertaining to the transaction.

Action Reason: This field displays a code that indicates the type of strength loss transaction being generated.  Type the appropriate code in the field or click the drop-down arrow to display a listing of appropriate codes.  Double-click the appropriate code.

Separation Program Designator XE "Separation Program Designator"  Code: This field displays a code that indicates the program or reason the individual is being separated.  This field is activated only when the Action Reason selected is STN for Separation/Discharge XE "Discharge" .  Type the appropriate code in the field or click the drop-down arrow to display a listing of appropriate codes.  Double-click the appropriate code.

Reenlistment XE "Reenlistment"  Code: This field displays a Reenlistment Code to indicate the member’s eligibility for future reenlistment.  This field is activated only when the Action Reason selected is STN for Separation/Discharge XE "Discharge" .  Type the appropriate code in the field or click the drop-down arrow to display a listing of appropriate codes.  Double-click the appropriate code.

Navy Loss Code XE "Navy Loss Code" : This field displays a code that indicates the reason and characterization of the strength loss being generated.  This field is activated only when the Action Reason selected is STN for Separation/Discharge XE "Discharge" .  Type the appropriate code in the field or click the drop-down arrow to display a listing of appropriate codes.  Double-click the appropriate code.

Character of Service XE "Character of Service" : This field displays a code used to indicate the member’s character of service upon separation.  This field is activated only when the Action Reason selected is STN for Separation/Discharge XE "Discharge" .  Type the appropriate code in the field or click the drop-down arrow to display a listing of appropriate codes.  Double-click the appropriate code.

Loss Departure Date: This field displays the effective date of the strength loss.  Type the date in the field in the MM/DD/YYYY format or click the drop-down arrow to display the calendar.  Double-click the appropriate date. 

MGIB XE "MGIB"  Data Panel

This panel is used to report changes to an inactive Naval Reserve member’s Montgomery GI Bill eligibility upon reporting a strength loss.
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Field Descriptions/Required Actions

SSN: Pre-filled based on the SSN or Name initially entered for this transaction.

Name: Pre-filled based on the SSN or Name initially entered for this transaction.

Rank/Rate: Pre-filled based on the SSN or Name initially entered for this transaction.

Current DSC: (Duty Status Code) This field reflects a three-position, numeric, system-generated code that identifies the current status of the member in terms of physical presence or absence.  It is pre-filled based on the SSN or Name initially entered for this transaction.  This code is updated automatically by the system as transactions that report the member’s status are processed.  A list of Duty Status Codes occurs later in this document.

Active MGIB XE "MGIB" :  This is a display-only block of information that applies to active duty personnel only.  

Enrollment Code:  This is a display-only field that applies to active duty personnel only.

Decline Date:  This is a display-only field that applies to active duty personnel only.

Reserve MGIB XE "MGIB" : This is the title of the section of information that reflects the Montgomery GI Bill information for the individual being processed.

Change Date: This is a display-only field that reflects the date the member’s MGIB XE "MGIB"  information was last changed.

Eligibility Status: This field displays a code that indicates the member’s current MGIB XE "MGIB"  eligibility status.  If the member’s strength loss dictates a loss of eligibility, type the appropriate code in the field or click the drop-down arrow to display a listing of appropriate codes.  Double-click the appropriate code.

Start Date: This is a display-only field that reflects the date the member’s eligibility to MGIB XE "MGIB"  benefits started.  It reflects the date the member met all requirements for the program and began eligibility to receive educational benefit payments.

Conversion XE "Conversion"  Date: This is a display-only field that reflects the date the member was converted to the newest MGIB XE "MGIB"  program.  It is used to reflect the date the member executed a new or second six-year obligation on or after 01 October 1990.

Obligation Eligibility Date: This is a display-only field that reflects the date the member met the required obligated service to become eligible for MGIB XE "MGIB"  benefits on or after 01 July 1985.

Termination Date: This field displays the date the member’s eligibility to MGIB XE "MGIB"  benefits was or is being terminated.  If the member’s strength loss dictates a loss of eligibility, type the date in the MM/DD/YYYY format or click the drop-down arrow to display the calendar.  Double-click the appropriate date.

Recoupment XE "Recoupment"  Status: This field displays a code to indicate that the member is in a recoupment status.  A Recoupment Status Code is required when a member is terminated from eligibility to MGIB XE "MGIB"  benefits.  Type the appropriate code in the field or click the drop-down arrow to display a listing of appropriate codes.  Double-click the appropriate code.

Service Remaining: This field displays the number of months remaining of the original six-year obligation upon termination of a member’s eligibility to MGIB XE "MGIB"  benefits.  It is used by corporate systems to determine the amount of monies that may need to be recouped if the member was/is terminated for unsatisfactory reasons.  It is pre-filled based on the Termination Date entered.

Recomputed Date: This is a display-only field that applies to active duty personnel only.

Strength Loss 1 Panel

This is the first panel used to report the strength losses of members on active duty.  This panel is only available for those users with an active clerk and/or active supervisor privilege.  
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Field Descriptions/Required Actions

SSN: Pre-filled based on the SSN or Name initially entered for this transaction.

Name: Pre-filled based on the SSN or Name initially entered for this transaction.

Rank/Rate: Pre-filled based on the SSN or Name initially entered for this transaction.

Current DSC: (Duty Status Code) This field reflects a three-position, numeric, system-generated code that identifies the current status of the member in terms of physical presence or absence.  It is pre-filled based on the SSN or Name initially entered for this transaction.  This code is updated automatically by the system as transactions that report the member’s status are processed.  A list of Duty Status Codes occurs later in this document.

Appr Inst:  (Approval Instance) This field is used for Workflow.  It is pre-filled with a number and will never be changed by the user. 

Appr Status: (Approval Status) This field is use for Workflow.  It is pre-filled with “Pending” and will never be changed by the user.  The field is changed by the NSIPS application when Workflow processing has occurred. 

Appr Action:  (Approval Action) This field is used by Workflow.  There are four actions that can occur in this field.  

1.
It is always pre-filled with “Approved.”  When the status is set to “Approved” and the panel is saved, the information is sent to the clerk’s supervisor or the next person in the review process. 

2.
If the clerk does not want to send this transaction to the supervisor through Workflow (i.e., it is an incomplete transaction and needs more information), the Approval Action field can be set to “Incomplete” by selecting this from the drop-down list.  When the panel is saved, the transaction is not sent to Workflow.  It will go to the “Pending” file.  The clerk can access the transaction by selecting “Pending” from the “Use” menu.  The transaction will be sent to Workflow ONLY when the clerk completes the transaction, re-sets the Approval Action to “Approved,” and saves the panel.

3.
The supervisor can return the transaction to the clerk (or the previous person in the Workflow process) for revision.  The supervisor sets the Approval Action to “Recycle.”  

4.
The supervisor can choose to delete the transaction by setting the Approval Action to “Deny.” 

Action: This is the title of the section used to indicate if the user is creating a strength loss or changing a previously submitted strength loss.

Create: This radio button indicates the user is creating a strength loss.

Change: This radio button indicates the user is changing a previously submitted strength loss.

Separation Data: This is the title of the section that contains the separation data pertaining to the strength loss being processed.

Date of Separation or Retirement XE "Retirement" : This field displays the date that the strength loss is effective.  Type the date in the in the MM/DD/YYYY format or click the drop-down arrow to display the calendar.  Double-click the appropriate date. 

Separation Program Designator XE "Separation Program Designator"  Code: This field displays a code that indicates the program or reason the individual is being separated.  Type the appropriate code in the field or click the drop-down arrow to display a listing of appropriate codes.  Double-click the appropriate code.

DJMS SPD Code: (Defense Joint Military Pay System Separation Program Designator XE "Separation Program Designator"  Code) This field displays a code that indicates the program or reason the individual is being separated.  In most cases it is pre-filled with the code from the Separation Program Designator XE "Designator"  Code field previously entered if it matches the DJMS SPD Code.  If not pre-filled, type the appropriate code in the field or click the drop-down arrow to display a listing of appropriate codes.  Double-click the appropriate code.

Reenlistment XE "Reenlistment"  Code: This field displays a Reenlistment code to indicate the member’s eligibility for future reenlistment.  Type the appropriate code in the field or click the drop-down arrow to display a listing of appropriate codes.  Double-click the appropriate code.

Navy Loss Code XE "Navy Loss Code" : This field displays a code that indicates the reason and characterization of the strength loss being generated.  Type the appropriate code in the field or click the drop-down arrow to display a listing of appropriate codes.  Double-click the appropriate code.

Character of Service XE "Character of Service" : This field displays a code used to indicate the member’s character of service upon separation.  Type the appropriate code in the field or click the drop-down arrow to display a listing of appropriate codes.  Double-click the appropriate code.

Strength Loss 2 Panel

This is the second panel used to report the strength loss of members on active duty.  This panel includes information required to compute separation/severance payments for those members who are entitled.  It also contains information required to be reported upon separation of members who were mobilized to active duty.
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Field Descriptions/Required Actions

SSN: Pre-filled based on the SSN or Name initially entered for this transaction.

Name: Pre-filled based on the SSN or Name initially entered for this transaction.

Rank/Rate: Pre-filled based on the SSN or Name initially entered for this transaction.

Current DSC: (Duty Status Code) This field reflects a three-position, numeric, system generated code that identifies the current status of the member in terms of physical presence or absence.  It is pre-filled based on the SSN or Name initially entered for this transaction.  This code is updated automatically by the system as transactions that report the member’s status are processed.  A list of Duty Status Codes occurs later in this document.

Mobilization XE "Mobilization"  Status Code: This field displays the current mobilization status code of members who were mobilized to active duty from the Naval Reserve.  This field is activated when mobilized individuals are being de-mobilized and processed for release from active duty.  Type the appropriate code in the field or click the drop-down arrow to display a listing of appropriate codes.  Double-click the appropriate code. 

Mobilization XE "Mobilization"  Status Date: This field displays the date the mobilization status code was/is changed.  This field is activated when mobilized individuals are being de-mobilized and processed for release from active duty.  Type the date in the MM/DD/YYYY format or click the drop-down arrow to display the calendar.  Double-click the appropriate date.

Separation Pay Information: This is the title of the section that contains information pertaining to payments due to the member based on the type of separation being processed.

Days Travel Time XE "Travel Time"  Authorized: This field displays the number of days travel time a member is authorized upon separation.  It is activated only for reserve members being released from active duty.  Type the number of days authorized in the field.

Activity Departure Date: This field displays the date the member is authorized to depart the activity.  The date is based on the number of days of separation/retirement leave and travel time authorized prior to the separation/retirement effective date.  Type the date in the MM/DD/YYYY format or click the drop-down arrow to display the calendar.  Double-click the appropriate date. 

Amt of Readjustment/Separation Pay Previously Paid: This field displays the amount of readjustment or separation pay the member was previously paid.  This field only applies if the member is being processed for separation and is entitled to separation or severance pay.  Type the amount previously received in the field.

Months of Service for Separation or Severance Pay: This field displays the total months of service the member is credited for computation of separation or severance pay.  Type the number of months in the field.

Months of Service for Disability Pay: This field displays the total months of service the member is credited for computation of disability severance pay.  Type the number of months in the field.

Gratuity XE "Gratuity"  Amount: This field displays the total amount of gratuity paid to the member upon separation.  Type the amount of Gratuity paid in the field. 

Remarks XE "Remarks" : This field displays statements required upon separation to amplify the separation information.  Verify the last period of leave the member has taken and type the dates into the spaces provided.  Type any additional required remarks after the pre-filled statement.

Address Panel

This is the third panel used for reporting the strength loss of members on active duty.  It is used to report the member’s separation address and phone information.  The separation address is a required portion of the separation process.
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Field Descriptions/Required Actions

SSN: Pre-filled based on the SSN or Name initially entered for this transaction.

Name: Pre-filled based on the SSN or Name initially entered for this transaction.

Rank/Rate: Pre-filled based on the SSN or Name initially entered for this transaction.

Current DSC: (Duty Status Code) This field reflects a three-position, numeric, system-generated code that identifies the current status of the member in terms of physical presence or absence.  It is pre-filled based on the SSN or Name initially entered for this transaction.  This code is updated automatically by the system as transactions that report the member’s status are processed.  A list of Duty Status Codes occurs later in this document.

Address: This is the title of the section that contains the member’s separation address information.  This reflects the address where the member is locating upon separation.

Address Type: This field displays the type of address submitted and is pre-filled with the separation address type.

Street 1: This field displays the member’s separation street address information.  Type the street address in the field.

Street 2:  This field displays a continuation of member's street address information.  User types the continued street address in this field.

Address Code: This field displays a code to indicate if the member’s separation address is a domestic, foreign, APO, or FPO address.  Click on the drop-down arrow and select the appropriate address code.

City:  This field displays the member’s separation city address information.  Type the city in the field.

State: This field displays the member’s separation state address information.  Type the appropriate state code in the field or click the drop-down arrow to display a listing of appropriate codes.  Double-click the appropriate abbreviation.

ZIP Code: This field displays the member’s separation zip code address information.  Type the zip code in the field.  The format for this field is five numeric characters followed by a dash and then four numeric characters.  If only the first five digits are known, enter just those five.

Country: This field displays the member’s separation country address information.  Type the appropriate country code in the field or click the drop-down arrow to display a listing of appropriate codes.  Double-click the appropriate code.

Command Address: This push button activates the Member’s UIC Address panel.

Admin Strength Loss XE "Admin Strength Loss"  Panel

This panel is to report the administrative loss of an individual from active duty.  This process normally applies to members who are in an administrative leave, appellate leave, awaiting orders, or other administrative status pending final separation disposition. 
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Field Descriptions/Required Actions

SSN: Pre-filled based on the SSN or Name initially entered for this transaction.

Name: Pre-filled based on the SSN or Name initially entered for this transaction.

Rank/Rate: Pre-filled based on the SSN or Name initially entered for this transaction.

Current DSC: (Duty Status Code) This field reflects a three-position, numeric, system-generated code that identifies the current status of the member in terms of physical presence or absence.  It is pre-filled based on the SSN or Name initially entered for this transaction.  This code is updated automatically by the system as transactions that report the member’s status are processed.  A list of Duty Status Codes occurs later in this document.

Appr Inst:  (Approval Instance) This field is used for Workflow.  It is pre-filled with a number and will never be changed by the user. 

Appr Status: (Approval Status) This field is use for Workflow.  It is pre-filled with “Pending” and will never be changed by the user.  The field is changed by the NSIPS application when Workflow processing has occurred. 

Appr Action:  (Approval Action) This field is used by Workflow.  There are four actions that can occur in this field.  

1.
It is always pre-filled with “Approved.”  When the status is set to “Approved” and the panel is saved, the information is sent to the clerk’s supervisor or the next person in the review process. 

2.
If the clerk does not want to send this transaction to the supervisor through Workflow (i.e., it is an incomplete transaction and needs more information), the Approval Action field can be set to “Incomplete” by selecting this from the drop-down list.  When the panel is saved, the transaction is not sent to Workflow.  It will go to the “Pending” file.  The clerk can access the transaction by selecting “Pending” from the “Use” menu.  The transaction will be sent to Workflow ONLY when the clerk completes the transaction, re-sets the Approval Action to “Approved,” and saves the panel.

3.
The supervisor can return the transaction to the clerk (or the previous person in the Workflow process) for revision.  The supervisor sets the Approval Action to “Recycle.”  

4.
The supervisor can choose to delete the transaction by setting the Approval Action to “Deny.” 

Separation Program Designator XE "Separation Program Designator"  Code: This field displays a code that indicates the program or reason the individual is being separated.  Type the appropriate code in the field or click the drop-down arrow to display a listing of appropriate codes.  Double-click the appropriate code.

Date of Action: This field displays the date that action is being taken to process the administrative strength loss.  Type the date in the MM/DD/YYYY format or click the drop-down arrow to display the calendar.  Double-click the appropriate date.

Comments: This field displays comments used to amplify the administrative strength loss.  Type the comments in the field.

Retain Loss XE "Retain Loss"  Panel

This panel is used to report those members who are transferred to the Fleet Reserve XE "Fleet Reserve"  or Retired List but are being retained on active duty.
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Field Descriptions/Required Actions

SSN: Pre-filled based on the SSN or Name initially entered for this transaction.

Name: Pre-filled based on the SSN or Name initially entered for this transaction.

Rank/Rate: Pre-filled based on the SSN or Name initially entered for this transaction.

Current DSC: (Duty Status Code) This field reflects a three-position, numeric, system-generated code that identifies the current status of the member in terms of physical presence or absence.  It is pre-filled based on the SSN or Name initially entered for this transaction.  This code is updated automatically by the system as transactions that report the member’s status are processed.  A list of Duty Status Codes occurs later in this document.

Appr Inst:  (Approval Instance) This field is used for Workflow.  It is pre-filled with a number and will never be changed by the user. 

Appr Status: (Approval Status) This field is use for Workflow.  It is pre-filled with “Pending” and will never be changed by the user.  The field is changed by the NSIPS application when Workflow processing has occurred. 

Appr Action:  (Approval Action) This field is used by Workflow.  There are four actions that can occur in this field.  

1.
It is always pre-filled with “Approved.”  When the status is set to “Approved” and the panel is saved, the information is sent to the clerk’s supervisor or the next person in the review process. 

2.
If the clerk does not want to send this transaction to the supervisor through Workflow (i.e., it is an incomplete transaction and needs more information), the Approval Action field can be set to “Incomplete” by selecting this from the drop-down list.  When the panel is saved, the transaction is not sent to Workflow.  It will go to the “Pending” file.  The clerk can access the transaction by selecting “Pending” from the “Use” menu.  The transaction will be sent to Workflow ONLY when the clerk completes the transaction, re-sets the Approval Action to “Approved,” and saves the panel.

3.
The supervisor can return the transaction to the clerk (or the previous person in the Workflow process) for revision.  The supervisor sets the Approval Action to “Recycle.”  

4.
The supervisor can choose to delete the transaction by setting the Approval Action to “Deny.” 

Retained Reason: This is the title of the section that contains the information used to amplify the reason the member is being retained beyond his/her retirement date.

Date of Action: This field displays the date that action is being taken to report that the member is being retired and retained on active duty.  Type the date in the MM/DD/YYYY format or click the drop-down arrow to display the calendar.  Double-click the appropriate date.

Reason Code: This field displays a code used to indicate why the member is being retained on active duty beyond his/her retirement date.  Type the code in the field or click the drop-down arrow to display a listing of appropriate codes.  Double-click the appropriate code.

Months to be Retained: This field displays the number of months the member is expected/authorized to be retained on active duty beyond the retirement date.  Type the number of months in the field.

Retired Date: This field displays the actual date the member is transferred to the retired list.  Type the date in the MM/DD/YYYY format or click the drop-down arrow to display the calendar.  Double-click the appropriate date.

Contract End Date: This field displays the contract end date of the member.  It is pre-filled based on the SSN or Name initially entered for this transaction.

Remarks XE "Remarks" : This field displays remarks used to amplify the reasons the member was retained on active duty beyond the retirement date.  Type the appropriate remarks in the field.

MILPERS Clerk Procedure(s)

1.
Conduct initial interview with member and obtain necessary information for planning and tracking of process.

2.
Complete all documents and forms necessary to process the separation.  Some documents and forms require preparation at different intervals prior to separation.  Refer to appropriate reference for guidance.

3.
Log on NSIPS terminal, prepare appropriate strength loss transaction, and forward it to MILPERS Supervisor.

4.
Forward all documentation with service record to MILPERS Supervisor for review.

MILPERS Supervisor Procedure(s)

1.
Review all documents, information, and transactions for accuracy.

2.
In the Approval Action field enter one of the following:

· “Approve” to transmit the transaction to the MILPAY Clerk.

· “Deny” to cancel the document completely.

· “Recycle” to return to MILPAY Clerk for action.

3.
Forward service records and required documents to the MILPAY Clerk.

MILPAY Clerk Procedure(s)

1.
Log onto NSIPS terminal, review all documents, and compare them against data entered in NSIPS for accuracy.  

2.
Review Master Military Pay Account/NSIPS to ensure entitlements are correct and required information is available to process payment. 

3.
Pass to MILPAY Supervisor for review/approval.

MILPAY Supervisor Procedure(s)

1.
Review all documents, information, and transactions for accuracy.

2.
In the Approval Action field enter one of the following:

· “Approve” to transmit the transaction.

· “Deny” to cancel the document completely.

· “Recycle” to return to MILPAY Clerk for action.

3. Return service record to MILPERS Clerk for final disposition.

Forms (Manual and Automated)

· Administrative Remarks XE "Remarks"  – NAVPERS 1070/613

· Bad Conduct Discharge XE "Discharge"  Certificate – DD Form 259N

· Certificate or Release from active Duty – DD Form 214

· Certificate of Retirement XE "Retirement"  – NAVPERS 363N 

· Certificate of Transfer XE "Transfer"  to the Fleet Reserve XE "Fleet Reserve"  – NAVPERS 1830/3

· Certificate of Transfer XE "Transfer"  to the Retired Reserve XE "Retired Reserve"  – NAVPERS 1820/6

· Dependency Application/Record of Emergency Data XE "Emergency Data"  – NAVPERS 1070/602

· Dependent Travel Certificate – Separation without Orders – NAVPERS 4650/22

· Detaching Endorsement XE "Endorsement"  to Orders – NAVCOMPT 3067

· Discharge XE "Discharge"  Under Other Than Honorable – DD Form 794

· Dishonorable XE "Dishonorable"  Discharge XE "Discharge"  Certificate – DD Form 260N

· Enlisted Separation Questionnaire – OPNAV 1910/1

· Fleet Reserve XE "Fleet Reserve"  Transfer XE "Transfer"  Authorization – NAVPERS 1830/2

· General Discharge XE "Discharge"  Certificate – DD Form 257N

· History of Assignments – NAVPERS 1070/605

· Honorable Discharge XE "Discharge"  Certificate – DD Form 256N

· Orders to Home to Await Disability Retirement XE "Retirement"  – NAVPERS 1910/28

· Pre-retirement Pay Information Request – NAVCOMPT 2274

· Release from Active Duty and Transfer XE "Transfer"  to Inactive Duty on the Retired List of the United States Navy in Class-F6 Fleet Reserve XE "Fleet Reserve"  – NAVPERS 1911/26

· Release from Active Duty and Transfer XE "Transfer"  to the Disability Retired List at Home in Awaiting Orders Status/On Board Separating Activity – NAVPERS 1910/27

· Release to Inactive Duty of USNR Personnel (Other than Fleet Reserve XE "Fleet Reserve" ) – NAVPERS 1910/30

· Report of Medical XE "Medical"  Examination – SF 88

· Report of Medical XE "Medical"  History – SF 93

· Security Termination Statement – OPNAV 5511/14

· Separation Questionnaire (Officer/Enlisted) – CNAVRES 1900/1

· Transfer XE "Transfer"  to the USNR and Release to Inactive Duty of USN Personnel – NAVPERS 1910/30

· Travel Information Form – NAVPERS 7041/1

MILPERS Form Distribution

· Administrative Remarks XE "Remarks"  – NAVPERS 1070/613, forward in closed service record.

· Bad Conduct Discharge XE "Discharge"  Certificate – DD Form 259N, deliver to member upon separation.

· Certificate or Release from Active Duty – DD Form 214, distribute per current BUPERSINST 1900.8.

· Certificate of Retirement XE "Retirement"  – NAVPERS 363N, deliver to member upon retirement.

· Certificate of Transfer XE "Transfer"  to the Fleet Reserve XE "Fleet Reserve"  – NAVPERS 1830/3, deliver to member upon separation.

· Certificate of Transfer XE "Transfer"  to the Retired Reserve XE "Retired Reserve"  – NAVPERS 1820/6, deliver to member upon separation.

· Dependency Application/Record of Emergency Data XE "Emergency Data"  – NAVPERS 1070/602, copy with SBP statement provided to MILPAY Section, forward with closed service record.

· Dependent Travel Certificate – Separation without Orders – NAVPERS 4650/22, deliver original to member upon separation, retain copy in closed service record, and retain files.

· Detaching Endorsement XE "Endorsement"  to Orders – NAVCOMPT 3067, attach copy to original orders upon separation, file copy in closed service record, and keep copy in retain files.

· Discharge XE "Discharge"  Under Other Than Honorable – DD Form 794, deliver to member upon separation.

· Dishonorable XE "Dishonorable"  Discharge XE "Discharge"  Certificate – DD Form 260N, deliver to member upon separation.

· Enlisted Separation Questionnaire – OPNAV 1910/1, forward upon separation per OPNAVINST. 

· Fleet Reserve XE "Fleet Reserve"  Transfer XE "Transfer"  Authorization – NAVPERS 1830/2, complete required endorsements and forward to MILPAY for endorsement.  Forward copy in closed service record.

· General Discharge XE "Discharge"  Certificate – DD Form 257N, deliver to member upon separation.

· History of Assignments – NAVPERS 1070/605, forward with closed service record.

· Honorable Discharge XE "Discharge"  Certificate – DD Form 256N, deliver to member upon separation.

· Orders to Home to Await Disability Retirement XE "Retirement"  – NAVPERS 1910/28, deliver original to member upon separation, retain copy in closed service record; and retain files.

· Pre-retirement Pay Information Request – NAVCOMPT 2274, forward completed form with two copies to MILPAY Clerk at least 45 days prior to retirement date.

· Release from Active Duty and Transfer XE "Transfer"  to Inactive Duty on the Retired List of the United States Navy in Class-F6 Fleet Reserve XE "Fleet Reserve"  – NAVPERS 1911/26, deliver original to member upon separation, retain copy in closed service record, and retain files.

· Release from Active Duty and Transfer XE "Transfer"  to the Disability Retired List at Home in Awaiting Orders Status/On Board Separating Activity – NAVPERS 1910/27, deliver original to member upon separation, retain copy in closed service record, and retain files.

· Release to Inactive Duty of USNR Personnel (Other than Fleet Reserve XE "Fleet Reserve" ) – NAVPERS 1910/30, deliver original to member upon separation, retain copy in closed service record, and retain files.

· Report of Medical XE "Medical"  Examination – SF 88, forward copy in closed service record.

· Report of Medical XE "Medical"  History – SF 93, forward copy in closed service record.

· Security Termination Statement – OPNAV 5511/14, forward in closed service record.

· Separation Questionnaire (Officer/Enlisted) – CNAVRES 1900/1, forward per Enlisted Transfer XE "Transfer"  Manual Addendum.

· Transfer XE "Transfer"  to the USNR and Release to Inactive Duty of USN Personnel – NAVPERS 1910/30, deliver original to member upon separation, retain copy in closed service record, and retain files.

· Travel Information Form – NAVPERS 7041/1, forward per BUPERSINST 1740.6.

MILPAY Form Distribution

· Dependency Application/Record of Emergency Data XE "Emergency Data"  – NAVPERS 1070/602, copy with SBP statement, retain copy in files.

· Detaching Endorsement XE "Endorsement"  to Orders – NAVCOMPT 3067, keep a copy in retain files and return a copy with original orders to MILPERS for final disposition.

· Fleet Reserve XE "Fleet Reserve"  Transfer XE "Transfer"  Authorization – NAVPERS 1830/2, complete required endorsements, file copy in retain file, and forward remaining copies to MILPERS for final disposition.

· Orders to Home to Await Disability Retirement XE "Retirement"  – NAVPERS 1910/28, retain copy in retain files and forward original and remaining copies to MILPERS for final disposition.

· Pre-retirement Pay Information Request – NAVCOMPT 2274, forward original and one copy to DFAS Cleveland, retain copy in retain file.

· Release from Active Duty and Transfer XE "Transfer"  to Inactive Duty on the Retired List of the United States Navy in Class-F6 Fleet Reserve XE "Fleet Reserve"  – NAVPERS 1911/26, retain copy in retain files and forward original and remaining copies to MILPERS for final disposition.

· Release from Active Duty and Transfer XE "Transfer"  to the Disability Retired List at Home in Awaiting Orders Status/On Board Separating Activity – NAVPERS 1910/27, retain copy in retain files and forward original and remaining copies to MILPERS for final disposition.

· Release to Inactive Duty of USNR Personnel (Other than Fleet Reserve XE "Fleet Reserve" ) – NAVPERS 1910/30, retain copy in retain files and forward original and remaining copies to MILPERS for final disposition.

· Transfer XE "Transfer"  to the USNR and Release to Inactive Duty of USN Personnel – NAVPERS 1910/30, retain copy in retain files and forward original and remaining copies to MILPERS for final disposition.

References

· BUPERSINST 1001.39, 1740.6, 1750.11, 1900.8. and 7040.6

· COMNAVRESFORINST 1001.5

· DODFMR Volume 7A, Part 4, Chapter 35
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· Officer Transfer XE "Transfer"  Manual NAVPERS 15559B

· OPNAVINST 1040.7 and 1160.7

· MILPERSMAN 1810340, 2610250, 3020250, 3020260, 1070-130, 1070-330, 1070-340, 1810-010-1914-020, Chapter 36 and Chapter 38

· SECNAVINST 1811.3
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Taxes Overview

The Taxes Activity provides for documenting the Taxable Pay of all Service Members subject to withholding of Federal and State income Tax XE "Tax" , a member entitled to Combat Zone (CZ) tax exclusion, and reporting of Earned Income Credit XE "Earned Income Credit" .  Detailed information and eligibility criteria can be found in DODFMR, Volume 7A, Chapter 44.

FITW XE "FITW" : DFAS-CL will deduct Federal Income Tax XE "Tax"  Withholding XE "Withholding"  (FITW) from a member's pay as though the member were single with no exemptions.  This deduction will continue until member submits a TD Form W-4 with the appropriate withholding factors.  As a minimum requirement, members will file a TD Form W-4 upon entering the Navy.  Events such as gaining or losing dependents or requesting an additional withholding amount require a new TD Form W-4. 

SITW XE "SITW" : DFAS-CL will deduct State Income Tax XE "Tax"  Withholding XE "Withholding"  (SITW) from the member's pay whose state of legal residence has formalized agreements with the United States Department of Treasury for state income tax withholding.  All members of the Naval service must declare a state of legal residence for tax purposes, using DD Form 2058, State of Legal Residence Certificate.  A member may declare state exemptions that differ from those declared as federal exemptions.  Deductions can be changed be using either the states own Form W-4, if available, or using a TD Form W-4 and submitting with the word "STATE" written at the top of the TD Form W-4. 

CZ: A CZ is any area designated by Executive Order as an area in which Armed Forces of the U.S. are, or have, engaged in combat.  Service is performed in a combat zone only if performed on or after the date designated by the Executive Order as the date of the commencing of combat activities, and on or before the termination date in designated zone.

EIC: Earned Income Credit XE "Earned Income Credit"  (EIC) is a tax credit designed to reduce the tax liability of qualified individuals.  The amount of the credit varies with the "earned income" of the taxpayer and is based on certain income thresholds set by the IRS.  These thresholds and EIC rates are subject to change with the passing of the Revenue Reconciliation Act for each tax year. 

Navigation

User navigates by selecting the following:

Select "Go."

Select "Pay Maintenance.”

Select "Taxes.”

Select "Use."

Select "Tax XE "Tax"  Data," then select "Federal Tax Data" or "State Tax Data" to change marital status or number of exemptions or additional tax withholding.

Select "Earned Income" to Start, Stop, or Cancel an Earned Income Credit XE "Earned Income Credit"  Benefit. This panel is used for active duty members only. 

Select "Go."

Select "Pay Maintenance.”

Select "Combat Zone.”

Select "Use."

Select "Combat Zone - Create" to Start, Stop, Report, Correct, or Cancel a period of time the member was in a Combat Zone.

Panels

The following panels are required to process Tax XE "Tax"  Data:

Federal Tax XE "Tax"  Data

State Tax XE "Tax"  Data

CZ Tax Exclusion XE "CZ Tax Exclusion" 
Earned Income

Federal Tax XE "Tax"  Data Panel
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Field Description/Required Actions

SSN:  Pre-filled based on the SSN or Name initially entered for this transaction.

Name:  Pre-filled based on the SSN or Name initially entered for this transaction.

Rank/Rate: Pre-filled based on the SSN or Name initially entered for this transaction.

Current DSC:  (Duty Status Code)  A three-position, numeric, system generated code that identifies the current status of the member in terms of physical presence or absence.  This code is updated as events are processed.  It is pre-filled based on the SSN or Name initially entered for this transaction.  A list of Duty Status Codes occurs later in this document.

Effective Date: Enter a date in MM/DD/YYYY format, or check the drop-down arrow and select a date from the calendar provided.

Tax XE "Tax"  Marital Status: This block allows you to select the marital status or type of exemption.

Single:  Enter if member is claiming a single status.

Married:  Enter if member is claiming a married status.

Exempt (No Income Tax XE "Tax"  W/H): Enter if member is claiming exempt (no income tax withheld).

Exempt (Non-Resident Alien): Enter if member is claiming exempt (Non-Resident Alien).

Number of Federal Income Withholding XE "Withholding"  Exemptions XE "Exemptions" : Enter number of exemptions member has elected.

Federal Income Tax XE "Tax"  Additional Withholding XE "Withholding"  Amount:  Enter any additional amount member elects to have withheld on a daily basis.  

State Tax XE "Tax"  Data Panel
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Field Description/Required Actions

SSN:  Pre-filled based on the SSN or Name initially entered for this transaction.

Name:  Pre-filled based on the SSN or Name initially entered for this transaction.

Rank/Rate: Pre-filled based on the SSN or Name initially entered for this transaction.

Current DSC:  (Duty Status Code)  A three-position, numeric, system-generated code that identifies the current status of the member in terms of physical presence or absence.  This code is updated as events are processed.  It is pre-filled based on the SSN or Name initially entered for this transaction.  A list of Duty Status Codes occurs later in this document.

Effective Date: Enter the effective date of the Federal Tax XE "Tax"  status.

State:  Select state of preference from the drop-down menu provided.

In CONUS XE "CONUS" : Applies to Puerto Rico residents only.  This selection will result in the member being charged Federal tax only.

Out CONUS XE "CONUS" : Applies to Puerto Rico residents only.  This selection will result in the member being charged Puerto Rico state tax only.

Tax XE "Tax"  Marital Status:  This block allows you to select the marital status or type of exemption.

Single:  Enter if member is claiming single status.

Married:  Enter if member is claiming married status.

Exempt (No Income Tax XE "Tax"  W/H): Enter if member is claiming exempt (no income tax withheld).

Number of State Income Tax XE "Tax"  Withholding XE "Withholding"  Exemptions XE "Exemptions" : Enter number of exemptions member has elected.

State Tax Additional Withholding Amount XE "State Tax Additional Withholding Amount" :  Enter any additional amount member elects to have withheld on a daily basis.

State Tax Percentage XE "State Tax Percentage" : Applies to Arizona residents only.  Arizona state formula for withholding income tax is computed using a deduction of 10 percent, 20 percent, 22 percent, 28 percent, or 32 percent of FITW XE "FITW" , and not on marital status and number of exemptions claimed.

CZ Exclusion Panel
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Field Description/Required Actions

SSN:  Pre-filled based on the SSN or Name initially entered for this transaction.

Name:  Pre-filled based on the SSN or Name initially entered for this transaction.

Rank/Rate:  Pre-filled based on the SSN or Name initially entered for this transaction.

Current DSC:  (Duty Status Code)  A three-position, numeric, system-generated code that identifies the current status of the member in terms of physical presence or absence.  This code is updated as events are processed.  It is pre-filled based on the SSN or Name initially entered for this transaction.  A list of Duty Status Codes occurs later in this document.

Appr Inst: :  (Approval Instance) This field is used for Workflow.  It is pre-filled with a number and will never be changed by the user.

Appr Status: (Approval Status) This field is use for Workflow.  It is pre-filled with "Pending" and will never be changed by the user.  The field is changed by the NSIPS application when Workflow processing has occurred.

Appr Action: :  (Approval Action) This field is used by Workflow.  There are four actions that can occur in this field.

172. It is always pre-filled with "Approved."  When the status is set to "Approved" and the panel is saved, the information is sent to the clerk's supervisor or the next person in the review process.

173. If the clerk does not want to send this transaction to the supervisor through Workflow (i.e., it is an incomplete transaction and needs more information), the Approval Action field can be set to "Incomplete," by selecting this from the drop-down list. When the panel is saved, the transaction is not sent to Workflow.  It will go to the "Pending" file.  The clerk can access the transaction by selecting "Pending" from the "Use" menu.  The transaction will be sent to Workflow ONLY when the clerk completes the transaction, re-sets the Approval Action to "Approved," and saves the panel.

174. The supervisor can return the transaction to the clerk (or the previous person in the Workflow process) for revision.  The supervisor sets the Approval Action to "Recycle."
175. The supervisor can choose to delete the transaction by setting the Approval Action to "Deny."
Comments: This field is used for Workflow.  It is activated on the panel by a button.  The button pops up a box and allows the user to enter information pertaining to the transaction.  The text entered follows the transaction through the entire Workflow process.  Here a supervisor can send a message to the clerk if the transaction is being "Recycled" for rework or the clerk can attach a message about the transaction.

Start:  Select if reporting a start Combat Zone Tax XE "Tax"  Exclusion.

Stop:  Select if reporting a stop Combat Zone Tax XE "Tax"  Exclusion.

Report:  Select if reporting a Combat Zone Tax XE "Tax"  Exclusion.

Correct:  Select if correcting a Combat Zone Tax XE "Tax"  Exclusion.

Cancel:  Select if canceling a Combat Zone Tax XE "Tax"  Exclusion.

Effective Date: Enter a date in MM/DD/YYYY format or check the drop-down arrow and select a date from the calendar provided.

Stop Date: Enter "stop" date or choose date from drop-down calendar provided.  A "stop" date is only required when a report, correct, or cancel is selected for Combat Zone Tax XE "Tax"  Exclusion.

Prior Start Date: If reporting a "correct" or "cancel" Combat Zone Tax XE "Tax"  Exclusion, NSIPS asks for a "Prior Start Date." Enter date in MM/DD/YYYY format or select date from drop-down calendar provided.

Prior Stop Date: If reporting a "correct" or "cancel" Combat Zone Tax XE "Tax"  Exclusion, NSIPS will ask for a "Prior Stop Date." Enter date in MM/DD/YYYY format or select date from drop-down calendar provided.

Combat Zone Deduction Type: This block allows you to identify the appropriate FITW XE "FITW" /SITW XE "SITW"  for the member. 

No FITW XE "FITW" /SITW XE "SITW" : This option appears when reporting a "start," "report," or "correct" Combat Zone Tax XE "Tax"  Exclusion.

FITW XE "FITW" /SITW XE "SITW"  w/o Wage Exclusion: This option appears when reporting a  "start," "report," or "correct" Combat Zone Tax XE "Tax"  Exclusion.

FITW XE "FITW" /SITW XE "SITW"  with Wage Exclusion: This option appears when reporting a "start," "report," or "correct" Combat Zone Tax XE "Tax"  Exclusion.

Use Prior Wage Exclusion Election: This option appears when reporting a "start," "report," or "correct" Combat Zone Tax XE "Tax"  Exclusion.

County Code: This option appears when reporting a "start," "report," or "correct" Combat Zone Tax XE "Tax"  Exclusion.  Select appropriate country from the drop-down menu provided.

Earned Income Panel

This panel is used for active duty members only.
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Field Description/Required Actions

SSN:  Pre-filled based on the SSN or Name initially entered for this transaction.

Name:  Pre-filled based on the SSN or Name initially entered for this transaction.

Rank/Rate: Pre-filled based on the SSN or Name initially entered for this transaction.

Current DSC:  (Duty Status Code).  A three-position, numeric, system generated code that identifies the current status of the member in terms of physical presence or absence.  This code is updated as events are processed.  A list of Duty Status Codes occurs later in this document.

Start:  Select if starting an Earned Income Credit XE "Earned Income Credit" .   

Stop:  Select if stopping an Earned Income Credit XE "Earned Income Credit" .

Earned Income Credit XE "Earned Income Credit"  Effective Date: Enter in MM/DD/YYYY format or select from drop-down calendar provided.  If reporting a Start Earned Income Credit, system will automatically enter first day of current month in the Earned Income Credit Effective Date field.  Earned Income credit can only be reported in monthly increments.  

Earned Income Credit XE "Earned Income Credit"  Benefit:  This block designates if half or all of the EIC benefit is given to the spouse.

Half - (Spouse XE "Spouse"  receiving EIC): Select if spouse is applying for half of Advanced Payment (APEIC) of Earned Income Credit XE "Earned Income Credit"  Benefit.

Full - (Spouse XE "Spouse"  not receiving EIC): Select if spouse is not applying for full benefit of Advanced Payment (APEIC) of Earned Income Credit XE "Earned Income Credit" .

MILPERS Clerk Procedure(s)

Federal Income Tax XE "Tax" 
1.
Assist member in preparing proper documentation/forms, i.e., Form W-4 and Form W-5.

2. 
Caution member against reporting more exemptions than legally entitled.

Nonresident Aliens (NRA)

1.
Advise the member of the right to file a non-resident alien certificate, if applicable.

2.
Advise member to contact the local legal service office concerning rights, obligations, and the IRS tax penalties regarding non-resident alien status.

Naturalization XE "Naturalization"  or Residency Status Changes

1.
Cite, verify, and return naturalization papers to the member.

Newly Naturalized Member

1.
Assist the member in filing DD 2058 in duplicate.

2.
Process State Tax XE "Tax"  Data event.

The legal residence is either the state in which naturalized or the state in which the member is residing at time of naturalization.

3.
File original DD 2058 in member's service record.

4.
Forward duplicate copy of DD 2058 to MILPAY.

State Income Tax XE "Tax"  Withholding XE "Withholding" 
1.
Verify legal residence certificate and forward a duplicate copy to MILPAY.

2.
File original DD Form 2058 in member's service record.

MILPAY Clerk Procedure(s)

Federal Income Tax XE "Tax"  


Verify correctness of documentation, i.e., IRS TD Form W-4.

Non-resident Aliens (NRA)

1.
Advise the member of his/her rights, obligations, and IRS tax penalties.

2.
Review the status of non-resident alien members reporting aboard for duty.

Periodically, the residency and citizenship status of all members claiming non-resident alien status aboard for duty should be reviewed.  Any member with dependents in CONUS XE "CONUS"  must change status to Resident Alien (RA).

3.
Advise non-resident alien member serving OCONUS that it is the member's responsibility to file the appropriate tax forms and submit any tax monies due directly to the IRS at the time annual tax returns are completed.

Naturalization XE "Naturalization"  or Residency Status Changes

Upon naturalization, prepare W-4 and update the member's tax status, and/or prepare event to report the NRA wages when the member was OCONUS.

Newly Naturalized Member

Process State Tax XE "Tax"  Withholding XE "Withholding"  event

Effective Date should be first day of the month following the month in which the DD 2058 was signed.

State Tax XE "Tax"  Withholding XE "Withholding" 
1.
Verify the state code and destroy duplicate copy of DD Form 2058 when state codes agree.

2.
Process State Tax XE "Tax"  Withholding XE "Withholding"  event.

Process the certificate as follows:

Original - File in member's service record.

1 Copy - Send to the losing state tax authority.

Member Enters or Leaves Combat Zone

1.
Verify correctness of documentation.

2.
Process CZ Tax Exclusion XE "CZ Tax Exclusion"  transaction.

Advance Payment of Earned Income Credit XE "Earned Income Credit"  (EIC)

Upon receipt of a signed IRS W-5 from the member, determine action to be taken.

Forms (Manual and Automated)

· Employees Withholding XE "Withholding"  Allowance Certificate - IRS Form W-4 

· Earned Income Credit XE "Earned Income Credit"  Advance Payment Certificate - IRS Form W-5 

· Nonresident Alien (NRA) Certificate

· State of Legal Residence Certificate - DD Form 2058

References

· DODFMR Volume 7A, Part 7, Chapters 44 and 45
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Unit Administration XE "Unit Administration"  Overview

The Unit Administration XE "Unit Administration"  transaction provides the ability to update or correct data contained in the NSIPS tables for command information.

Navigation 

User navigates by selecting the following: 

Select “Go.”

Select “Unit Administration XE "Unit Administration" .” 

Select  "Use”

Select “Admin UIC Information.”

1.  Select “UIC Data” to update or correct information for the UIC Active tables.

2.  Select “UIC Address/Phone XE "Phone" ” to update or correct the address/telephone for the command.

3.  Select “RUIC Data” to update or correct information for the UIC Reserve tables.

4.  Select “RUIC IDT Data” to update or correct information for the UIC Reserve IDT tables.

Panels

The following panels are required to process Unit Administration XE "Unit Administration"  

UIC Data 

UIC Address/Phone XE "Phone"  

RUIC Data 

RUIC IDT Data 

UIC Active Data Panel 

This panel is used to display information about an active unit.  Only individuals with the proper security access can update the unit Commanding Officer’s information.
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Field Descriptions/Required Actions

UIC:  Unit Identification Code is a five-digit number designated for a command.  This field is pre-filled based on the initial UIC selected at the beginning of the transaction. 

Activity Short Title XE "Short Title" : This field is the short name of the command.  This field is pre-filled based on the initial UIC selected at the beginning of the transaction. 

Activity Long Title: This field is the long title name of the command.  This field is pre-filled based on the initial UIC selected at the beginning of the transaction.  

Officer Status: This field indicates whether the command is activated for officer personnel.  This field is pre-filled based on the initial UIC selected at the beginning of the transaction. 

Last UIC File Update: This field indicates when the last update was performed by corporate.  This field is pre-filled based on the initial UIC selected at the beginning of the transaction. 

Enlisted Status: This field indicates whether the command is activated for enlisted personnel.  This field is pre-filled based on the initial UIC selected at the beginning of the transaction. 

Command Number: This field indicates the number assigned to the Echelon Level IV commander who is above the command.  This field is pre-filled based on the initial UIC selected at the beginning of the transaction.

PPSUIC XE "PPSUIC" : (Pay Personnel Support Unit Identification Code) This field indicates the UIC of the Personnel Support Detachment (PSD) that performs pay and personnel services for the command personnel.  This field is pre-filled based on the initial UIC selected at the beginning of the transaction.

Sea Shore Code XE "Sea Shore Code" : This field indicates the type of command.  This field is pre-filled based on the initial UIC selected at the beginning of the transaction. 

PSA/PSD: This field indicates the Personnel Support Activity (PSA) in charge of the PSD that actually services the command for pay and personnel services.  This field is pre-filled based on the initial UIC selected at the beginning of the transaction. 

Location Code: This field indicates the location of the command.  This field is pre-filled based on the initial UIC selected at the beginning of the transaction. 

Manning Control Authority Code XE "Manning Control Authority Code" : This field indicates who is responsible for the manning structure of the command.  This field is pre-filled based on the initial UIC selected at the beginning of the transaction. 

Commanding Officer’s Information: This section is used to update or change information on the  current Commanding Officer.  Only designated members with the proper security access can update this field.    

Name: This field displays the Commanding Officer’s name.  It is pre-filled based on the initial UIC selected at the beginning of the transaction. 

Rank: This field displays the Commanding Officer’s rank.  It is pre-filled based on the initial UIC selected at the beginning of the transaction. 

Signature: This field is used to enter the name of the Commanding Officer as it will appear on signature blocks.

UIC Address/Telephone Panel 

This panel displays address and telephone information for the UIC selected.  Only individuals with proper security access can update the telephone and address attention line information.
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Field Descriptions/Required Actions

UIC: Unit Identification Code is a five-digit number designated for a command.  This field is pre-filled based on the initial UIC selected at the beginning of the transaction. 

Command Address: This section is used to update or change the command's address information.  Only designated members with the proper security access can update these fields.    

Attention: This field represents the point-of-contact at the command where all correspondence goes.  This field is pre-filled based on the initial UIC selected at the beginning of the transaction. 

Street: This field is the street address of the command.  This field is pre-filled based on the initial UIC selected at the beginning of the transaction. 

City: This field is the city of the command's mailing address.  This field is pre-filled based on the initial UIC selected at the beginning of the transaction. 

State: This field is the state abbreviation of the command's mailing address.  Click on drop-down arrow; double-click on the appropriate state.  This field is pre-filled based on the initial UIC selected at the beginning of the transaction. 

Zip Code: This field is the zip code of the command's mailing address.  This field is pre-filled based on the initial UIC selected at the beginning of the transaction.

Plain Language Address: This field reflects the address used to receive Naval messages.  This field is pre-filled based on the initial UIC selected at the beginning of the transaction. 

Office Code: This field reflects the code of the office to which that the telephone number is assigned.  Up to eight phone numbers are maintained by the system.  Click the drop-down arrow to display a listing of appropriate codes.  Double-click the appropriate code. 

Since more phone numbers are maintained than can be displayed on the panel at one time, a scroll bar is provided on the right side of the panel to view/update all of the information available.  

To add a office phone row press the <F7> key while the cursor is in the field.  To delete an office row press the <F8> key. 

Phone XE "Phone"  Designator XE "Designator" : This field indicates the phone system used (i.e., DSN or commercial).  Click the drop-down arrow; double-click the appropriate phone designator. 

Area Code: Enter the appropriate area code.   

Telephone Number: Enter the telephone number. 

Email Address XE "Email Address" : Enter the e-mail address.  

UIC Reserve Data Panel 
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Field Descriptions/Required Actions

UIC: Unit Identification Code is a five-digit number designated for a command.  This field is pre-filled based on the initial UIC selected at the beginning of the transaction. 

Activity Short Title XE "Short Title" : This field is the short name of the command.  This field is pre-filled based on the initial UIC selected at the beginning of the transaction. 

Admin UIC: This field indicates the UIC of the command that supports the command for administrative purposes. This field is pre-filled based on the initial UIC selected at the beginning of the transaction. 

Activity Processing Code XE "Activity Processing Code" : This field reflects the processing code assigned to the Naval reserve unit.  It is used by program managers and DFAS for budgeting and planning purposes.  This field is pre-filled based on the initial UIC selected at the beginning of the transaction. 

Program Element Code XE "Program Element Code" : This field reflects the program element code assigned to the reserve unit.  Used by program managers and DFAS for budgeting and planning purposes.  This field is pre-filled based on the initial UIC selected at the beginning of the transaction. 

Activity Code XE "Activity Code" : This field is a ten-digit code that represents the command.  Used by program managers and DFAS for budgeting and planning purposes.  This field is pre-filled based on the initial UIC selected at the beginning of the transaction. 

Defense Plan Program Code XE "Defense Plan Program Code" : This field reflects the defense plan program code assigned to the command.  Used by program managers and DFAS for budgeting and planning purposes.  This field is pre-filled based on the initial UIC selected at the beginning of the transaction. 

Program Code XE "Program Code" : This field is the program code assigned to the unit (i.e., Seabees, SIMA etc.).  This field is pre-filled based on the initial UIC selected at the beginning of the transaction. 

NRA Activity Number XE "NRA Activity Number" : This is a four-digit code used to determine supporting reserve activity and Echelon Level IV Commander.  This field is pre-filled based on the initial UIC selected at the beginning of the transaction. 

Unit Type Code XE "Unit Type Code" : This code identifies the type of unit.  This field is pre-filled based on the initial UIC selected at the beginning of the transaction. 

Technical Manager: This is a code that program managers and the DFAS use for budgeting and planning purposes.  This field is pre-filled based on the initial UIC selected at the beginning of the transaction. 

Pseudo UIC XE "Pseudo UIC" : This is a five-digit code assigned to units requiring access to specific units. This field is pre-filled based on the initial UIC selected at the beginning of the transaction. 

Command Number: This field identifies the Echelon Level IV Commander either as NAS or REDCOM.  This field is pre-filled based on the initial UIC selected at the beginning of the transaction. 

Unit Priority Code: This field identifies the priority of activation.  This field is pre-filled based on the initial UIC selected at the beginning of the transaction. 

Disestablishment Flag: This code identifies a unit as being disestablished.  This field is pre-filled based on the initial UIC selected at the beginning of the transaction. 

Commanding Officer’s Information: This section is used to update or change information on the current Commanding Officer.  Only designated members with the proper security access can update this field.

Name: This field displays the Commanding Officer’s name.  It is pre-filled based on the initial UIC selected at the beginning of the transaction. 

Rank: This field displays the Commanding Officer’s rank.  It is pre-filled based on the initial UIC selected at the beginning of the transaction. 

Signature: This field is pre-filled with the formatted/typed name of the Commanding Officer. 

UIC Reserve IDT Data Panel 
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Field Descriptions/Required Actions

UIC: Unit Identification Code is a five-digit number designated for a command.  This field is pre-filled based on the initial UIC selected at the beginning of the transaction.  The short title of the command will appear to the right of the field.  

IDT Authorized XE "IDT Authorized" : This section reflects the number of officer and enlisted authorized IDT.  This field is pre-filled based on the initial UIC selected at the beginning of the transaction. 

Officer: This is the title of the row used to display the drills authorized for officers assigned to the unit.

Enlisted: This is the title of the row used to display the drills authorized for enlisted members assigned to the unit.

Regular: This reflects the number of officer and enlisted authorized regular IDT.  This field is pre-filled based on the initial UIC selected at the beginning of the transaction.

Addtl: (Additional) This reflects the number of officer and enlisted authorized additional IDT.  This field is pre-filled based on the initial UIC selected at the beginning of the transaction. 

Air Addtl: (Air Additional) This reflects the number of officer and enlisted authorized air additional IDT.  This field is pre-filled based on the initial UIC selected at the beginning of the transaction. 

Unit IDT Weekend: This section is used to determine what weeks of the month are the unit’s primary, secondary, third, and fourth drill weekends.  Only individuals with the required security access are allowed to update this section. 

Primary: This field indicates the unit’s primary weekend for conducting IDT.  Type the number of the week in the field or click on the drop-down arrow to display the appropriate number.  Double-click the appropriate number of the week.    

Second: This field indicates the unit’s secondary weekend for conducting IDT.  Type the number of the week in the field or click on the drop-down arrow to display the appropriate number.  Double-click the appropriate number of the week.      

Third: This field indicates the unit’s third weekend for conducting IDT.  Type the number of the week in the field or click on the drop-down arrow to display the appropriate number.  Double-click the appropriate number of the week.    

Fourth: This field indicates the unit’s fourth weekend for conducting IDT.  Type the number of the week in the field or click on the drop-down arrow to display the appropriate number.  Double-click the appropriate number of the week.    

MILPERS Clerk Procedure(s)

1.
Prepare Unit Administration XE "Unit Administration"  transaction. 

2.
Review all documents for accuracy.

References

· BUPERSINST 1001.39 Series 

· COMNAVREFORINST 1001.5 Series

WORKFLOW

WORKFLOW

Workflow Process

Workflow Items

Workflow Procedures

Workflow Navigation

Workflow Process

Workflow is the process used in NSIPS to send a transaction from the creator to the person with approval authority.  Once reviewed and approved at this level, workflow allows the transaction to be transmitted.  Workflow delivers the right information to the right people within the right timeframe.

There are many combinations of the way workflow is set up.  For example:

· PERS Clerk -> PERS Supervisor

· PERS Clerk -> PERS Supervisor -> Pay Clerk -> Pay Supervisor

· Pay Clerk -> Pay Supervisor

· PERS Clerk -> Pay Supervisor

The setup depends upon how your local command is organized and the type of transaction being processed.  

Workflow Items

Workflow occurs for pay-related or contractual functions.  These functions require approval beyond the clerk who created them.  We call these functions or transactions "workflow items" or "work items." 

Within NSIPS, you can tell if a transaction is a workflow item because it will have a workflow row on the panel.
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The workflow row on the panel contains the following fields necessary in the workflow process:

· Appr Inst - Approval Instance

· Appr Status - Approval Status

· Appr Action - Approval Action 

· Comments

The layout of the workflow row is identical for all workflow transactions.  The panel will look the same.  Each field within the workflow row has a specific function.  The next several pages detail each workflow field.

A.
Approval Instance Field

This field displays the system-generated number used to identify the transaction within the workflow process.  It is assigned when the transaction is saved with Approve in the Approval Action field.  Until this step is completed, the field will be blank.  You will not be able to change the value in this field.  It is a read-only field.

B.
Approval Status Field

This field controls the process of moving the data from the NSIPS application to the dataflow process and on to the corporate systems.  This field is generated by the NSIPS application.  There are three possible values.

· Approve.  This indicates the transaction has completed the workflow process and the last reviewer has made it ready for transmission.  The system copies the data to tables and sends it to the dataflow process.

· Pending.  This is the default value.  The transaction remains in a Pending status until the transaction is completely approved. 

· Denied.  This will appear if the transaction is to be deleted from the system.

C.
Approval Action Field

This field tells the system what you want to do with the transaction after you enter all the data.  You have four choices:

· Approve

· Deny

· Recycle

· Incomplete


Approve

· This is the most common choice selected.  Selecting Approve tells the system the information is accurate and triggers the routing of the transaction data to the next person in the workflow process.  Remember that the next person may transmit to the corporate system, if this is the final approval action.  It is important that you review the data entered prior to selecting Approve.  If nothing is selected in the Approval Action field and Save is selected, the system assumes Approve.  This is the system's default.  The item is sent into the workflow process.


Deny

· Say the clerk creates a transaction, selects Approve in the Approval Action field, and sends the item into the workflow process so that it appears on the supervisor's worklist.  The supervisor realizes this transaction is no longer valid and wants to delete or cancel it.  Setting Deny in the Approval Action field will reject or cancel a previously created transaction.  Deny deletes the transaction, sending it to a purge file.  NSIPS periodically initiates a purge process to remove these items permanently.  Once Deny is selected, you can no longer retrieve the data.  Deny is used only when you are 100 percent certain that the transaction is no longer valid.

Recycle

· The transaction has gone on to be reviewed.  The reviewer notices there is an error that must be corrected by the originating creator.  Recycle is selected in the Approval Action field.  Recycle sends the transaction back to the creator.  The creator can make the correction and send the transaction back through the workflow process.  The clerk can use Recycle during the initial creation of the transaction to keep the item within his/her own worklist and pending file.  Recycle would be used if you wanted to begin a transaction but not send it to the supervisor for approval.  The item will NOT go into the workflow process at this point.


Incomplete

· As you are creating the transaction, you realize you need to obtain additional information.  You can save the data you entered by selecting Incomplete in the Approval Action field.  Incomplete temporarily saves the transaction without sending it through the workflow process.  Incomplete places the transaction in your pending file.  You can then retrieve it through Pending on the "Use" menu.  Remember: To place the transaction in your pending file and not send it to the workflow process, you must select Incomplete in the Approval Action field.

D.
Comments

This is the last field in the workflow row.  It allows you to enter comments about the transaction.  The most common use for this field is during the recycling of a transaction.  The reviewer can send a message back to the clerk indicating what needs to be corrected.  Also the clerk can send a message to the reviewer via this field.  Note:  The comments in this field remain with the transaction.

Workflow Procedures

Workflow begins on the clerk level with the creation of an NSIPS function.  The individual with final approval authority finalizes it.  The clerk and the supervisor (approval authority) have different procedures.

A.
Workflow Procedures for the Clerk

After all data fields are completed, the Appr Action field needs to be completed.

The clerk selects

· Incomplete - to place the information in the "Pending" file.

· Approve - to send the information into the workflow process.

· Recycle - to place information on the clerk's worklist.

Note:
It is recommended the clerk use the Red X on the Toolbar to delete or cancel information entered but not saved.  It is NOT recommended that the clerk use the Deny option in the Appr Action field.

The Save icon is activated upon using the <Tab> key after completing the Appr Action field.

B.
Workflow Procedures for the Supervisor or Next Person with Approval Authority 

Once the transaction becomes a work item, the item appears on the worklist.  This electronic transfer of information streamlines the approval process.  The supervisor or next approval authority must perform the following steps.  (Note: The use of the term supervisor indicates the next person in the approval chain.  It could be a PERS Supervisor, Pay Clerk, or Pay Supervisor.  The procedural actions are the same.)

1.
Navigate to the Worklist.

2.
Review each work item for accuracy.

3.
Select the appropriate action in the Appr Action field.

4.
Incomplete - to keep the transaction on the worklist.

5.
Approve - to send the information to the next approval authority or to transmit to the corporate system.

6.
Deny - to delete the information from NSIPS.

7.
Recycle - to return the transaction to the creator for further correction.

8.
<Tab> and select the Save icon.

The navigational steps to access the worklist are identical for the supervisor and the clerk.  Remember, if a transaction is recycled, the clerk can access it via his/her worklist.

Workflow Navigation

A.
Navigating to the Worklist Panel

To get to the Worklist panel as a supervisor, you need to sign on with the appropriate user ID and password.  Here are the steps:

1.
Click Start - Programs - PeopleSoft 7.

2.
Click PeopleTools.

3.
Enter an appropriate user ID and password.

4.
Click "View" from the Menu Bar.

5.
Click Navigator Display.

6.
Click Worklist.

The worklist panel is displayed.

B.
Worklist Panel Features

The worklist panel contains all the current work items waiting for final action.  At this point in the process, the supervisor reviews the information entered by the clerk, checks for accuracy, and makes the final disposition of the work item.
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176. Panel Layout

· The panel is divided into two sections or panes.

ai) Left Pane contains the worklist folders for the functions entered by the clerk.  They are organized alphabetically by business process.  Within each folder is a list of the SSNs and Approval Instance numbers relating to each transaction.

aj) Right Pane contains all the work items under the folder currently selected.  The categories displayed in this window pane are determined by what is highlighted in the left pane.  In the Group Activity, each of these is addressed in detail.

177. Push Buttons

· Push buttons aid in processing work items.  They are activated when a work item is highlighted.

ak) Change - allows you to change the supervisor to which the work item is assigned.

al) Mark Worked - allows you to mark a work item as Worked.

am) Work It - opens the highlighted work item and displays the panel.

an) Refresh - allows you to refresh your worklist.  

178. Icons/Function Keys

· There are three important icons and one function key used to maneuver through the workflow process.  They need to be located on your Toolbar.  Verify that they reside there and, if not, customize the Toolbar to include them.

ao) Start Worklist Icon 
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It does just that!  It opens your worklist.

ap) Change Window Content Icon
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This icon brings you back and forth between the worklist and the highlighted work item.

aq) Next in List Icon
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This icon accesses the next item in the worklist.  This allows you to process all items in a folder without having to return to the worklist.

ar) <F11> Key 

The <F11> key is used to move back and forth between the work item and the worklist.  It performs the same function as the Change Window Content icon.

DIAL-UP NETWORKING FOR REMOTE ACCESS SERVICE (RAS)

Purpose

Adding a Dial-Up Connection

Using Remote Access Service

VPN/TimeStep Troubleshooting

Configuring 56k Modem Settings

Purpose

This section provides the procedures to configure and use Dial-Up Networking for Remote Access Service (RAS) into NSIPS. 

Adding a Dial-Up Connection

The following steps detail how to add a Dial-Up connection.

Double-click the "My Computer" icon on the Desktop.

Double-click “Dial-up Networking”.  


If Remote Access Service has not been installed, you will be prompted to do so.  Follow the instructions on the screen and then proceed when finished.
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Press "OK".
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Change the name of the new phonebook entry from "MyDialUpServer" to the name of your local Dial-up Server.

NOTE:  If another dial-up server is added later, it will be easier to identify if the name describes the server.  This name is for the user's benefit; the computer does not read it.  

Click Next. 
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Check the check boxes as shown.

Click Next.
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NOTE: If all servers to be used have the same dialing prefix, check the "Use Telephony dialing properties" and those dialing parameters can be entered in one place.  Otherwise, enter the access codes along with the number.

Hint: The characters ( ) - and the space can be used to make the phone number easier to read.  Commas cause the dialing to pause for 2 seconds for each comma entered.  

Enter the phone number of the dial-in server.

Click Next.  
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Check Point-to-Point Protocol (PPP) as shown.

Click Next. 
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Check the Use a terminal window box.

Click Next.
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Enter the Dial-up IP address for the workstation.

Click Next.

NOTE:  If using NIPRNET, leave as shown.  If using an Internet Service Provider (ISP), the ISP should provide an IP address.

Do NOT enter the IP address of the network card.
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Leave the DNS Server field and WINS Server field blank.

Click Next.


Note:  Do not make a DNS or WINS server entry.

Press Finish.
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The number 1-800-605-3472 should be displayed in the Phone XE "Phone"  number preview box.

Press Close.

You have completed the process and added another phone number for your Dial-up connection.

Using RAS

Logging on Using RAS

· To make the network connection using RAS: 

Double-click the "My Computer" icon on the Desktop.  

Double-click "Dial-up Networking.”  

Note: If an outside line is required, enter the appropriate # before the Defense Information Systems Network (DISN) 1-800# 
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The number 1-800-605-3472 should be displayed in the Phone XE "Phone"  number preview field. 

Press Dial.  If you receive an error stating that the connection was refused or failed, allow the modem hang up before attempting to redial.  This should take approximately 10 seconds.  If the modem does not hang up and there is no dial tone, the redial attempt will fail.

If the Connect to NIPRNET screen appears, click OK without entering any information.

[image: image261.wmf]
Upon connection, follow the instructions from your dial-up Server to login at the terminal window as shown in the above window.  

· Enter your User name (must be all uppercase).  Press Enter.

· Enter your Password (must be all uppercase). Press Enter.   

The DOD Notice Statement will scroll onto the screen.  

[image: image262.wmf]
At the cursor prompt, type PPP. 

Place the cursor onto the Done button. (DO NOT click.)

Press Enter.  

Click Done immediately after pressing <Enter> to close the window.

NOTE:  Each site will receive seven (7) hours of continuous DISN connection service.  At the conclusion of the DISN service, each site must complete the log-off procedures described in the Logging out Using RAS section.  
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Click OK at the Connection Complete Window.

To access the NSIPS application, initialize the Virtual Private Network (VPN).

VPN Initialization

Enabling VPN

Dial-up networking or Local Area Network/Wide Area Network (LAN/WAN) connection is established.  (Go to step 3 if :blue "T" does not have red circle around it).
1.
Right-click Blue "T" in Taskbar (usually located in bottom right-hand corner of the Taskbar). 
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2.
Select Disable from the pop-up menu.  This will enable the Permit/Client.
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3.
The "Shared Secret" window will be displayed.  Enter the shared secret password in this field in the field.
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4.
After about 30 to 120 seconds a black circle should appear around the Blue “T” on the Taskbar. 
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Now start the NSIPS application.

Logging out Using RAS

To disconnect from VPN and Dial-Up Networking:

Right-click the Blue "T" in the Taskbar.
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Select Disable from the pop-up menu.  This will disable the Permit/Client.
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The Taskbar will now display the Blue “T” with a red circle with a slash around it.
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This is to inform you that the Permit/Client VPN software is disabled.

To continue the logout/disconnect process:

Double-click Dial-up Monitor (the phone icon in the lower-right corner) to hang-up.  


A more comprehensive monitor screen will now appear.  
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Click the Hang up button to disconnect.  
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Click YES to close the Dial-Up Monitor.

VPN/TimeStep Troubleshooting

VPN/TimeStep provides an icon at the lower-right corner of the monitor that indicates when the client is communicating successfully with the server.  A blue “T” surrounded by a black square indicates a successful connection.  The following steps should be taken when a successful connection is not indicated:

179. If you have to dial in to connect to your server, reestablish your DISN connection.  All others, proceed to step 2.

180. Right-click on the blue “T.”

181. Select “Reload Policy” from the drop-down menu.

182. Enter VPN password when prompt appears.

183. Press “Enter.”

184. Restart PeopleSoft.

Permit / Client Icons

The permit /Client icon can be one of three colors - Green, Blue, or Red.  The following is a description of what each icon color means.

Green…Permit/Client is logged on and running in certificate mode.

Blue…
Permit/Client is running in shared secret mode.

Red…
The red icon indicates any one of the following:

· Permit/Client is running in certificate mode but is logged off or can not obtain a certificate from the CA to use for securing communications.

· A connection profile has not been created. 

· The connection profile is broken.

The Permit/Client icon also changes when Permit/Client is in the process of tunneling communication to a Permit/Gate.  In this situation the icon has a square frame, but the color of the TimeStep logo still indicates whether you are running in certified or shared secret mood.  

The exception to this rule occurs if you are using certificates but choose to communicate via shared secret.  If that is the case then the Permit/Client icon remains green.

The following depicts the various Permit/Client icons.

Normal Icon
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Virtual Tunnel Mode
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TimeStep Disabled
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Client logged on using Certificate
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TimeStep Client Profile
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Broken Profile: No connection device chosen.  

Click Change Connection.  

Choose Modem or LAN.

Active Profile:  

The Check on the profile means the profile is selected and ready.

Normal Profile:  

Profile is not active but is available.

TimeStep Client works by listening to the connection type set by the operator when creating a profile.

When an active profile is set for a LAN connection it checks to see if it can reach the Tunnel Point referenced by the Profile.  If it can, then it will automatically begin the login process by issuing a challenge/response pass to the client by the gate. 
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If you do not receive the logon dialog box for TimeStep, then it is likely you can not reach the Tunnel Point at all. 

Check your RAS or LAN interface for possible problems. You can do this by using the “ping” in a DOS window. If you can ping other computers on your network, then contact your Network Administrator to help you determine the problem.

If you have received the TimeStep logon dialog box but receive the following message you have entered the password incorrectly.
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Try entering the password again.  If this does not work, call the Help Desk and verify that you have the correct password.

TimeStep Configuration Window

When trouble-shooting a problem it can also be helpful to look in the TimeStep logging windows located in your TimeStep client configuration window in the upper left-hand corner second tab.
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Problems will be noted here especially for those clients connecting via modem.

If you are having problems with TimeStep client after connecting via modem, first disable the TimeStep client by right-clicking on the blue and choosing or clicking “disable”.  

Use the ping command to ping the tunnel point.  If you can reach the tunnel point, then your profile may be setup incorrectly. 

Verify the you have the right tunnel point and the your profile is correct and then uncheck the “disable.”  Then click or select “Reload Policy.”

If you are a client connected via a modem connection and you find the following messages in the “logging/Tracing” windows, then you will need to uninstall TimeStep client and reinstall Microsoft Windows NT Service Pack 3.

Messages:

“Can not locate RAS Phone XE "Phone"  book Entry.”

“No protocol selected for communications.”

To reinstall TimeStep correctly follow these steps:

1)
Install RAS and then Reboot your system.

2)
Install Microsoft Windows NT Service Pack 3 and then reboot your system.

3)
Install TimeStep and reboot your system.

Any deviation from this (such as installing RAS and Service Pack 3) will cause TimeStep client problems.

Also when installing NT components from the Microsoft Windows NT media always re-install Service Pack 3. 

For complete details about reinstalling TimeStep, refer to the NSIPS Installation Guide for Servers/Workstations.

Configuring 56k Modem Settings

All sites dialing into a 56 K Point of Presence (POP) must follow the steps in this Technical Advisory Note.

Problem:

When dialing into a 56 K connection, the modem will not connect at speeds greater than 28.8 K.

Potential Cause:

The Modem Extra settings box has an additional initialization string in it which locks down the V-90 protocol speed.

Solution:

Remove the Extra Settings string

· Go to Start.

· Select Settings.

· Double-click the Control Panel.

· Select the Modem icon.

· With the modem line highlighted, select Properties.

· Click on the Connection tab.

· Click on the Advanced button.

· In the Extra Settings box delete any strings which are present in the box.

· Click OK.

· Close out each open window and retry the connection.
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NSIPS Overview

Purpose

The purpose of this section is to provide an overview of NSIPS with information about the Hardware architecture, the Organizational Structure, and Data Flow.

Capabilities of NSIPS

The Navy Standard Integrated Personnel System (NSIPS) Program is a Major Automated Information System under the combined functional sponsorship of the Deputy Chief of Naval Operations (DCNO(N1))/Chief of Naval Personnel (CNP), the Director Naval Reserve (CNO(N095)), the Comptroller of the Navy (NAVCOMPT), and the Defense Finance and Accounting Service (DFAS). 

NSIPS delivers field-level pay and personnel data to update corporate databases in peacetime as well as during recalls, and during both a partial and a full mobilization.  Most importantly, NSIPS collects, passes, and reports timely, accurate data on active, reserve, and retired Navy members in the Continental United States (CONUS XE "CONUS" ), overseas, and aboard ships.  NSIPS has the capacity and flexibility to satisfy customer and user needs at all levels. 

The initial release of NSIPS replaces four legacy systems: Source Data System (SDS); Reserve Standard Training, Administration, and Readiness Support (Manpower and Personnel) (RSTARS(MP)); Uniform Microcomputer Disbursing System (UMIDS); and Diary Message Reporting System (DMRS).  NSIPS is deployed to facilities providing Navy personnel and/or pay support using existing personnel resources.

NSIPS Architecture

The NSIPS architecture and design is a client/server implementation.  There are five main components to the NSIPS architecture that allow data to flow to and from the local sites.  The five main components are the Local Client Workstations, Area/Local Server Sites, Regional Server Sites, All-NSIPS Server Site, and the Corporate Asset Interface (CAI) Servers.
Local Client Workstations

The Local Workstation is the only area with an operator interface.  Depending upon the location, the site has either a standalone personal computer with dial-up access to an Area Server or a Local Area Network (LAN) workstation/server configuration.  System capabilities for the user are governed by the user's security level and not by the hardware configuration.  

Area/Local Server Sites

The Area/Local Servers house the application server and member data.  These servers generate Corporate Messages and receive Corporate feedback.  Area Servers are connected to the Corporate Asset Interface (CAI) and ALL-NSIPS Servers.  Local Servers are connected to Regional Servers.

Regional Server Sites

Regional Servers allow messages to be generated to and from the corporate systems and the local servers. Data are transmitted via the Unclassified (but sensitive) Internet Protocol Routing NETwork (NIPRNET) for all CONUS and OCONUS transmissions.  Shipboard communication uses the Standard Automated Logistics Tool Set (SALTS) program.  Both the NIPRNET and SALTS are currently operational for transmitting data to and from corporate systems and local sites.  The primary purpose for the Regional servers is to provide a method of communication between the local servers and the All-NSIPS server.

All Regional Servers are linked to the All-NSIPS Server and CAI Servers.

All-NSIPS Server Site

The All-NSIPS Server is a data warehouse with intelligence. It allows for both reserve and active duty information to be stored in one location so Navy-wide queries can be done.

Corporate Asset Interface (CAI) Servers

The CAI is the bridge between NSIPS and the corporate systems.  This server holds NSIPS work items for each corporate system until the system is available to receive data.  The CAI also receives feedback from the corporate system and passes it back to the Local Sites.
Organizational Structure

The organization of NSIPS within a Personnel Support Detachment (PSD), Reserve Center, or aboard ship follows current organizational structures.  The entities these local levels report to remain intact.  For successful implementation of NSIPS three positions were established.  The NSIPS Administrator, The Group Administrator, and the Site Administrator assist in operations beyond the local level.  Some of these duties may be collateral duties depending upon the size of the site.
The following diagram represents a sample of the organization structure for a Regional Server and the associated local workstations.
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The following describes each position in the organizational structure for the Regional Server and local workstations.

System User - A System User is normally located at a Personel Support Activity / Detachment, a Reserve Center, or aboard ship.  This is anyone who is responsible for entering personnel and pay related data.  The user is responsible for ensuring that all required data fields are entered correctly.

Supervisor – The primary responsibilities of the Supervisor are to supervise and provide assistance to the user as required.  The supervisor is also responsible for ensuring the accuracy of reported data and releasing work items to update corporate databases.

Group Administrator – The Group Administrator is responsible for administrating all users within their Administrative Group.  The Group Administrator is also responsible for the following:

· Creating/Updating/Deleting NSIPS User Accounts

· Assigning Pay and Personnel Support Unit Identification Code (PPSUIC XE "PPSUIC" ) or Reserve Center Unit Identification Code (UIC) Access to users

· Assigning a Supervisor 

· Assigning a user to a Workflow Routing Group

· Assigning a user to one or more pre-defined User Roles.

Site Administrator - The Site Administrator is responsible for installing and configuring the NSIPS application at each deployed server site.  In some cases the Site Administrator performs the same functions as the Group Administrator for local users.
NSIPS Administrator – The NSIPS Administrator is responsible for administrating all Group Administrators on their server.  To do this the NSIPS Administrator can:

· Create Administrative Groups

· Create one or more Group Administrator Accounts and grant each Group Administrator account the Group Administrative role  

· Grant specific PPSUIC XE "PPSUIC"  or Reserve Center UIC access to each Group Administrator Account.

Data Flow

Pay and personnel data are entered into the local workstations.  Upon transmission, the data are sent to the Regional Servers to update files.  The update information is also forwarded to the All-NSIPS Server.  This allows All-NSIPS files to stay in sync with local records.  The Regional Servers transmit the data to the CAI.  Here the data wait for update to the corporate systems.  The corporate systems send feedback to the CAI who in turn sends it to the Regional then to the local for final update.

The following graphic depicts the flow of data.
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Software Topology 

This diagram provides a high level display of the interaction of the software products that comprise NSIPS and the way each product fits into the product design.

[image: image283.wmf]
Software Directory Structure

\ORANT



Oracle RDBMS Software

\PT7




PeopleSoft Software Directory

\NSIPS




Template Software Directory

\ORABASE\ADMIN\NVY1

Oracle Custom Instance Files


\ADHOC


Ad-hoc SQL Scripts for the Database


\ADUMP


Audit Trail Trace Files


\BDUMP


Background Dump Destination



\NVY1ALRT.LOG
Alert Log file



\NVY1ARCH.TRC
Archiver Process Trace File



\NVY1CKPT.TRC
Check Point Process Trace File



\NVY1DBWR.TRC
Database Writer Process Trace File



\NVY1LGWR.TRC
Log Writer Process Trace File



\NVY1SMON.TRC
System Monitor Process Trace File



\NVY1PMON.TRC
Process Monitor Trace File



\NVY1RECO.TRC
Recoverer Process Trace File



\NVY1SNP0.TRC
Snapshot (Job Queue) Process Trace File


\CDUMP


Core Dump Destination


\CREATE


Instance Creation Files


\EXPORT


Database Export Files


\IMPORT


Database Import Files


\LOGBOOK


Status and History of Database


\OWS



For Future Use


\PFILE



Instance Parameter / Initialization File


\SCRIPTS\DMBP

Custom General Scripts


\UDUMP


User Dump Destination

\ORADATA



Oracle Database Files(.dbf), Redo Log Files(.rdo), 

Control Files(.ctl), Archive Redo Log Files (.arc) etc.

Summary

NSIPS provides the necessary application, personnel, and equipment to successfully report pay and personnel information from local sites to and from corporate systems.

NSIPS Site Administrator Responsibilities

Purpose

The purpose of this section focuses on the responsibilities and functions associated with the Site Administrator's role within the NSIPS environment.

NSIPS Site Administrator Background

The Site Administrator must be Windows NT qualified to perform the necessary functions described throughout this section.  The NSIPS Windows NT System Administrator (or Site Administrator), must possess an understanding of the overall functioning of NSIPS and the software that supports the program. Generally this person is not located at the local level; however he/she services several local sites.

NSIPS Site Administrator's Responsibilities

A Site Administrator performs multiple tasks to ensure NSIPS performs properly at the local, area, and regional levels.  The Site Administrator's main responsibilities cover the following areas:

· Daily System Maintenance

· System/Program Installation

· System Startup/Shutdown Procedures

· Security and User Account Creation

· Backup and Recovery Procedures

· System Error Analysis/Checking Log Files

· Software/Hardware Problem Resolutions

· Dial-up Procedures

· Communication System Maintenance

The Site Administrator interfaces with the local user and the Help Desk personnel to ensure all problems are corrected in a timely manner.  A Help Desk is available for support at any time.

Summary

The Site Administrator plays a vital role in the day-to-day operations of NSIPS.

NSIPS Site Administrator's Daily Duties

Purpose

This section focuses on daily tasks the Site Administrator must perform to ensure successful operation of NSIPS and its associated programs.

The contents of this section provide a general checklist of areas that require the Site Administrator’s attention.  This release of NSIPS relies on the Site Administrator to monitor the system via various log files.  Future releases will provide the automation for monitoring the log files and notifying the Site Administrator of problems.  

Daily Duties

The following items describe the daily tasks that need to be performed by the Site Administrator.

1.
The Oracle archive log files can be found in the \oradata\NVY1\ARCH directory.  These files will appear on all servers.  The drive letter will vary depending upon the type of server.


The Site Administrator should verify that there is enough disk space to generate archive log files on a daily basis.  The archive logs will be automatically purged every week.  However, in the event that disk resources and free space are in short supply, these files may be deleted provided they have been copied to backup media, such as the tape drive.


In addition to the archive log directory, the Site Administrator should verify that all disk partitions have ample space to perform.  A general rule of thumb is that when a system is reaching eighty percent full, start to delete files that are no longer required, or in worst case, consider adding another physical disk to allow for volume sets to be created.

2.
The Tuxedo log files and the appserver logs are located in the \pt7\appserv\NVY1\logs directory.  The log files are named Appsrv.log and Tuxlog.xxxx where the xxxx is a date field.  These files will only be found on Local and Area servers.


The Site Administrator could view the tuxedo log; however, it is quite cryptic.  Therefore, to verify that the application server is running, simply log into PeopleSoft in three-tier mode.  To log into PeopleSoft in three tier mode, select Start/Programs/PeopleSoft 7/PeopleTools and set the Connection_type as Application Server in the PeopleSoft Signon Window.  If the login is successful, then the tuxedo process is running and no further analysis is required.  The Tuxedo log will be automatically purged on a weekly basis.

3.
The Process Scheduler XE "Process Scheduler"  log files are located in the root directory of the drive that contains /pt7.  The file(s) will only be found on Local servers.  The Site Administrator could view the log file, called PTPUPRCS_psnt_xxxx.log  where xxxx is a date field, however, realistically it is likely that a user who is trying to create a report will notice a problem first.  When a problem is found, it is most likely that the process scheduler service can be stopped and restarted to remedy the problem.

4.
A file that must be reviewed daily is the Oracle alert log.  This file is located on all servers.  The file located in the \orabase\admin\NVY1\bdump directory.  The alert log is called NVY1ALRT.LOG.  This is the Oracle database log file and will be populated with any error messages encountered in the database.  There exist numerous Oracle error messages; and when any one of these messages is written to the alert log, a description of the error message is also included.  Some of the Oracle error messages, ORA-xxxx where xxxx is an error number, are informative and do not represent a problem.  The examples included in this document give you an idea of what may occur and the resolutions for those examples.  NSIPS does provide a Help Desk service, and it is recommended that when an Oracle error message is encountered, a qualified Database Administrator (DBA) be contacted to help resolve the problem. 


First, open up the nvy1alrt.log file using Notepad.  Scroll to the bottom of the file and page up.  Look for ORA-xxxx messages.  Some of these messages are not an indication of failure; rather, they are just informative.  

-
An example of a message that is not a failure is the “ORA-1031 signaled during: alter database backup control file to trace.”  This message will get generated from an automatic script that generates an American Standard Code for Information Interchange (ASCII) text file from the control file.  For these types of messages, no action is required from the Site Administrator.


Other examples of ORA-xxxx messages do indicate failure or a warning and should be resolved.  Some of the more notable Oracle error messages and resolution are as follows:

-
ORA-1547 "Failed to allocate extent."  This is likely due to a Datafile being full.  

-
To determine what the specific problem is, a Site Administrator should log into START/Programs/Oracle Enterprise Manager/Storage Manager as System.  

-
Click on the Tablespaces, look at the graphical view, and compare the Size with the Used to see if any tablespaces are full.  

-
If a tablespace is full, click on the left side on the specific tablespace.  

-
The General tab is displayed for the specific tablespace.  

-
On the Toolbar on the Oracle Storage Manager Window, click on the Advance Mode button.  (It looks like a wrench.  Take your mouse and hold it over the button and the name of the button is displayed.)

-
Double-click on the Datafile in the Datafiles box.

-
Click on the Auto Extend tab in the Quick Edit Datafile pathfilename window.  

-
Click in the Enable Auto Extend box (a checkmark appears).

-
The Increment box will be displayed.

-
Enter 500.

-
Click the OK button.  

-
Click the OK button.

-
Click Show SQL, and you should see the SQL Text as ALTER DATABASE DATAFILE ‘path\filename.DBF’ AUTOEXTEND ON NEXT 500k.

-
Click Apply.

Log into the Storage Manager as described above at least once a week to monitor the growth of the tablespaces.


ORA-00059 "Maximum number of DB_FILES exceeded."

-
Open Explorer and navigate to the \orabase\admin\nvy1\pfile directory.

-
Open up the INITNVY1.ORA file using Notepad.

-
Modify the db_files = 100 to db_files = 110.

-
Close and save the file.

-
Restart the Server.


Should a Windows NT generated Disk Operating System (DOS) window with an archival message appear, press <Enter>.  Oracle generates several ORA-xxxx messages for archiving problems which can be reviewed in the alert log.  The following is a sample excerpt from the alert log.  


ARCH: Archival stopped, error occurred.  Will continue retrying

○
ORA-00255: error archiving log 1 of thread 1, sequence # 353

○
ORA-00312: online log 1 thread 1: 'D:\NVY1\REDO01A.RDO'

○
ORA-00270: error creating archive log

○
ORA-00334: archived log: 'D:\oradata\arch\arcnvy100353.arc'

○
ORA-09200: sfccf: error creating file

○
OSD-04005: SetFilePointer() failure, unable to read from file

○
O/S-Error: (OS 112) There is not enough space on the disk.


The solution is simply to copy the archive files to tape and to delete the archive files in the /oradata/nvy1/arch directory.  The files will be named ARCNVY1xxxxx.ARC.  Delete the archive files ONLY after they have been written to tape.  A Site Administrator may choose to run the cold backup script, as an optional method of backing up the files as well as the entire system before deletion has occurred.  Do not forget to empty the Recycle Bin, as this will use unnecessary space.  Once the deletion of the archive logs has occurred, the Archiver process will be freed from errors and processing may resume

5.
Files that must be reviewed daily are the Win NT system, application, and security Event logs.  These files will be found on all servers.  Viewing can be accomplished by using the Start/Programs/Administrative Tools/Event Viewer.  Although Windows NT has many messages written to these logs of either informative, warning, and failure messages, a Site Administrator will want to view the red dot messages as they pertain to failures.


By clicking the Log option on the Menu Bar of the Event Viewer, a Site Administrator may view the System, Application, and Security Logs.

-
The System Log will generate errors regarding the health of the Windows NT system.  Such errors as Event 2013, which will send a warning message that a partition is nearly full, should not be ignored.  Rather, the Site Administrator should purge files from the disk that are no longer in use or, in worst case, add another disk to the system to allow for a volume set to be created.  

-
The Application Log is useful for determining the status of applications that are started.  Such messages as Event ID 5 report that Oracle modules have been successfully started.  Other messages such as Event ID 8000 and 8001 report when the Windows NT Backup Utility was started and when the backup was finished.

-
The Security event log is used when security information is needed.  The security log can provide information using event ID 528/538 as to when a user logged into and logged out of a system.  The security can be modified to write to the log any time an object is accessed.  However, it should be noted that the overhead of this option is extreme.  Therefore, use the security features only when warranted.  

6.
A Site Administrator is responsible for recovery of any data stored on the system.  This section covers the log file generated from a Windows NT backup using the NSIPS scripts and is designed for local servers.  For the sake of completeness, a Site Administrator using the NSIPS Windows NT backup scripts should run incrementals and a full cold backup each week.  Scripts exist for this purpose as outlined in the Site Administrator’s Daily Duties section of this document.


Log files exist in the \orabase\admin\nvy1\export directory.

-
The log file for the export of the Oracle data is called NVY1_full_export.log.  Open the file using Notepad and scroll to the bottom of the file.  Verify that the message “Export terminated successfully without warnings” exist.  A rule of thumb is to view this file before a backup is started. 

-
The log file for the incremental backup is called Copy_DMBP_TO_ TAPE.LOG and should be viewed after the incremental backup is finished.  Simply open the file with NotePad and verify that the backup completed and the NVY1_full_export.dmp file has been saved to tape.  Please review the Administrator’s Daily Backup Duty Procedures Using Window NT Backup section as outlined in this document for the details on the backup procedures.

-
The log file for the full backup is called NSIPS_NTBACKUP.LOG.  This file should be reviewed after a full system backup has completed.  Please review the NSIPS Backup and Recovery Procedures as outlined in this document for the details on the backup procedures.  NOTE: The log file can be viewed any time after the cold backup is finished.  However, realize that when the cold backup is run, the database will not be available.  Hence, if the cold backup is running, the database will be down during this time.

7.
The network that underlies NSIPS should be checked to verify that the server is accessible.  Simply logging into PeopleSoft from a client machine is sufficient to show that the network is accessible.


A rule of thumb for network troubleshooting is to determine if the problem is with a specific user machine or if the connectivity problem occurs on all client machines.  


If a connectivity problem is only with a specific user machine, then it may be either hardware or software.  A simple method of determining if a network problem exists is to map the client machine to a drive on the server.  If the drive maps and a directory on the server can be seen, then it most likely is not a hardware problem.  Rather, it is likely a software configuration problem.


If the connectivity problem is with the server itself, then a multitude of problems may exist.  Some obvious starting points are to check your network cable and network card.  If at the server you can map to another system, then both your network card and cable are intact.  However, if you cannot map to another machine, then determine if it is the cable or the network card.  A simple method for verifying that the network connection is good is to take the cable and insert it into a laptop or another machine to verify that the cable is getting to the network.  After verifying that the network cable is sound, it may be prudent to check that the drivers and Internet Protocol (IP) address are set appropriately.  In worst case, the network card may be bad and will need to be replaced.  This procedure is a starting point and a call to the Help Desk is strongly advised.  

Summary

Each day the Site Administrator performs vital steps to ensure NSIPS operates efficiently and effectively.  This is an important responsibility; one that must be taken seriously.  The Help Desk is available to assist the Site Administrator on any issues.

NSIPS Installation Checklists

Purpose

The purpose of this section is to identify the Site Administrator's responsibilities for installing the software required to run NSIPS.  This section focuses on the importance of the NSIPS Installation Guide.

Installation Details

NSIPS Application Server/Workstation Installation involves a multi-step process of installing the necessary software components needed to successfully operate NSIPS.  Each step must be completed in order.  The step for both server and workstation installation is detailed in the NSIPS Installation Guide.  This Guide is delivered upon initial distribution of the software/hardware.  

The following sections depict a checklist summary of the installation steps.  This is provided for informational purposes only.  For specific details about performing NSIPS installation of servers or workstations, refer to the appropriate NSIPS Installation Guide.

NSIPS Server Installation Checklist

This checklist is a brief overview for server installation.


Windows NT Server 4.0 Installation


Follow the Disk Administrator’s section to configure/confirm the correct drive configuration for each size server.


Confirm/Configure the Administrative Password through User Manager for Domains.


Windows Nt Server Pack 3 Installation


NSIPS Server Application Installation


Oracle Server Application Installation


PeopleSoft Installation Instructions


Tuxedo Security Software Installation


Crystal Reports Software Installation


Windows NT Resource Kit Installation


The NSIPS Help Files Installation


The Oracle Database Building Instructions


Verification and Post Activities


Setup for OS Authentication


Directions for PS Batch


Data Management/Batch Processing (DMBP) Installation


Application Server Configuration


Services Startup Procedures


COTS Software Permissions Setup


Database Import Procedures


Template Software Installation


Reports Software Installation


Internet Information Server 4.0 Installation


File Transfer XE "Transfer"  Protocol (FTP) Software Installation


Remotely Possible Software Installation


TimeStep Security Software Installation (Very Small Servers Only)


Create An Emergency Repair Disk Using the Rdisk Utility


IT-21 Security Software Installation

This Checklist is taken from the NSIPS Installation Guide for Servers.  For complete details in performing the steps, refer to this guide.

NSIPS Workstation Installation Checklist

This checklist is a brief overview of workstation installation.


Complete Windows NT Workstation Data Sheet Checklist


Change Administrator Password


PeopleSoft Installation


Crystal Reports Software Installation


TimeStep Installation (if necessary)


IT-21 Security Software Installation

This Checklist is taken from the NSIPS Installation Guide for Workstations.  For complete details in performing the steps, refer to this guide.

Summary

Installation of the various software components required for NSIPS operations must be completed in accordance with the NSIPS Installation Guide for Servers/Workstations.  If the server is going to run ARCserve as the backup program, then proper installation and job creation are required.  It is the responsibility of the Site Administrator to ensure that all installations are performed properly.

NSIPS Security Administration

Purpose

This section provides details about the Site Administrator's role in the overall security of the NSIPS program.  The Site Administrator is responsible for creating user/supervisor accounts and privileges, monitoring the overall security of user access, and monitoring the operation of NSIPS from the local level to the corporate level.

NSIPS User Account Creation

Each system user of the NSIPS application must be assigned an Operator ID, and a password.  To comply with current Navy and DOD policy for security, the assignment of user access to the NSIPS application must be strictly controlled.  Only those users needing access into NSIPS should be assigned an Operator ID and password.  

Note:  It is advisable to create the supervisor account first before establishing the Operator's workflow role.

NSIPS User Access Request 

To streamline the process of creating user access files and assigning Operator ID and passwords, the NSIPS User Access Request will be completed by the supervisor.  This request process documents the specific operator, workflow, UIC responsibilities the user has on NSIPS.  

The User Access Request is completed by the supervisor and forwarded via the NSIPS application to the NSIPS Site Administrator, or Group Administrator.  

Security Navigation

Log in to the NSIPS application.

Select “Go”.


Select “NSIPS App Security.”

Select “Process”.


Select “User Access Pending.”

Selection Criteria

Using the selection criteria you can select all members in your database that have User Access Request Pending, by Social Security Number (SSN), Name, or by the current status of the request.
[image: image284.wmf]
User Access Pending

Once a request has been selected for processing the following panel will appear.
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 Field Descriptions/Required Actions

SSN: Pre-filled based on the SSN initially entered for this transaction.

Name:  If the SSN initially entered for this transaction matches an SSN for a member currently in the database, this field will be pre-filled with name and grayed out.  If the SSN initially entered is not in the database, then this field will be open for data entry.  The format for this field is last name,first name (space) middle initial (space) suffix.  For any item past suffix a space is added before the item.

Print Form: Press this push button to print the NSIPS Security Access Request form for signature and retention.

Type of Request: The type of request being submitted on the user.  Enter Initial, Modify, or Delete for the type of request that is being submitted.

Account:

Type: If the SSN initially entered matches an SSN for a member currently in the database, then this field will be pre-filled with member and grayed.  If the SSN entered is not in the database, then this field will be pre-filled with Civilian, and open for modification.

Action:  Type of action being done on the request.  This field will be pre-filled with Submit.

Status:  This is a display-only field containing the current status of the User Access Request.

Type of Records to Maintain: Select either Active or Reserve to define the type of personnel records the user will be maintaining. Selecting Active will unhide a check box for Pay Record Access.  Check this block to request that the User ID be assigned Pay Record Access.

Telephone Number: Enter the current telephone number of the user.

Rank/Rate/Grade: If the SSN initially entered for this transaction matches an SSN for a member currently in the database, this field will be pre-filled with the member’s Rate/Rank and grayed out.  If the SSN initially entered is not in the database, then this field will be open for data entry.

Requestor Info: This push button will display the following screen:
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This screen displays the information of the operator submitting the User Access Request.

UIC Access: Enter the Access Type that is needed for the User ID.  There are three selections for this field.

· General: Selecting this Access Type will open a field in the General UIC(s) group.  In General UIC(s) enter the UICs to which the User ID will need access.  To enter multiple UICs press <F7>, to delete a UIC that was selected in error press <F8>.

· HR-Dept:  Selecting this access type will open the PPSUIC XE "PPSUIC"  data field.  Enter the PPSUIC that the User ID will need to access.

· Reserve Center UIC: Selecting this access type will open the Reserve Admin UIC data field.  Enter the Reserve Admin UIC that the User ID will need to access.

Roles:
Select the roles the user will need in order to process transactions and reports in NSIPS.

User Roles: Select the roles that the User ID will need.  Multiple roles can be selected by pressing <F7>. To delete a role that was selected in error press <F8>.

Inquiry Roles: Select the roles that the User ID will need.  Multiple roles can be selected by pressing <F7>. To delete a role that was selected in error press <F8>.

Report Roles: Select the roles that the User ID will need.  Multiple roles can be selected by pressing <F7>. To delete a role that was selected in error press <F8>.

Workflow Roles for Routing: Select the roles that the User ID will need.  Multiple roles can be selected by pressing F7. To delete a role that was selected in error press F8.

Auditor of Transactions: Select the User ID that will be auditing this User ID’s transactions.

Create Operator: Depress this to initiate the User Id creation process. 

Details: For the Supervisor ID which initiated the NSIPS Access Request this push button will be displayed.  Pressing the push button will display the User ID assigned and “Initial” password for that User ID.
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Comments: The push button will open a text block into which comments can be entered.

Help: The push button will display a box, which contains brief descriptions of the fields displayed on the panel.

Civilian IDs

Creating User IDs for civilian personnel involves a few extra steps.  First the Civilian has to be added into the NSIPS database.  
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The Civilian ID will be automatically generated.

Enter the NSIPSADM or Group Administrator account to which the Civilian ID will be responsible.

Press “OK.”
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Civilian ID: Display-only field of the Civilian ID entered in the selection criteria.

Responsible Administrator: Display only field of the Responsible Administrator entered in the selection criteria.

Name: Enter the name as it appears on the NSIPS User Access Request. 

Deptid: Enter the UIC where the Civilian is working.

Social Security #: Enter the SSN of the Civilian as it appears on the NSIPS User Access Request.

After filling out all the required information, press Save and proceed to the next step.

Once the Civilian User ID has been created, the remainder of the User ID creation process is identical to the process for a navy member.

NSIPS User Account Creation

Purpose

This section provides the step-by-step instructions to create user accounts for the NSIPS application.  These instructions are provided with the assumption that the NSIPS Site Administrator (NSIPSADM) has already signed on to the NSIPS Security Module with the NSIPSADM account and has already established UIC access for the NSIPSADM account.  If this has not been done, then proceed to the Assigning UIC Access section of this document and establish the UIC access for the NSIPSADM account.

Reserved User Accounts

The following is a listing of Reserved accounts within the NSIPS application. These accounts are utilized by specific processes and within the NSIPS program.  Do not assign, modify, or delete any of these accounts.

SYS
Oracle

Oracle Data Dictionary Owner

SYSTEM
Oracle

Oracle DBA Account

OPS$PSUSER
Oracle & NT
Scheduler Account (for Database Startup, Run AT Jobs etc)

TEMPLATE
Oracle & NT
Template Software Account

DA
Oracle 

Data Alignment Account (All-NSIPS Servers Only)

CAIADMIN
Oracle & NT
CAI Account (CAI Servers Only)

TPM
Oracle

Transaction Process Monitor Account

SYSADM
Oracle & Peoplesoft
Peoplesoft Administrator Account

NSIPSADM
Oracle & Peoplesoft
NSIPS Security Administrator Account

PS
Oracle & Peoplesoft
Peoplesoft Reserved Account

NSIPSITE
Oracle & Peoplesoft
Admin Account for Software Upgrades etc

CAIMAINT
NT

Maintenance Account for CAI services only

CAIDA
Oracle

Data Alignment CAI account at ALLNSIPS only

Creating New User IDs

Creating a new user is a 3-part process. 

· Assigning Operator Role

· Assigning Workflow Role

· Assigning UIC Access

Each of these is a separate step under the Users Menu selection.  The procedures for each step are described below.

Assigning User Role - Add Operator Feature

The Add Operator feature assigns an Operator ID to an individual, sets a password for that Operator ID, and defines that user’s roles.  

Add Operator

Select Users from the NSIPS App Security Panel Menu Bar.

Select Add/Update Operator.

Select Add.

The Add – Add/Update Operator dialog box appears.
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Type the ID you wish to create.

Click OK.

The NSIPS App Security – Users – Add/Update Operator Panel
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Click the drop-down arrow of the SSN field to select the member you wish to assign to the User ID 

Double-click the SSN to populate the field.




OR

Type in the SSN.

<Tab> to the Descr field.

This field will be filled with the name of the user.

<Tab> to the Password field.

Type the Password you are assigning to the User ID.

· Passwords must be alpha/numeric and may not exceed 8 characters.

· They must start with an alpha character and contain at least 2 numeric characters.

· Special characters may not be used.

<Tab> to the Confirm Password field.

Re-type the Password you entered in the Password field.

Assigning Roles

<TAB> to the Role field.

Click the drop-down arrow to display a list of roles that may be assigned to the User ID.

There are several roles that must be identified when creating a new user: 

Individual’s primary function (Clerk or Supervisor). 

To access Inquiry panels.

To run reports.

An optional role to increase reports viewing accesses.

Double-click the appropriate Clerk or Supervisor role for the User ID to populate the field.

Click the check box in the Primary field to designate this role as the primary duty of the User ID.

Assignment of more than one role is accomplished by inserting a row <F7>.  You can delete a row by pressing <F8>.  

Place the cursor inside the role field and press <F7> to insert the next role.

To generate any system or standard reports, one of the “Reports Run” roles must be selected.  These are the reports that the user is allowed to generate.  If a role is not assigned, the Reports menu will not appear for the specific User ID.  

Double-click the appropriate “Reports Run” role for the User ID to populate the field.


RPRALL
System and Standard Reports


RPRSTAND
Standard Reports

The user will automatically have access to view any report generated by the User ID.  To enhance the user’s reports viewing capabilities, the User ID may be assigned additional viewing roles – the user may be assigned one or both of the viewing roles, as necessary.

Place the cursor inside the role field and press <F7> to insert the next role.

Double-click the appropriate “Reports View” role(s) for the Operator ID to populate the field.


RPVSHARE
View shared reports – this selection allows the user to view any reports generated by other users with the same UIC Access.


RPVSYS
View system reports

Click the Save icon to save your work.

This invokes the encryption process for the password.

The NSIPS App Security – Users – Confirm Encryption panel appears.

Click the X in the upper right hand corner of the window to close and return to the NSIPS App Security – Users – Add/Update Operator panel.

Click the Red X.

Assigning Workflow Roles

The second part of assigning the user account is to establish the workflow roles.  The Add Workflow Roles feature defines the way that the user’s transactions are routed for approval. Workflow roles must be assigned to a User ID in order to route transactions to the supervisor for approval.  In order to ensure the smooth completion of this step, the supervisor's role must be established first.  Navigating to the panel group to perform this action is as follows:

Select Users from the NSIPS App Security Panel Menu Bar.

Select Workflow Roles.

Select Add.

The Add – Workflow Roles dialog box appears.

Type the User ID for the user you are creating the Role User ID.

Click OK.



OR

Click OK and select from the list of User IDs.

Double-click the User ID to populate the dialog box.

Click OK.

The NSIPS App Security – Users - Workflow Roles Panel 
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The cursor appears in the Email ID field.

This is not a required field and may be left blank.

<Tab> to the Supervising Role User field.

Click the drop-down arrow to display a list of Role User IDs. 

This list displays all the supervisors available who have review and approval authority.  The appropriate Role User ID is the supervisor who is responsible for reviewing this operator's work. Enter the data from the “Auditor of Transactions” field in the User Access Request.

Assigned Roles

<Tab> to the Role Name field.

Click the drop-down arrow to display a list of Role User IDs.

Double-click the appropriate Role User ID for the Operator ID.  This information can be obtained from the User Access Request.


Assignment of more than one role is accomplished by inserting a row <F7>.  You can delete a row by pressing <F8>.

Click the Save icon to save your work.

Click the Red X.

Assigning UIC Access

This final step assigns access to the appropriate UICs the operator services.  Once the Operator ID is created and workflow roles assigned, access to a UIC or several UICs must be granted to the Operator ID.  Without UIC access, the user will be unable to access any member data.

Select Users from the NSIPS App Security Panel Menu Bar.

Select UIC Access

The Update/Display – UIC Access dialog box appears.

Type in the Operator ID.

Click OK.




OR 

Click OK to select, from a list, the Operator ID you wish to assign UIC access.

Double-click the Operator ID to populate the dialog box.

Click OK.

The NSIPS App Security – Users – UIC Access Panel 
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The UIC Access panel is divided into three frames: 

1.
Active UIC Access

2.
Reserve UIC Access

3.
General UIC Access

NSIPS operators who are responsible only for Active member data should be granted only access to Active UICs (also called PPSUIC XE "PPSUIC" ).  Granting access to an Active UIC also implies access to ALL UICs that report to that Active UIC.

Users who are responsible only for Reserve member data should be granted only Reserve UICs (also called Reserve Center or Admin UICs).  Like Active UICs, granting access to a Reserve UIC also implies access to all UICs which report to (i.e., are serviced by) that Reserve UIC.  

Users that are responsible for both Active and Reserve member data should be granted both Active and Reserve UICs.

To grant access to ALL the UICs the Site Administrator has access:

Click the Local UIC Access push button.  This push button displays all the UICs for which the Site Administrator is responsible.

Click the Save icon to save your work.

Click the Red X.

To grant access to specific UICs:

Click the drop-down arrow in the appropriate section of the panel to get a list of available UICs.

Double-click the UIC to which you wish to grant access.


Assignment of more than one UIC is accomplished by inserting a row <F7>.  You can delete a row by pressing <F8>.

Click the Save icon to save your work.

Click the Red X.

Summary

The NSIPS Security Module is used to both create and modify user accounts.  The most common problems encountered with user accounts are improper role identification, incorrect workflow role mapping, and incomplete UIC access assignments.  Be sure to verify proper identification of operator roles, workflow role, and UIC prior to finalizing the process.  

When creating user accounts and identifying the workflow role, it is recommended the supervisor accounts be created before creating the clerk accounts.

System Startup/Shutdown Procedures

Purpose

This section details the importance of properly starting up the computer’s operating system and the various components associated with NSIPS.  Even more important than the proper start-up procedures is the proper shutdown process.  Proper shutdown procedures are critical in maintaining the integrity of all applications.  This section also focuses on the various components that are associated with the NSIPS application.

Window NT Operating System (OS)

The Operating System (OS) is the main control program of the computer that schedules tasks, manages memory, and handles communication with expansion boards and peripherals.  The OS presents a basic user interface when no applications are open.  When applications are open, they must interact with the OS. 

To start the operating system, simply turn on the computer.  System services, such as applications and database services start automatically and run without logging in.  However, in order to perform any of the administrative functions, a user must be logged on to the machine.

It is important to perform the proper shutdown process prior to turning off the machine.

Logging On

Press <Ctrl>+<Alt>+<Del> to invoke the login dialog box.

Enter User ID and Password


The system now completes the boot process and allows the user to perform assigned tasks.


The Windows NT Desktop is displayed.

Logging Off

Press Start button on the Taskbar.


A radio button dialog box appears.

Click the Shutdown radio button.

Click OK.

.

The system automatically shuts down services and the operating system.

Once the process is complete, the computer may turn itself off or it may require you to turn it off.  Local procedures need to be established to ensure the machines are not turned off that are used to run reports at off hours and used for timed backups.  As the Site Administrator, you need to establish the procedures and instruct the local site personnel.

PeopleSoft (NSIPS) Application

The NSIPS application can be started and stopped at both the server and workstation levels.  The Site Administrator is responsible for the server level.  The User/Supervisor is mainly responsible at the workstation level.  All startup and shutdown procedures are described below.

Starting the NSIPS Application for Servers

The NSIPS services are started automatically whenever a server is rebooted.  However, the services can be started manually via the control panel services.

Click Start.

Click Settings.

Click Control Panel.


A services window opens.  

Highlight and Click the Service you want.  You may have to use the scroll bar to find the service.

Click  the Start button.  

Repeat this procedure for the following services:


OracleTNSListener


OracleServiceNVY1


OracleStartNVY1


PSAppServStartNVY1


ProcessSchedulerNVY1

NSIPS services are open on your server.

Shutting down the NSIPS Application for Servers

The procedures for stopping the NSIPS services are outlined as follows:

Click Start.

Click Programs.

Click Command Prompt.  

Type the drive letter and a colon to change to the drive that contains the PT7 directory.


For example:  C:\users\default>D:     



The drive letter “D” should be substituted with the drive letter that contains the PT7 directory.  

Press Enter after typing D.

Type D:>CD \


Press Enter.


Your default directory will be repositioned to the root directory.

Type cd PT7\APPSERV.

Press Enter  to position default directory.

Type START psadmin.exe -c shutdown -d NVY1.


Note that NVY1 is case sensitive.

Press Enter to stop the application server. 

Type Exit  to close the command prompt window.

To stop the application, process scheduler, and Oracle services, use the Services Utility.

Click Start.

Click Settings.

Click Control Panel.

Click Services.

Using the scroll bar to locate a service, highlight and click the service.

Click the Stop button.  

Repeat this procedure for the following services:


PSAppServStartNVY1


ProcessSchedulerNVY1


OracleServiceNVY1


OracleStartNVY1


OracleTNSListener

You have now stopped NSIPS services on the server.

Logging On to the NSIPS Application for Workstations

At the workstation level, the NSIPS application does NOT automatically start/close when the server/workstation is turned on.  You must access the NSIPS application using the following steps.

Select Start from the Taskbar.

Select Programs.

Select PeopleSoft 7.

Select People Tools to invoke the log-in dialog box.

Enter the Operator ID and Password.


The default NSIPS window displays.   Now, a selection is made from the NSIPS Menu Bar to select the appropriate NSIPS function.

Logging Off the NSIPS Application for Workstations

The following step is used to close the NSIPS application at the workstation level.

Click the X button in the upper right hand corner of the NSIPS application window.


The NSIPS application window disappears indicating the program is closed.

Oracle Application

The Oracle application database is the database that supports the NSIPS application.  The database and any necessary Oracle services automatically start when the operating system starts.  The NSIPS Site Administrator, should not have to start or stop any Oracle database services manually.

Template/CAI

The CAI is responsible for transforming NSIPS functions/events into corporate transaction layouts.  These “events” come to the CAI by way of Template workflow work items.  Conversely, the CAI receives transactions from the corporate assets and transforms them into Template workflow work items for processing by NSIPS.  This conversion process is accomplished by four applications.

CAI/Template Applications

There are four applications that perform the conversion process so NSIPS functions can run on the CAI.

1.
ACAIDB Maintenance – Maintains the CAI Oracle Tables.

2.
ACAI Scheduler – Executes the movement of corporate transactions to and from the corporate assets.

3.
ACORP Sender – Transforms corporate transactions into workflow work items and sends them to NSIPS.

4.
ACORP Receiver – Receives workflow work items from NSIPS and transforms them into corporate transactions.

In order for these four applications to run properly, the proper startup/shutdown procedures must be invoked.

CAI/Template Applications Startup/Shutdown Sequence

There is a very specific sequence that must occur in order for the above applications to perform properly.  The following conditions detail the proper sequence.

1.
ACAIDB Maintenance must run standalone.  If the other three applications are running, the ACAIDB Maintenance will not run.  Likewise, if the ACAIDB Maintenance application is running, the other three applications will not run.

2.
ACORP Sender and ACAI Scheduler are a paired application set.

3.
ACORP Sender must always be started first and brought down last.

4.
ACORP Receiver runs independently from ACORP Sender and ACAI Scheduler.

Starting an NSIPS Communications Service

1.
Click on the Windows “Start” menu, select “Settings”, then “Control Panel”. 

2.
Once the “Control Panel” window appears, double-click the “Services” icon.

3.
When the “Services”  window appears, scroll to find the appropriate NSIPS Communications Service and click the “Start” button. 

4.
Once the service has started, the service’s “Status” column should read “Started”.  The “Services” window and the “Control Panel” window can be closed at this point.

This procedure can be used for any NSIPS Communications Service, for example: (the number [#] following the service name should be whatever number is appropriate, for instance, NSIPSComALocal#, where # could be 0, 1, 2, … )

NSIPSComALocal#
NSIPSComAServer#

NSIPSComARegional#
NSIPSComAAllNSIPS#

NSIPSComAErrorConsole#
NSIPSComASaltsCentral#

NSIPSComARecordDistribution#
NSIPSComATPMonitor#

NSIPSComACorpSender#
NSIPSComACorpReceiver#

NSIPSComACAIScheduler#
NSIPSComACAIDBMaintenance#

NSIPSComACAIDAInterface#
NSIPSComPMon#

NSIPSComPServ#
NSIPSComATransporter
NSIPSComCorpfeedback
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The screen above shows the state of the NSIPS Communication Service in the Services Control Panel before the service is started.

Stopping an NSIPS Communications Service

185. In the application window for the NSIPS Communications Service (“ALocal0” for example), click on the “Window” menu item and select “Quit.”

186. Click on the Windows “Start” menu, select “Settings”, then “Control Panel.” 

187. Once the “Control Panel” window appears, double-click the “Services” icon.

188. When the “Services”  window appears, scroll to find the appropriate NSIPS Communications Service and click the “Stop” button.

189. A dialog window will appear reading “Are you sure you want to stop the service.”  Click the “Yes” button.

190. Once the service has stopped, the service’s “Status” column should be blank.  The “Services” window and the “Control Panel” window can be closed at this point.

This procedure can be used for any NSIPS Communications Service, for example: (the number [#] following the service name should be whatever number is appropriate, for instance, NSIPSComALocal#, where # could be 0, 1, 2, … )

NSIPSComALocal#
NSIPSComAServer#

NSIPSComARegional#
NSIPSComAAllNSIPS#

NSIPSComAErrorConsole#
NSIPSComASaltsCentral#

NSIPSComARecordDistribution#
NSIPSComATPMonitor#

NSIPSComACorpSender#
NSIPSComACorpReceiver#

NSIPSComACAIScheduler#
NSIPSComACAIDBMaintenance#

NSIPSComACAIDAInterface#
NSIPSComPMon#

NSIPSComPServ#
NSIPSComATransporter
NSIPSComCorpfeedback
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The screen above shows the state of the NSIPS Communication Service in the Services Control Panel before the service is stopped.

Summary

The entire process of starting up or shutting down applications and services is primarily automatic.  In the event a service or application needs to be started or stopped for maintenance type issues (backups, etc.) the scripts written for those processes are discussed in the NSIPS Backup Procedures and NSIPS Recovery Operations sections.
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NSIPS Backup Procedures

Purpose 

This section provides suggestions and procedures for performing backup procedures on NSIPS machines.  The backup method differs depending upon the type of server deployed in the distributed environment.  Simply stated, there exists two distinct software applications for backup procedures – ARCserve and the Windows NT Backup Utility.  

The following table identifies the recommended type of backup procedure that should be used based upon the server type.

BACKUP SELECTION

Server Type
On-Line Storage Capacity
Tape Backup Device
Recovery Speed
TYPE OF BACKUP

All-NSIPS
520 GB
SureStore 7212-W
30 GB / hour
ARCserve

Regional
183 GB
AutoLoader DDS-3

(12/24 GB tapes)
4 GB / hour
ARCserve

Large
48 GB
SureStore Dat 24e
4 GB / hour
ARCserve

Medium
24 GB
SureStore Dat 8I
3.8 GB / hour
ARCserve

Small
12 GB
SureStore Dat 8I
3.8 GB / hour
NTBackup

Very Small
8.4 GB
QuickDrive Dat
1.4 GB / hour
NTBackup

Standalone
4.2 GB
SureStore Dat 8 or

QuickDrive 8
1.4 GB / hour
NTBackup

CAI
8.4 GB
SureStore Dat 8I
1.4 GB / hour
ARCserve

Medium

(Ship Board)
24 GB
DLT

(12/24I GB tapes)
1.4 GB / hour
NTBackup

Small

(Ship Board)
12 GB
DLT

(12/24I GB tapes)
1.4 GB / hour
NTBackup

Very Small

(Ship Board)
8 GB
Dec Dat 2.5
1.2 GB / hour
NTBackup

Standalone

(Standalone

Ship System Configuration)
4 GB
QuickDrive Dat 2.5
1.4 GB / hour
NTBackup

BK Workflow
TBD
TBD
TBD
NTBackup

SALTS
TBD
TBD
TBD
NTBackup

NSIPS Backup Procedures

It is recommended that a backup of the NSIPS servers be performed on a nightly basis.  This procedure should only be performed by a qualified Windows NT Administrator.  When performing a backup, the Windows NT Administrator must properly label the tapes and then store them in a secure location.

It is recommended that a series of tapes be used and stored for one week as part of the backup procedure.  

Windows NT Backup

The Windows NT Backup Utility provides the ability for system-level backups where all applications and their various output files are closed.  This means that the Windows NT Backup Utility is very good for obtaining cold Oracle database backups.  This utility is recommended for small local servers that do not need to run constantly.  

On a local machine, the Site Administrator performs an NSIPS backup by using either the procedures for Incremental Backup or for Cold Backup.  The Tape Rotation and Time Schedule section in this document details when to perform the following procedures.  Using both the Incremental and Cold Backup procedures balances the downtime for the server with the safety for recoverability.  It is the responsibility of the Site Administrator to perform these procedures.

NOTE:  The NT account  used to perform the Cold Backup must be included in the NT  "ORA_NVY1_DBA" Group.

Incremental Backup Procedures


Retrieve the correct backup tape.


Place the tape in the DAT drive of the server.  Give a solid push to ensure it is seated properly.


Click on the Start button from the Windows NT Taskbar.


Click on Programs from the menu.


Click on Windows NT Explorer.


The Explorer window appears.


Click the [+] sign in front of the D:. 


Verify that the ORABASE directory is listed.


If ORABASE is not listed, then it is on the E drive.  Click the [+] sign in front of the E:.


Click the [+] sign in front of the ORABASE directory.  


Click the [+] sign in front of the ADMIN directory.


Click the [+] sign in front of the NVY1 directory.


Click the [+] sign in front of the SCRIPTS directory.


Double-click DMBP.  


On the right side of the window you will find a file called COPY_ORA_EXPORT_TO_TAPE.CMD.  Simply double-click on the file, and the backup will start.


When finished, remove the tape and store it in a fire-safe location or off-site.

Cold Backup Procedures


Retrieve the correct backup tape.


Place the tape in the DAT drive of the server.  Give a solid push to ensure it is seated properly.


Click on the Start button from the Windows NT Taskbar.


Click on Programs from the menu.


Click on Windows NT Explorer.


The Explorer window appears.


Click the [+] sign in front of the D:.


Verify that the ORABASE directory is listed.


If ORABASE is not listed, then it is on the E drive.  Click the [+] sign in front of the E:.


Click the [+] sign in front of the ORABASE directory.  


Click the [+] sign in front of the ADMIN directory.


Click the [+] sign in front of the NVY1 directory.


Click the [+] sign in front of the SCRIPTS directory.


Double-click DMBP.  


On the right side of the window you will find a file called NSIPS_NTBackup.CMD.  Double-click on the file, and the backup will start.


If additional tapes are required, a message appears on the screen.  


In pencil, label the tape "Tape 2," include the current date and current time.


Press OK.  The backup continues.


When finished, remove the tape(s) and store them in a fire safe location or off-site.

ARCserveIT Backup Job Files

ARCserve is a third-party product that can perform server-wide backups.  The product is also capable of performing either hot or cold Oracle backups.  ARCserve has been chosen for All-NSIPS, Regional, large, and small and medium shipboard servers.  These sites deal with large amounts of data and require the server to be online 24 hours a day, 7 days a week (24x7).  ARCserve is ideal for these types of servers as the product is capable of performing hot backups of the database without disruption of user requests.  In addition, ARCserve with an additional library can provide open file backups.

Prior to running a backup with ARCserve the job must be created and scheduled.  This is established once and activated over and over.  The following steps detail creating the job script for both Hot and Cold backup procedures.  Once the job is created, the backup is scheduled.  NSIPS provides the pre-scripts and post-scripts required by ARCserve to do backups.

Creating ARCserve HOT Backup Job


Open up the ARCserveIT Manager.  (Start/Programs/ARCserveIT for Windows NT/ARCserveIT Manager.)


Select the Classic Quick Access tab.


Click the Backup button.


Click the Source tab.


Double-click the My Computer (host name).


RIGHT-CLICK the Oracle Server – NVY1.


Click Security.


In the User Name enter sys.


In the Password enter xxxxxxxx. (Substitute password)


Click OK.


Verify that ARCserve displays the tablespaces by double-clicking on the Oracle Server –NVY1.  (List will expand to show all tablespaces.)


Click in the small box in front of the Oracle Server – NVY1.  This will fill the box to indicate that the entire Oracle database should be backed up.


Click in the small box in front of the Registry.  This will fill the box to indicate that the registry is to be saved to tape.


Click on the small box in front of all local drives.  This will fill the box to indicate that all files on each drive are to be saved to tape.


VERY IMPORTANT: Double-click on any drives that contain an ORADATA directory; there should be an ORADATA directory on two separate drives.  DESELECT THE ORADATA DIRECTORIES.  (Since a hot backup is being performed, backing up the datafiles twice will only take up time and tape.)  This will leave the little box in front of the drive with a diagonal fill.


Click on the Destination tab.


Highlight a tape entry to allow the backup job to select a tape.  Remember to rotate the tapes according to the cycle chosen for your site.  (See NSIPS Site Administrator's Daily Backup Duty Procedures Using Windows NT Backup for tape labeling and rotation schemes.)


Click on Backup from the Taskbar.


Click on Options from the pull-down menu.


Click on the Operation tab.


Click on the Backup ARCserveIT Database file box (put a check in it), then click on the In every Backup job radio button (put a dot in it).   On the same window select the radio button Record Detail Information.


Click on the Backup Media tab.


Click the radio button(s) to Overwrite Same Media Name, or Blank Media First, then Any Media.  Do not enter a Session/Encryption password.


Click the Log tab.  Select radio button to Log All Activity.  Click OK.


Click the Schedule tab.


Click in the radio button Custom Schedule.


Click in the radio button Schedule.


Enter a Start Date Time that fits your schedule.  (Note:  This is performing a HOT backup; hence, the database will be available for transactions.  However, some degradation of the system performance may be experienced.  Therefore, try to schedule the backup in off hours when transactions are at a minimum.)


Set the Repeat Method for EVERY.


Set the Every for 1 Day(s).


Click Backup from the Taskbar.


Click Run/Schedule from the pull-down menu.


Highlight the My Computer and select Security.


Enter an account that has the administrator’s, backup operator’s, and ORA_DBA_NVY1 accounts.  Also enter the password and click OK.


The Oracle Server should already be set to use the SYS account.


Click OK.


The Summary window will appear.  Verify that this is correct and click OK.


Click the Manager from the Taskbar.


Click Job Status from the pull-down selection.


Verify that the STATUS says Ready.  (Note: You can modify jobs by highlighting the Job and selecting Job Status/Modify Job.  When finished, the STATUS must be reset to READY by right-clicking and selecting READY.  If  the status says HOLD, it will not run as scheduled.) 


Verify that the JOB ran correctly as outlined in section 1.7 “Site Administrator’s Daily Backup Duty Procedures Using ARCserve.”


Register your license key.  To do this, open up the RegisterIT program by clicking Start/Programs/CA Registration/RegisterIT.


Click the pull-down menu from the Product Name window and select ARCserveIT.


Click the Registration ID window and enter the Registration ID found on the sleeve of the installation media.


Press the Create Registration Code button.


Either Register Online or Register by Phone XE "Phone" .


Enter the Registration Keycode.  


Press OK.

Creating ARCserve COLD Backup Job


Open the ARCserveIT Manager.  (Start/Programs/ARCserveIT for Windows NT/ARCserveIT Manager.)


Select the Classic Quick Access tab.


Click the Backup button.


Click the Source tab.


Double-click My Computer.


Click in the little green boxes in front of each drive letter and the Registry.


Do NOT select Oracle Server – NVY1.  (Since you are doing a COLD backup, selecting the tablespaces from the Oracle Agent will only result in failures being reported as the database will be shutdown.)


Select the Destination tab and highlight the appropriate tape for the backup.


Select the Backup option from the Taskbar.


From the pull-down menu select Options.


Select the Backup Media tab.


Select the radio buttons Overwrite Same Media Name, or Blank Media First, then Any Media.  


Select the Log tab.


Select Log All Activity.


Select the Pre/Post tab.


On the Run Command Before Job window type x:\orabase\admin\nvy1\scripts\dmbp\ NSIPS_ARCSERVE_SHUTDOWN.CMD (where x: is the drive that contains the orabase directory).


On the Run Command After Job window type x:\orabase\admin\nvy1\scripts\dmbp\ NSIPS_ARCSERVE_STARTUP.CMD (where x: is the drive that contains the orabase directory).


In the Delay box arrow up and select 2.  (This allows for a two-minute delay to allow the database to be shutdown completely before backup begins.)


Leave all other radio boxes blank on this window.


Select the Operation tab.


Select the radio button Backup ARCserveIT Database file.


Select the radio button In Every Backup job.


Select the OK button.


Select the Schedule tab.


Select Run Now or enter an appropriate time for the backup to begin.


Select the Backup option from the Taskbar.


Select the Run/Schedule from the pull-down list.


Click on each of the objects (example My Computer\C:) and click the Security button.


Enter the user account Administrator and password.  Repeat for each object.


Click OK.


Verify Summary window and select OK.


After the job runs, click the Activity Log tab and verify the job ran successfully.

ARCserve Backup Daily Backup Procedures 

ARCserveIT is used on the All-NSIPS, Regional, large and medium servers located at shore sites, and on medium and small servers aboard ships.  Backup schedules and scripts to run the backup were created following the Job Creation steps.  The backups automatically run according to the schedule.  

The Site Administrator must verify daily that the backup was successful and the replacement or changing of backup tapes.  The following steps detail the procedures.


Log into ARCserveIT Manager.  (Start/Programs/ARCserveIT for Windows NT/ARCserveIT Manager).


Click on Manager from the Taskbar.


Click on Job Status from the pull-down menu.


Click on the Job Queue tab.


Verify that the Last Result for the daily backup is set to Success.


To double-check the backup, click on the Activity Log.


Scroll up to where the backup log finished.  


Verify the date/time and that “Backup Operation Successful” is displayed. 


A log file exists in the DBAORA directory called DBAORA7.LOG.  To verify (or debug if necessary), simply open the file with Notepad and verify that the connection was made and that the tablespaces were put into backup mode.  


Store the tape offsite and/or in a fire safe location.


Change the tape for your next backup following the Tape Rotation and Specific Time Scheduling for Backups matrix as described below.


Retrieve the correct backup tape.


Place the tape in the Backup drive of the server.  Give a solid push to ensure it is seated properly.


Exit ARCserveIT manager.

Tape Rotation and Specific Time Scheduling for Backups

Backup tape use and the time schedule for performing the backup procedures depends upon the server and conditions located at your site.  The procedures detailed below are divided into the three different types of servers/conditions that comprise a site.  

1.
Local servers for the Reserves that will not be updating three weekends a month; therefore, on those weekends it is not necessary to backup the server.  

2.
Local servers where updates occur 7 days a week but operations are not 24x7.

3.
All other servers where updates occur 7 days a week and operations are 24x7

Each of these conditions requires unique procedures.  Refer to the appropriate section for the server type that exists at your site for specific instructions.  NSIPS also recommends that for any server, the tapes be discarded after one year’s use and replaced with new tape media.

Local Servers Where 3 Weekends a Month the Server is Not Being Updated (Reserve Centers)

What is needed:


TWENTY-EIGHT BACKUP TAPES


COLD BACKUP ONCE A WEEK


INCREMENTAL BACKUP FIVE DAYS A WEEK

This section is designed to support a local server where three weekends a month no updates are occurring.  The fourth weekend is being supported, but the following Monday and Tuesday are not.  

Therefore a twenty-eight day cycle is supported by 4 groups of tapes where each group contains seven tapes.  This allows data to be saved on backup tapes for a minimum of twenty-eight days before reusing any backup tapes.

Label tapes according to the following matrix.


Label:
Label:
Label:
Label:
Label:
Label:
Label:

Group 1
Incremental Day1, Week 1
Incremental Day2, Week 1
Incremental Day3, Week 1
Incremental Day4, Week 1
Incremental Day5, Week 1
COLD -FULL   Week 1 Tape 1 of 2
COLD -FULL   Week 1 Tape 2 of 2

Group 2
Incremental Day1, Week 2
Incremental Day2, Week 2
Incremental Day3, Week 2
Incremental Day4, Week 2
Incremental Day5, Week 2
COLD -FULL   Week 2 Tape 1 of 2
COLD -FULL   Week 2 Tape 2 of 2

Group 3
Incremental Day1, Week 3
Incremental Day2, Week 3
Incremental Day3, Week 3
Incremental Day4, Week 3
Incremental Day5, Week 3
COLD -FULL   Week 3 Tape 1 of 2
COLD -FULL   Week 3 Tape 2 of 2

Group 4
Incremental Day1, Week 4
Incremental Day2, Week 4
Incremental Day3, Week 4
Incremental Day4, Week 4
Incremental Day5, Week 4
COLD -FULL   Week 4 Tape 1 of 2
COLD -FULL   Week 4 Tape 2 of 2



NSIPS recommends the following times to run your backups:


Monday
Tuesday
Wednesday
Thursday
Friday
Saturday
Sunday

Week 1:
Incremental Day1, Week 1 at 0730
Incremental Day2, Week 1 at 0730
Incremental Day3, Week 1 at 0730
Incremental Day4, Week 1 at 0730
Incremental Day5, Week 1 at 0730

COLD - FULL   Week 1 Tape 1 of 2 and if needed tape 2 of 2 – at 1630
Not Staffed
Not Staffed

Week2:
Incremental Day1, Week 2 at 0730
Incremental Day2, Week 2 at 0730
Incremental Day3, Week 2 at 0730
Incremental Day4, Week 2 at 0730
Incremental Day5, Week 2 at 0730

COLD - FULL   Week 2 Tape 1 of 2 and if needed tape 2 of 2 – at 1630
Not Staffed
Not Staffed

Week 3:


Incremental Day1, Week 3 at 0730
Incremental Day2, Week 3 at 0730
Incremental Day3, Week 3 at 0730
Incremental Day4, Week 3 at 0730
Incremental Day5, Week 3 at 0730

COLD - FULL   Week 3 Tape 1 of 2 and if needed tape 2 of 2 – at 1630
Incremental Day1, Week 4 at 0730
Incremental Day2, Week 4 at 0730

Week 4:
Not Staffed
Not Staffed
Incremental Day3, Week 4 at 0730
Incremental Day4, Week 4 at 0730
Incremental Day5, Week 4 at 0730

COLD - FULL   Week 4 Tape 1 of 2 and if needed tape 2 of 2 – at 1630
Not Staffed
Not Staffed

Local Servers Where Updates Occur 7 Days a Week but Are Not 24x7

What is needed:


THIRTY-TWO BACKUP TAPES


COLD BACKUP ONCE A WEEK


INCREMENTAL BACKUP SIX DAYS A WEEK

This section is designed to support a local or medium server where updates are occurring seven days a week; however, the servers are not required to be operational 24x7.  A twenty-eight day cycle is supported by 4 groups of tapes where each group contains eight tapes.  This allows data to be saved on backup tapes for a minimum of twenty-eight days before reusing any backup tapes.  

Label tapes according to the following matrix:

Label:
Label:
Label:
Label:
Label:
Label:
Label:
Label:

Group 1
Incremental Day1, Week 1
Incremental Day2, Week 1
Incremental Day3, Week 1
Incremental Day4, Week 1
Incremental Day5, Week 1
Incremental Day6, Week 1
COLD - FULL   Week 1 Tape 1 of 2
COLD - FULL   Week 1 Tape 2 of 2

Group 2
Incremental Day1, Week 2
Incremental Day2, Week 2
Incremental Day3, Week 2
Incremental Day4, Week 2
Incremental Day5, Week 2
Incremental Day6, Week 2
COLD - FULL   Week 2 Tape 1 of 2
COLD - FULL   Week 2 Tape 2 of 2

Group 3
Incremental Day1, Week 3
Incremental Day2, Week 3
Incremental Day3, Week 3
Incremental Day4, Week 3
Incremental Day5, Week 3
Incremental Day6, Week 3
COLD - FULL   Week 3 Tape 1 of 2
COLD - FULL   Week 3 Tape 2 of 2

Group 4
Incremental Day1, Week 4
Incremental Day2, Week 4
Incremental Day3, Week 4
Incremental Day4, Week 4
Incremental Day5, Week 4
Incremental Day6, Week 4
COLD - FULL   Week 4 Tape 1 of 2
COLD - FULL   Week 4 Tape 2 of 2

NSIPS recommends the following times to run your backups:


Monday
Tuesday
Wednesday
Thursday
Friday
Saturday
Sunday

Week 1:
Incremental Day1, Week 1 at 0730
Incremental Day2, Week 1 at 0730
Incremental Day3, Week 1 at 0730
Incremental Day4, Week 1 at 0730
Incremental Day5, Week 1 at 0730

COLD - FULL   Week 1 Tape 1 of 2 and if needed tape 2 of 2 – at 1630
Not Required since full was just run.
Incremental Day6, Week 1 at 0730

Week2:
Incremental Day1, Week 2 at 0730
Incremental Day2, Week 2 at 0730
Incremental Day3, Week 2 at 0730
Incremental Day4, Week 2 at 0730
Incremental Day5, Week 2 at 0730

COLD - FULL   Week 2 Tape 1 of 2 and if needed tape 2 of 2 – at 1630
Not Required since full was just run.
Incremental Day6, Week 2 at 0730

Week 3:
Incremental Day1, Week 3 at 0730
Incremental Day2, Week 3 at 0730
Incremental Day3, Week 3 at 0730
Incremental Day4, Week 3 at 0730
Incremental Day5, Week 3 at 0730

COLD - FULL   Week 3 Tape 1 of 2 and if needed tape 2 of 2 – at 1630
Not Required since full was just run.
Incremental Day6, Week 3 at 0730

Week 4:


Incremental Day1, Week 4 at 0730
Incremental Day2, Week 4 at 0730
Incremental Day3, Week 4 at 0730
Incremental Day4, Week 4 at 0730
Incremental Day5, Week 4 at 0730

COLD - FULL   Week 4 Tape 1 of 2 and if needed tape 2 of 2 – at 1630
Not Required since full was just run.
Incremental Day6, Week 4 at 0730

ALL OTHER Servers Where Updates Occur 7 Days A Week And Operations Are 24x7

What is needed:


THIRTY TWO BACKUP TAPES


COLD BACKUP ONCE A MONTH


HOT BACKUPS 7 DAYS A WEEK

This section is designed to support servers where updates are occurring seven days a week, and the servers are operational 24x7.  A twenty-eight-day cycle is supported by 5 groups of tapes where four groups contain 7 tapes and the fifth group contains 4 tapes. 

A HOT backup is performed daily. This allows data to be saved on backup tapes for a minimum of twenty-eight days before reusing any HOT backup tapes.

 A COLD backup is recommended once a month.  The COLD FULL backup tapes need to be  cycled every other month.

Label Tapes According to the Following Matrix.


Label:
Label:
Label:
Label:
Label:
Label:
Label:

Group 1
Hot     Day1, Week 1
Hot     Day2, Week 1
Hot     Day3, Week 1
Hot     Day4, Week 1
Hot     Day5, Week 1
Hot     Day6, Week 1
Hot     Day7, Week 1

Group 2
Hot     Day1, Week 2
Hot     Day2, Week 2
Hot     Day3, Week 2
Hot     Day4, Week 2
Hot     Day5, Week 2
Hot     Day6, Week 2
Hot     Day7, Week 2

Group 3
Hot     Day1, Week 3
Hot     Day2, Week 3
Hot     Day3, Week 3
Hot     Day4, Week 3
Hot     Day5, Week 3
Hot     Day6, Week 3
Hot     Day7, Week 3

Group 4
Hot     Day1, Week 4
Hot     Day2, Week 4
Hot     Day3, Week 4
Hot     Day4, Week 4
Hot     Day5, Week 4
Hot     Day6, Week 4
Hot     Day7, Week 4

Group 5
COLD - FULL  -EVEN MONTH

Tape 1 of 2
COLD - FULL –EVEN MONTH 

Tape 2 of 2

COLD - FULL  - ODD MONTH

Tape 1 of 2
COLD - FULL - ODD MONTH

Tape 2 of 2



NSIPS RECOMMENDS THE FOLLOWING TIMES TO RUN YOUR BACKUPS


Monday
Tuesday
Wednesday
Thursday
Friday
Saturday
Sunday

Week 1:
Hot     Day1, Week 1 at 0730
Hot     Day2, Week 1 at 0730
Hot     Day3, Week 1 at 0730
Hot     Day4, Week 1 at 0730
Hot     Day5, Week 1 at 0730
Hot     Day6, Week 1 at 0730
Hot     Day7, Week 1 at 0730

Week2:
Hot     Day1, Week 2 at 0730
Hot     Day2, Week 2 at 0730
Hot     Day3, Week 2 at 0730
Hot     Day4, Week 2 at 0730
Hot     Day5, Week 2 at 0730
Hot     Day6, Week 2 at 0730
Hot     Day7, Week 2 at 0730

Week 3:
Hot     Day1, Week 3 at 0730
Hot     Day2, Week 3 at 0730
Hot     Day3, Week 3 at 0730
Hot     Day4, Week 3 at 0730
Hot     Day5, Week 3 at 0730
Hot     Day6, Week 3 at 0730
Hot     Day7, Week 3 at 0730

Week 4:


Hot     Day1, Week 4 at 0730
Hot     Day2, Week 4 at 0730
Hot     Day3, Week 4 at 0730
Hot     Day4, Week 4 at 0730
Hot     Day5, Week 4 at 0730
Hot     Day6, Week 4 at 0730
Hot     Day7, Week 4 at 0730 

COLD - FULL   EVEN MONTH Tape 1 of 2 and if needed tape 2 of 2 – at 2200

Summary

Backup procedures are important to perform daily.  Each daily tape needs to be properly labeled, securely stored, and kept for one week. It is important to refer to the proper backup procedures and matrix for the type of server located at the site in order to ensure backups are performed properly and within the correct time frame.  This allows for restoring the system back to the most current state if the recovery procedure is warranted.

It is recommended that a series of tapes is used and stored for one week to ensure recovery to the most current state can be performed.  Also, NSIPS recommends the tapes be discarded after one year’s use and replaced with new tape media.

NSIPS Recovery Operations

Purpose

This section focuses on the recovery procedures that are used to restore the system and database back to the current state.  This is used after a catastrophic incident compromised the integrity of either the database or any aspect of the NSIPS application.  There are two categories of recovery procedures, Windows NT and ARCserveIT.  Each corresponds to the type of backup procedures implemented.

NSIPS Windows NT Recovery Procedures

The Windows NT recovery process can be broken into four basic types:

1.
Windows NT System Disk Recovery

2.
Full Windows NT  Server/System Backup Restoration

3.
Windows NT Non-System Disk Recovery

4.
Database Recovery

These procedures are used only when a database failure has occurred.  The following procedures are used depending upon the type of recovery required.  

It is recommended a call be made to the Help Desk prior to starting any recovery operation.

Windows NT BACKUP SYSTEM DISK RECOVERY

The system disk restore is perhaps the most detailed restoration required.  This is due to the operating system being no longer available; hence, the tape device is disabled.   The System Disk recovery requires that the operating system be loaded and the tape device drivers installed before an actual restoration can take place.

This procedure should only be used on the SAME system from which the backup was taken.  In addition, this procedure works for a minimal hardware failure such as a hard disk failure.  

If the failure is not from the same machine that was used for the backup or it is not a minimal hardware failure, then the restoration should follow the Full Windows NT Server/System Backup Restoration Procedure as outlined later in this section.

The following outlines the steps to perform the Windows NT Backup System Disk Recovery Procedures.


Replace the system disk if disk has become defective.


Partition the disk as originally installed.  This varies depending upon the type of server.  For example, a typical very small server will have a six GB disk, partitioned into the system drive of 2 GB and the remaining 4 GB assigned to the D: drive.


Reload Windows NT from the Microsoft installation media. 


Do not accept the default WINNT directory.  Rather, install the operating system into WINNT2.


Do not try to connect the network at this time.


It is highly recommended that the NT Administrator create an emergency repair disk at this time.


Set the administrator password to blank.


Install the SCSI card if not auto-detected in the original load of NT.  


Depending upon the type of server that is being recovered, the SCSI card may vary.   The most common type of driver used in the field is the (Adaptec AHA-290x/291x/294x/394x/494x or AIC – 78xx PCI SCSI Controller NT4.0)


This procedure assumes that a certified Windows NT Administrator is doing the restoration.  


To install the tape device, go to Control Panel/SCSI Adapters/Drivers Add button.


To install the tape device, go to Control Panel/Tape Devices and choose Detect.  Tape Devices also differ depending upon the type of server; however, one of the most common devices is the HPC1533A 4mm DAT.


Insert the cold backup tape that the restoration is coming from into the tape device.


Go to the Administrative Tools and select Backup.


Select the Tape window and double-click on the left side, thereby requesting that the catalog be read.


Click the box in front of the C: window and click the Restore button.


A menu appears.  Allow the system to restore the entire contents of the selected system drive and restore it back to its original location. 


Select the restore registry and the restore grants options.  


It is not recommended that you choose the verify option as this will double the restore time.


For ease of use, change the log file destination to C:\Temp and name it NSIPS_RESTORE_C.log.


The system will flag you for “overwrite existing files” such as Autoexec.bat.  Select Yes To All.


Repeat the steps for remaining partitions (such as D:).


Reboot the system. The administrator account as well as all other user accounts will be restored.  


Log back into the system.  The restored registry and all applications will work as initially installed.


Delete the C:\WINNT2 directory, as it is no longer needed.


Perform ad-hoc testing such as logging into PeopleSoft in three-tier mode, verifying that the process monitor is running, and pulling up records within the NSIPS application.


Three-tier mode is established by using the PeopleSoft Login screen and selecting “Application Server” from the Connection Type pull-down menu.

FULL Windows NT BACKUP RESTORATION

A Full NT Backup Restore repairs any system where a cold backup had been done prior to the failure.  These restore procedures are used when the original system has had a major hardware failure such as the motherboard being replaced or when a totally different server is being used to replace the original.

The following steps outline the restoration procedure.


Follow the NSIPS Software Installation Procedures to create an entire NSIPS system.  These steps are located in the NSIPS Installation Guide for Servers (GA520041).


After the NSIPS system has been reinstalled, the Site Administrator needs to stop the database and application service.  Go to the Control Panel/Services and stop the PSAppServStartNVY1, ProcessSchedulerNVY1, OracleStartNVY1, OracleServiceNVY1, and OracleTNSListener.


Insert the restoration tape in the drive and read the catalog.


Select ONLY the following to recover:


ALL ORADATA directories (there may exist more than one Oradata directory on different drives.)


THE ORABASE directory.


THE pt7/PSBATCH directory.


After selecting the three directories by placing a check mark in the box, press the Restore button.


After the restoration box appears, simply click ONLY the Restore Grants Option.  


This sets the privileges as they were originally installed. 


Send and rename the log file to the C:\TEMP\RESTORE_DATABASE.LOG.


Click OK.


Reboot the server.


From a client machine, perform ad-hoc testing such as logging into PeopleSoft in three-tier mode, verifying that the process monitor is running, and pulling up records within the NSIPS application.


Three-tier mode is established by using the PeopleSoft Login screen and selecting “Application Server” from the Connection Type pull-down menu.


Recreate any Windows NT user accounts that may need to be added for the specific site. 


Be sure an OPER account is created so off-hour backup can be performed.  


Add the OPER account to the ORA_DBA_NVY1 group to allow for Operating System (OS) authentication for the ORACLE database.

Windows NT BACKUP NON-SYSTEM DISK RECOVERY

When a non-system disk (a physical disk that does not contain the operating system) has become defective, the recovery process is very straightforward.  The following steps detail what needs to be done.


Replace the non-system disk if the disk has become defective.


Verify or change the drive letters to those originally deployed on the server.  


An example might be if the Compact Disk Read-Only Memory (CD-ROM) drive has been assigned a letter of "D" and the non-system disk has been assigned "E," then these letters need to be exchanged.


The Administrative Tools/Disk Administrator feature is used to perform this procedure.


Insert the backup tape, initiate the Windows NT Backup Utility, and allow the tape catalog to be read.


Check the top box in front of the drive volume that needs to be restored and press the Restore button.


Do NOT check the Restore Registry.  


Do check the Restore Privileges Option.  


It is not recommended that you choose the Verify Option, as it will increase your recovery time by a factor of two.


Click OK.


Once the non-system disk backup is completed, you will need to replace all other /ORADATA directories on the other drives. 


 Using Explorer, look for other drives and note any drive that contains an ORADATA directory.  Once you have these drives, you will want to restore from tape those other ORADATA directories.  (Repeat this step selecting the additional ORADATA directories.)


The reason for this is that all ORADATA directories from all drives must be in sync.  


As an example, your D: drive was replaced.  You exchanged the D: drive and restored the D: drive data from tape.  Now, while using Explorer, you notice that there exists an ORADATA directory on the C: drive.  You will need to go to the Windows NT Backup Utility and restore the C:\ORADATA directory.  This will allow the D:\ORADATA directory and the C:\ORADATA directories that make up the database files to be in sync.  


Reboot the server.


Perform ad-hoc testing such as logging into PeopleSoft in three-tier mode, verifying that the process monitor is running, and pulling up records within the NSIPS application to ensure the recovery performed properly.


Three-tier mode is established by using the PeopleSoft Login screen and selecting “Application Server” from the Connection Type pull-down menu.

Windows NT BACKUP DATABASE RECOVERY

For a system where the database needs to be recovered, such as in the event a data file was inadvertently deleted, it is quite possible to restore the database back to its current state.  If the entire database, that is, all data files and accompanying control files, need restoration, then the database can be restored from the backup tape back to the point of the last cold backup. 

It is highly recommended that a call to the Help Desk be placed to help decide the best solution for the database restoration.  The following procedures cover restoration of a database in its entirety from a cold backup tape.


Load the backup tapes and allow the tape catalog to be read by the Windows NT Backup Utility (Start/Programs/Administrative Tools/Backup).


Navigate to the tape catalog and select ALL ORADATA directories and the ORABASE directory.


Restore the directories to the appropriate drives.  


Check the restore grants option.  


Do not check the restore registry.  


It is recommended that you do not choose the verify option as it will increase your recovery time by a factor of two.


Reboot the system.


From a client machine, perform ad-hoc testing such as logging into PeopleSoft in three-tier mode, verifying that the process monitor is running, and pulling up records within the NSIPS application.


Three-tier mode is established by using the PeopleSoft Login screen and selecting “Application Server” from the Connection Type pull-down menu.

ARCserveIT Hot Backup Restore Procedures

These restoration procedures are used only for All-NSIPS, Regional, Large, and Area servers using the backup software ARCserveIT.  This restoration assumes that a hot backup has been successfully accomplished and the backup media are available.  Realize that many different types of failures could occur; therefore, these procedures are written to assist the administrator in deciding the best course of action for the most common types of failures.  

For the All-NSIPS machine only, in any event of a NODE failure, the fail-safe database will automatically “roll-over” to keep the system running.  Immediately place a call to the Help Desk to allow for the recreation of the fail-safe database to be reconstructed.  Where database recovery is needed, these procedures still apply.

Control File Deletion

If a server has lost a control file, then a simple solution is to recreate the file from one of the other Control Files. 

1.
Stop all Oracle and PeopleSoft Services (Start/Settings/Control Panel/Services and Stop: OracleServiceNVY1, OracleStartNVY1, OracleTNSListener, ProcessSchedulerNVY1, and PSAppServeStartNVY1).

2.
From the Oracle initialization file, we can determine what the Control Files are named and the paths where they must reside.


There should be at least two "\Oradata\NVY1" directories on your system.  Both of these directories must contain identical control files except that the names are slightly changed, that is, control1.ctl, control2.ctl, and control3.ctl.


First, find the paths and names of the control files.  Navigate and open the file x:\Orabase\admin\nvy1\pfile\INITNVY1.ORA.  Inside the text file you will find a line similar to control files = (c:\oradata\nvy1\control1.ctl, e:\oradata\nvy1\control2.ctl, e:\oradata\nvy1\control3.ctl).


Once you have determined where the control files are located and what the control files are named, simply COPY and RENAME one of the control files to the one that is missing XE "missing" .  For example: Say that we have three control files located as C:\oradata\nvy1\control1.ctl, E:\oradata\nvy1\control2.ctl, and E:\oradata\nvy1\control3.ctl.  Let’s say that we lost the two files from the E: drive.  Then simply copy and rename the existing C:\oradata\nvy1\control1.ctl as E:\oradata\nvy1\control2.ctl and E:\oradata\nvy1\control3.ctl.

3.
Follow the procedures to Start the NSIPS Application.

4.
From a client machine, perform ad-hoc testing from within the PeopleSoft application.

Data File Deletion

A datafile deletion or possible corruption can occur in rare circumstances.  The following procedures allow for ARCserveIT to recapture the lost datafile and update it using the archive logs.

1.
Stop all Oracle and PeopleSoft Services (Start/Settings/Control Panel/Services and Stop: OracleServiceNVY1, OracleStartNVY1, OracleTNSListener, ProcessSchedulerNVY1, and PSAppServeStartNVY1).

2.
Insert the last known successful backup into the tape drive.

3.
Open ARCserveIT Manager (Start/Programs/ARCserveIT for Windows NT/ARCserveIT Manager).

4.
Select the Classic Quick Access tab.

5.
Select the Source tab.

6.
Select the Restore by Session option from the pull-down list.

7.
Double-click the tape that has the last known successful backup.  We need to make a distinction between HOT and COLD backup tapes.


If you are using a HOT backup tape, you will see the tablespaces displayed as \\hostname\dbaora7@nvy1\tablespace name.

· Select by clicking in the little green box in front of the tablespace name that corresponds to the data file that is missing XE "missing" . 

· For example, say we lost data file BNLARGE01.DBF.  On ARCserveIT session listing we see \\hostname\dbaora7@nvy1\BNLARGE.  Selecting the box in front selects just this session for restoration.


If you are using a COLD backup, simply navigate the drive sessions to the correct drive and double-click until the file that you need is displayed.  Selecting the little green box in front of that file selects just that file for restoration.

8.
Select Restore from the Taskbar.

9.
Select Options from the pull-down menu.

10.
Select Destination tab.

11.
Select the radio button Create Entire Path from the Root.

12.
Select the radio button Overwrite All Files.

13.
Select the Operation tab.

14.
Select the radio box Restore and Preserve Directory Attributes and Security Information.

15.
Select the Log tab.

16.
Select Log All Activity.

17.
Select the radio box Restore files to their original location

18.
Select the Schedule tab and select the Run Now radio button.

19.
Select the Restore option from the Taskbar.

20.
Select the Run/Schedule option from the pull-down menu.

21.
Enter the Administrator’s password in the Security box and click OK.

22.
Click OK in the Session User Name and Password window.

23.
Verify that the Summary window is correct and click the OK button.

24.
The job will be scheduled and run.

25.
Exit ARCserveIT manager.

26.
You are now ready to restore the Oracle database. 

27.
Start ONLY the OracleServiceNVY1 and the OracleTNSListener services (Start/Settings/Control Panel/Services and Start: OracleServiceNVY1, OracleTNSListener).

28.
Verify that your login account is included in the ORA_NVY1_DBA group (Start/Programs/Administrative Tools/User Manager).  Add your login account if necessary.

29.
Open a command prompt (Start/Programs/Command Prompt).

30.
Type SVRMGR23.

31.
Type connect internal.  The server manager should respond with “connected.”

32.
Type at the prompt SVRMGR> Startup pfile=x:\orabase\admin\nvy1\ pfile\initnvy1.ora MOUNT.

33.
Type at the prompt SVRMGR> recover.

34.
You will be prompted with the log files that need to be applied.  Press <Enter> until all archive files are applied.  For example:


SVRMGR> recover


ORA-00279: Change 6579 generated at 09/10/99 09:58:35 needed for thread 1


ORA-00289: Suggestion : e:\oradata\nvy1\arch\arc00013.arc


ORA-00280: Change 6579 for thread 1 is in sequence #13


Specify log: <RET>=suggested | filename | AUTO | CANCEL


Log applied. 

35.
You will continue pressing <Enter> until you see the message “Media Recovery Complete.”

36.
At the prompt SVRMGR> type ALTER DATABASE OPEN;

37.
The database should now be recovered.  Perform a reboot and test PeopleSoft.

Disk Failure

In the event of a disk failure that included any drive except the system drive, your HOT or COLD backups can be used to restore your data.  Since we have excluded the system drive for this type of recovery, your operating system and registry will contain all necessary dynamic link libraries, drivers, and appropriate registry settings.  

If your system supports a Redundant Array of Independent Disk (RAID) configuration and the drive you lost is on the RAID, disregard these procedures and rebuild your drive using the RAID utilities.  RAID is designed to support a disk failure and will rebuild your data from the existing drives.

1.
Assuming that the ARCserveIT directory was lost, then reload ARCserveIT and the Backup Agent.  If ARCserveIT directory is still available, skip down in this procedure to step 50 “You are now ready to restore the drive that has been lost.”

2.
Insert the tape with the last successful backup of the system.

3.
Open ARCserveIT Manager (Start/Programs/ARCserveIT for Windows NT/ARCserveIT Manager).

4.
Select tab Classic Quick Access.

5.
Select the Scan button.  (The next few steps will read the tape to allow for re-creation of the ARCserveIT database.  Since the system lost all data including the tape library, we need to read the tape and then select the correct session for restoration of the ARCserveIT database.)

6.
Highlight the tape inserted above.  (You may have to double-click Group 0 to display tape name.)

7.
PUT A CHECK IN THE All Sess.  RADIO BOX   

8.
Select the Scan option from the Taskbar.

9.
Select Options from the pull-down menu.

10.
Select the Log tab.

11.
Select the Log All Activity radio button.

12.
Select the OK button.

13.
Select the Schedule tab.

14.
Select the Run Now radio button.

15.
Select Scan from the Taskbar.

16.
Choose Run/Schedule option from the pull-down menu.

17.
Click OK from the summary window.

18.
The ARCserveIT – [Job Status ] window appears and the job should be ready to run.

19.
Once the job is completed, select the Job Log tab (located on bottom of the screen).

20.
Scroll to the bottom of the file and look for the last session that is displayed.  Verify that the session contains the ARCserveIT\Database directory.  Note and record the session number displayed directly above the listing.

21.
Select Manager from the status bar in the ARCserveIT - [Job Status] window.

22.
Select the Restore option from the pull-down menu.

23.
Select the Source tab.

24.
Select the Restore by Backup Media option from the pull-down box.

25.
Highlight the tape that contains the backup.

26.
From the Session box, insert the ARCserveIT Database session number as found in step 20.

27.
Select the Restore option from the Taskbar.

28.
Select Options from the pull-down menu.

29.
Select the Destination tab.

30.
Select the Overwrite All Files radio button.

31.
Select the Log tab and select Log All Activity radio button.  Select OK.

32.
Select the Destination tab from the ARCserveIT – [Restore] window.

33.
Double-click My Computer.

34.
Double-click the C drive or substitute the correct drive letter where ARCserveIT directory exists.

35.
Double-click the ARCserveIT directory.

36.
Double-click the Database directory.  This should have populated the destination window with C:\ARCserveIT\Database.  (If ARCserve\Database directory does not exist on  the C drive, select the appropriate drive.)

37.
Select the Schedule tab.

38.
Select the Run Now radio button.

39.
Select the File option from the Taskbar.

40.
Select Database Engine from the pull-down menu.

41.
Select Stop Engine from the pull-down menu.  

42.
The ARCserveIT window appears with the message “Do you wish to stop ARCserveIT Database window?”  Select OK.

43.
Select the Restore option from the Taskbar.

44.
Select the Run/Schedule option from the pull-down menu.

45.
Insert the Administrator’s account with password on the Security Window.

46.
Select the OK button from the Session Password window.  

47.
Select OK from the Summary window.

48.
The ARCserveIT [Job Status] window will appear and your job should start to run.

49.
After the job has run, verify that the job was successful by highlighting the job from the Job Queue tab, selecting the Job Log tab at bottom of the window, scrolling to the bottom of the file, and verifying that the message “Restore Operation Successful” appears.  Leave ARCserveIT – [Job Status] window open.

50.
You are now ready to restore the drive that has been lost. 

51.
On the ARCserveIT – [Job Status] window select the Manager option from the Taskbar.

52.
Select the Restore option.

53.
From the ARCserveIT – [Restore] window select the File option from the Taskbar.

54.
Select Database Engine from the pull-down menu.

55.
Select Start Engine from the pull-down menu.

56.
Click the Source tab.

57.
Select Restore By Session from the pull-down list.

58.
Double-click the correct tape to display the sessions.

59.
Click the little green box in front of the Session that corresponds to the drive you need to restore.

60.
If the drive lost does contain data files, that is, an ORADATA directory, are you restoring from a HOT or COLD backup?  


If you see sessions that have been saved as \\hostname\dbaora7@NVY1\ tablespace name and you need to restore Oracle database files, then you are about to restore from a HOT backup.  Simply click the little boxes in front of the sessions that are marked with the \\host name\dbaora7@NVY1\tablespace.  In addition, you should see a session marked with the drive letter that corresponds to the drive.  Select this drive for restoration as well.  You should be selecting approximately 30 sessions.  DO NOT RESTORE THE REGISTRY.


IF YOU ARE RESTORING FROM A COLD BACKUP, then navigate to the D, E, F… drives and select the green box for that drive.  Again, we do not want to restore the operating system, the registry, etc.  We ONLY want to restore the files on the drive that failed.

61.
Click the Destination tab.

62.
Check the box Restore files to their Original Location.

63.
Click on Restore from the Taskbar.

64.
Click on Options from the pull-down menu.

65.
Click on the Destination tab.

66.
Select the radio button Create Entire Path from the Base.

67.
Select the radio button Overwrite All Files.

68.
Select the Operation tab.

69.
Select the Restore and Preserve Directory Attributes and Security Information.

70.
DO NOT select the Restore Registry Files.

71.
Select the radio button Record Job Information Only.

72.
Select the Log tab.

73.
Select the radio button Log All Activity.

74.
Select the OK button.

75.
Click the Schedule tab.

76.
Click in the radio button Run Now.

77.
Click the Restore option from the Taskbar.

78.
Choose the Run/Schedule option.

79.
Enter the administrator and password in the security box and click OK.

80.
Select OK from the Session User Name and Password.  (This should not require a username or password.)

81.
Verify the data in the Summary Window and click OK.

82.
From the ARCserve IT – [Job Status] window select the tab Job Queue.

83.
Verify that the the job is running and is successful when finished.

84.
IF YOU RESTORED FROM A COLD BACKUP AS DETERMINED ABOVE, skip the remaining steps, reboot, and perform ad-hoc testing on your database from within PeopleSoft.  Otherwise, for all HOT backup restorations continue with the remaining steps.

85.
Copy and rename the \DBAORA\CONTROL.NVY1 to \oradata\nvy1\ Control1.ctl, Control2.ctl, and Control3.ctl.  (Follow the bulleted items to accomplish this step.)


An explanation may help: You should have at least two \Oradata\NVY1 directories on your system.  Both of these directories must contain identical control files except that the names are slightly changed, that is, control1.ctl, control2.ctl, and control3.ctl.  ARCserve has restored a single backup copy of this control file as \DBAORA\ control.nvy1 that will need to be copied and renamed.


First, find the paths and names of the control files.  Navigate and open the file x:\Orabase\admin\nvy1\pfile\INITNVY1.ORA.  Inside the text file you will find a line similar to control_files = (c:\oradata\nvy1\control1.ctl, e:\oradata\nvy1\ control2.ctl, e:\oradata\nvy1\control3.ctl).


After you have determined what the path and names of the control files are, you will need to COPY AND RENAME the \DBAORA\Control.nvy1 file to the paths as found in the Oracle initialization file, initnvy1.ora.  Also, you may see the controlx.ctl files already in oradata\nvy1 directories that were not restored.  Delete these and recreate them via the copy and rename.

86.
Navigate to Start/Settings/Control Panel/Services and start JUST the OracleTNSListener and OracleSERVICEnvy1 services.

87.
Open an Explorer window, navigate to the x:\oradata\nvy1\ARCH directory, and write down the last archive file name found in the directory.  (Remember, there are more than one Oradata directories; find the one with the ARCH subdirectory.)


In other words, when you find the ORADATA\NVY1\ARCH directory, you should see several archive log files such as Arc00004.arc, Arc0005.arc, Arc0006.arc….Note the Arc0006.arc as it is the last archive file to be generated.  You can also look at the time stamp and verify that it is the newest one.

88.
Open a command prompt (Start/Programs/Command Prompt).

89.
Type SVRMGR23.

90.
Type connect internal.  The server manager should respond with connected.  (If the database requests a password, add your login account to the ORA_NVY1_DBA group and attempt this step again.)

91.
Type at the prompt, SVRMGR> Startup pfile=x:\orabase\admin\nvy1\pfile\ initnvy1.ora MOUNT.

92.
Type at the prompt SVRMGR>recover database using backup control file until cancel and press <Enter>.

You will see the following messages on the screen with appropriate dates inserted:


SVRMGR> recover database using backup control file until cancel;


ORA-00279: Change 6579 generated at 09/10/99 09:58:35 needed for thread 1


ORA-00289: Suggestion: e:\oradata\nvy1\arch\arc00013.arc


ORA-00280: Change 6579 for thread 1 is in sequence #13


Specify log: <RET>=suggested | filename | AUTO | CANCEL


Log applied. 


ORA-00279: Change 6624 generated at 09/10/99 10:27:13 needed for thread 1


ORA-00289: Suggestion: e:\oradata\nvy1\arch\arc00014.arc


ORA-00280: Change 6624 for thread 1 is in sequence #14


ORA-00278: Logfile 'e:\oradata\arch\arc00013.arc' no longer needed for this recovery


Specify log: <RET>=suggested | filename | AUTO | CANCEL

93.
You will again press <Enter> until you see the message "ORA-00278: Logfile 'e:\oradata\nvy1\arch\arc00013.arc' no longer needed for this recovery," where the logfile arc00013.arc is equal to the last file in your x:/oradata/nvy1/ARCH directory as written down from the steps above.

94.
When you have applied all the archive logs that you have, type CANCEL and hit <Enter>.  You should get a message “Media recovery cancelled.”

95.
At the prompt SVRMGR> type ALTER DATABASE OPEN RESETLOGS;

96.
The database should now be recovered.  Perform a reboot and test PeopleSoft.

97.
PERFORM A FULL BACKUP IMMEDIATELY.  Either a HOT or COLD is acceptable for Oracle.  (NOTE: Since reset logs on recovery were used, the older backups will no longer be useful.)

Total Catastrophic Failure – ARCserveIT Recovery 

In the event of catastrophic failure (that is, the operating system and all data are lost), the following procedure should be followed.  A recovery of this type is possible if the installation is lost to fire or flood or to a major hardware failure such as the RAID controller failing.

1.
Repair or replace server.

2.
Load the operating system from NSIPS delivered media.  Partition all drives as originally configured.

3.
Configure any of the external devices such as a tape changer or SCSI card that may not have been auto-detected.

4.
Load the NSIPS installation media as delivered to the site.  NOTE:  INSTALL THE NSIPS DATABASE TO THE DRIVE(s) THAT WAS (WERE) ORIGINALLY USED.  

5.
Stop all Oracle and PeopleSoft Services (Start/Settings/Control Panel/Services and Stop: OracleServiceNVY1, OracleStartNVY1, OracleTNSListener, ProcessSchedulerNVY1, and PSAppServeStartNVY1).

6.
Delete any x:\ORADATA directories.  (The directories will be replaced when the restore occurs.)

7.
Reload ARCserveIT and the Backup Agent as outlined in this document from the installation media.

8.
Insert the tape with the last successful backup of the system.

9.
Open ARCserveIT Manager (Start/Programs/ARCserveIT for Windows NT/ARCserveIT Manager).

10.
Select the Classic Quick Access tab.

11.
Select the Scan button.  (The next few steps will read the tape to allow for re-creation of the ARCserveIT database.  Since the system lost all data including the tape library, we need to read the tape and then select the correct session for restoration of the ARCserveIT database.)

12.
Highlight the tape inserted above.  (You may have to double-click Group 0 to display tape name.)

13.
PUT A CHECK IN THE All Sess. RADIO BOX   

14.
Select the Scan option from the Taskbar.

15.
Select Options from the pull-down menu.

16.
Select the Log tab.

17.
Select the Log All Activity radio button.

18.
Select the OK button.

19.
Select the Schedule tab.

20.
Select the Run Now radio button.

21.
Select Scan from the Taskbar.

22.
Choose Run/Schedule option from the pull-down menu.

23.
Click OK from the summary window.

24.
The ARCserveIT – [Job Status ] window appears, and the job should be ready to run.

25.
Once the job is completed, select the Job Log tab (located on bottom of the screen).

26.
Scroll to the bottom of the file and look for the last session that is displayed.  Verify that the session contains the ARCserveIT\Database directory.  Note and record the session number displayed directly above the listing.

27.
Select Manager from the status bar in the ARCserveIT - [Job Status] window.

28.
Select the Restore option from the pull-down menu.

29.
Select the Source tab.

30.
Select the Restore by Backup Media option from the pull-down box.

31.
Highlight the tape that contains the backup.

32.
From the Session box, insert the ARCserveIT Database session number as found in step 26.

33.
Select the Restore option from the Taskbar.

34.
Select Options from the pull-down menu.

35.
Select the Destination tab.

36.
Select the Overwrite All Files radio button.

37.
Select the Log Tab and select Log All Activity radio button.  Select OK.

38.
Select the Destination Tab from the ARCserveIT – [Restore] window.

39.
Double-click My Computer.

40.
Double-click the C drive.

41.
Double-click the ARCserveIT directory.

42.
Double-click the Database directory.  This should have populated the destination window with C:\ARCserveIT\Database. (If ARCserve\Database directory does not exist on  the C drive, select the appropriate drive.)

43.
Select the Schedule tab.

44.
Select the Run Now radio button.

45.
Select the File option from the Taskbar.

46.
Select Database Engine from the pull-down menu.

47.
Select Stop Engine from the pull-down menu.  

48.
The ARCserveIT window appears with the message “Do you wish to stop ARCserveIT Database window?”  Select OK.

49.
Select the Restore option from the Taskbar.

50.
Select the Run/Schedule option from the pull-down menu.

51.
Insert the Administrator’s account with password on the Security Window.

52.
Select the OK button from the Session Password window.  

53.
Select OK from the Summary window.

54.
The ARCserveIT [Job Status] window will appear, and your job should start to run.

55.
After the job has run, verify that the job was successful by highlighting the job from the Job Queue tab, selecting the Job Log tab at bottom of window, scrolling to the bottom of the file, and verifying that the message “Restore Operation Successful” appears.

56.
You are now ready to restore the Oracle database.  Do not close the ARCserveIT – [Job Status] window. 

57.
You need to stop the database.  Simply select the Start/Settings/Control Panel/Services menu from your desktop.

58.
In the Services window scroll down to the Oracle Agent, highlight it, and select the Stop button.  Repeat this step for OracleServiceNVY1, OracleStartNVY1, and OracleTNSListener.

59.
Press Close from the Services window and File/Close from the Control Panel window.

60.
Back on the ARCserveIT – [Job Status] window select the Manager option from the Taskbar.

61.
Select the Restore Option.

62.
From the ARCserveIT – [Restore] window select the File option from the Taskbar.

63.
Select Database Engine from the pull-down menu.

64.
Select Start Engine from the pull-down menu.

65.
Click the Source tab.

66.
Select Restore By Session from the pull-down list.

67.
Double-click the correct tape to display the sessions.

68.
You need to determine if this is a HOT or COLD backup restoration.  If you see sessions that have been saved from \\hostname\dbaora7@NVY1\tablespace name, then you are restoring from a hot backup.  Simply click the little boxes in front of the sessions that are marked with the \\hostname\dbaora7@NVY1\tablespace.  NOTE: ONLY select the tablespaces.  Do not select the C, D, E… drives as we do not want to restore the operating system, the registry, etc. We ONLY want to restore the datafiles.  You should be selecting approximately 29 sessions. 


IF YOU ARE RESTORING FROM A COLD BACKUP, then navigate to the C, D, E,… drives and only select the ORADATA directories.  Again, we do not want to restore the operating system, the registry, etc.  We ONLY want to restore the datafiles.

69.
Click the Destination tab.

70.
Check the Restore files to their Original Location box.

71.
Click on Restore from the Taskbar.

72.
Click on Options from the pull-down menu.

73.
Click on the Destination tab.

74.
Select the radio button Create Entire Path from the Base.

75.
Select the radio button Overwrite All Files.

76.
Select the Operation tab.

77.
Select the Restore and Preserve Directory Attributes and Security Information.

78.
DO NOT select the Restore Registry Files.  

79.
Select the radio button Record Job Information Only.

80.
Select the Log tab.

81.
Select the radio button Log All Activity.

82.
Select the OK button.

83.
Click the Schedule tab.

84.
Click the radio button Run Now.

85.
Click the Restore option from the Taskbar.

86.
Choose the Run/Schedule option.

87.
Enter the administrator and password in the security box and click OK.

88.
Select OK from the Session User Name and Password.  (This should not require a username or password.)

89.
Verify the data in the Summary Window and click OK.

90.
From the ARCserve IT – [Job Status] window select the Job Queue tab.

91.
Verify that the job is running and is successful when finished.

92.
IF YOU RESTORED FROM A COLD BACKUP AS DETERMINED ABOVE, skip the remaining steps, reboot, and perform ad-hoc testing on your database from within PeopleSoft.  Otherwise, for all HOT backup restorations continue with the remaining steps.

93.
Copy and rename the \DBAORA\CONTROL.NVY1 to y:z:\oradata\nvy1\Control1.ctl, Control2.ctl, and Control3.ctl.  (Follow the bulleted items to accomplish this step.)


An explanation may help: You should have at least two \Oradata\NVY1 directories on your system.  Both of these directories must contain identical control files except that the names are slightly changed, that is, control1.ctl, control2.ctl, and control3.ctl.  ARCserve has restored a single backup copy of this control file as \DBAORA\control.nvy1 which will need to be copied and renamed.  


First, find the paths and names of the control files.  Navigate and open the file x:\Orabase\admin\nvy1\pfile\INITNVY1.ORA.  Inside the text file you will find a line similar to control_files = (c:\oradata\nvy1\control1.ctl, e:\oradata\nvy1\control2.ctl, e:\oradata\nvy1\control3.ctl).


After you have determined what the path and names of the control files are, you will need to COPY AND RENAME the \DBAORA\Control.nvy1 file to the path’s as found in the oracle initialization file, initnvy1.ora.  Also, you may see the controlx.ctl files already there, delete these and recreate them via the copy and rename.

94.
Navigate to Start/Settings/Control Panel/Services and start JUST the OracleTNSListener and OracleSERVICEnvy1 services.

95.
Open up an Explorer window, navigate to the x:\oradata\nvy1\ARCH directory, and write down the last archive file name found in the directory.  (Remember, there is more than one Oradata directory; find the one with the ARCH subdirectory.)


In other words, when you find the ORADATA\NVY1\ARCH directory, you should see several archive log files such as Arc00004.arc, Arc0005.arc, Arc0006.arc.  Note the Arc0006.arc as it is the last archive file to be generated.  You can also look at the time stamp and verify that it is the newest one.

96.
Open a command prompt (Start/Programs/Command Prompt).

97.
Type SVRMGR23.

98.
Type connect internal.  The server manager should respond with connected.  (If the database requests a password, add your login account to the ORA_NVY1_DBA group and attempt this step again.)

99.
Type at the prompt, SVRMGR> Startup pfile=x:\orabase\admin\nvy1\pfile\initnvy1.ora MOUNT.

100.
Type at the prompt, SVRMGR> recover database using backup control file until cancel and press <Enter>.  The following messages will appear with the appropriate dates and times inserted.


SVRMGR> recover database using backup control file until cancel;


ORA-00279: Change 6579 generated at 09/10/99 09:58:35 needed for thread 1


ORA-00289: Suggestion: e:\oradata\nvy1\arch\arc00013.arc


ORA-00280: Change 6579 for thread 1 is in sequence #13


Specify log: <RET>=suggested | filename | AUTO | CANCEL


Log applied. 


ORA-00279: Change 6624 generated at 09/10/99 10:27:13 needed for thread 1


ORA-00289: Suggestion: e:\oradata\nvy1\arch\arc00014.arc


ORA-00280: Change 6624 for thread 1 is in sequence #14


ORA-00278: Logfile 'e:\oradata\nvy1\arch\arc00013.arc' no longer needed for this recovery


Specify log: <RET>=suggested | filename | AUTO | CANCEL

101.
You will again press <Enter> until you see the message "ORA-00278: Logfile 'e:\oradata\nvy1\arch\arc00013.arc' no longer needed for this recovery" where the logfile arc00013.arc is equal to the last file in your x:/oradata/nvy1/ARCH directory as written down from the steps above.

102.
When you have applied all the archive logs that you have, type CANCEL and press <Enter>.  You should get a message “Media recovery cancelled.”

103.
At the prompt SVRMGR> type ALTER DATABASE OPEN RESETLOGS;

104.
The database should now be recovered.  Perform a reboot and test PeopleSoft.

105.
PERFORM A FULL BACKUP IMMEDIATELY.  Either a HOT or COLD is acceptable for Oracle.  (NOTE: Since the reset logs on recovery option was used, the older backups will no longer be useful.)

Power Outage/Restoration

Power Outage

The following chart details what to do in case of a power outage.

If hardware is supported by

SMART UPS
UPS
SURGE PROTECTOR

1.
DO NOT shut down.

2.
Allow Smart UPS to step through its orderly shut down process.
1.
Immediately close all open applications.

2.
Shut down Windows NT operating system.

3.
Turn power switch off on the UPS box.
1.
Follow the Hardware Manufacturer’s Procedures.

Power Restoration

Once stable power is restored, if hardware is supported by

SMART UPS
UPS
SURGE PROTECTOR

1.
Start system as normal.
1.
Turn power switch on at the UPS box.

2.
Start system as normal.
1.
Plug in surge protector to the power source.

2.
Turn on power at the surge protector switch.

3.
Turn on power switch for each hardware item as required.

If the above restoration steps are not successful, verify that power to the system has been restored, i.e., see if the system is supported by a separate circuit.

Summary

Recovery procedures are extremely important in order to get NSIPS up and running efficiently.  Care is needed in following the steps exactly in the order they appear.  Be sure to contact the Help Desk prior to performing any recovery procedures.

System Error Analysis

Purpose

This section details the types of errors that can occur, how to troubleshoot for system errors, and the various logs established to assist in system error analysis.

System Errors

Any type of detectable change that occurs in a system is referred to as an event.  A process running on the system detects the events/changes.  This process reports or logs the details of the events.  Logging events is considered necessary in a multi-user environment.  When more than one user may access a single system, a record of which user performed which function is captured.  This vital information is used to record errors or security violations.  It aids in troubleshoot the various problems that can occur.

Capturing system errors are done through a series of system generated logs.  The key ones used by the Site Administrator to monitor the integrity of the system are the following.


Event Logs


Security Logs


Application Logs


System Logs

Each of these assist in troubleshooting problem areas, tracking resources, and identifying areas that jeopardize the integrity of the system.

Event Log

The best source of information for determining whether a system or a network is experiencing problems is the Event Log.  The Event Log provides information to troubleshoot problems, monitor security violations, and track resources.  The following list details the items identified in an Event Log.


Critical events such as a disk drive or swap file filling to capacity is recorded in an Event Log.


Less serious events such as the failure of a driver to load are also logged.


Informational events, such as a user logging on or a change in the configuration of an application, can also be recorded in an Event Log.


To resolve such problems, viewing the Event Log may lead you in the right direction to solve the problem.


An Event Log contains important information on the capacity and usage of system resources.


Any type of system event that changes over time can be captured and recorded.  These events include users logging on and off, the duration of a specific application, the amount of available disk space, and print spooler activity.


It is only practical to track resources that change infrequently.

Security Logs

It is very important to track events of a security nature on a computer system.  Despite all of our efforts, it is impossible to guarantee that any computer system is 100 percent secure.  There will always be security flaws that can be exploited. 

The Security Log is used for storing events of all security-related occurrences on a local system.  Such events occur primarily due to local or remote user activity.  It can also be generated by the operating system itself.

Reviewing Security Logs for sign on problems or potential problems is commonly referred to as auditing.  Auditing is the policy and procedure of recording pre-selected events and the use of the recorded events to discover and resolve security problems in the system.  The auditing policy is controlled by the Site Administrator, who determines which events are to be recorded and logged.

The following lists the features of the Security Log.


The events that are actually recorded are pre-selected by the current auditing policy, which is determined by the Site Administrator.


The Security Log is the central repository for security auditing records and may also be referred to as an Audit Log.


Most of the events you will see in the Security Log are reported by the operating system as it monitors the activity of the system users and peripheral devices.


Each event reported is an indication that a specific security event was detected.


Most security events are an indication that an attempt to perform a specific operation or to access a specific resource has occurred.


Each event is tagged with an icon indicating whether the operation or access attempt was a success or a failure.


Although most reports present in the Security Log are generated by the operating system, other processes may report events to the log.

Processes that control the Security Log are commonly part of one or more third-party software packages installed on the system.  These are used to enhance the security of the operating system.  Constant review of this log is critical to ensure the integrity of the system and NSIPS application.

Application Logs

The Application Log is the catch all log for event reports not involving security auditing and system component event recording.  The Application Log can be used for auditing the operation of a process but is more commonly used to report diagnostic messages for troubleshooting purposes.  

All processes running under NT have permission to log events to the Application Log.  The Application Log records internal errors that occur during the execution of an application such as failing to allocate memory, inability to access a system object, or aborting the transfer of a file.

Not many applications actually use the Event Log.  Therefore, it is not uncommon for the Application Log on your system to only contain a few different events that are repeated each time that you boot your system.

System Logs

The System Log contains events generated by system components such as drivers and services.  When a component experiences a problem, it will report the event to the event logging service; and it will be recorded in the System Log.  

All processes running under NT have permission to log events in the System Log.  The System Log is primarily used to store diagnostic messages which will be used by the Site Administrator to troubleshoot abnormal conditions present in the system or to find problems that have gone unnoticed by the user.  

The System Log also records informational events that do not indicate a problem.

Log Analysis

Navigation

In order to use the logs you must have a way to view the information captured by the system in the logs.  The tool used to view this information is called the Event Viewer.  Navigating to this tool is simple:

Select Start from the Taskbar.

Select Programs. 

Select Administrative Tools.

Select Event Viewer.

The following describes the fields that appear on each log.  Each log contains the same fields.

[image: image296.wmf]
Date:  This field contains the date the event took place.  It also contains an icon that indicates what type of event took place.  Specifics about each icon are described below.

Time:  This field records the time the event took place.

Source:  This field contains a label used to identify the application or driver that reported the event.

Category:  This field contains the high-level logical group that classifies the event.  There are seven common categories used in the Event Log to identify the type of record information.  These are as follows:


System Event


Logon/Logoff


Object Access


Privilege Use


Detailed Tracking


Policy Change


Account Management

Event:  This field contains a numerical number based on the category of the event.

User:  This field contains the identity of the user account that is associated with the event.

Computer: This field contains the identification of the computer that reported the event.

Event Icons

Each event type has an icon that describes the error or problem.  These icons are used as a quick reference for identifying the event.  These icons appear in the date field of the log.  There are five types of event icons.  These areas are as follows:

Information

This icon appears as a blue circle with the lower case letter “I” in the center.  It is used in the Application Log and the System Log.  This event icon is not the result of a fault.  However, it could be representative of a configuration problem.

Warning

This icon appears as a yellow circle with an exclamation point in the center.  It is used in the Application Log and the System Log.  This event icon indicates a possible recurring problem exists or a recoverable fault has occurred.

Error

This icon appears as a red octagon with the word stop in the center (stop sign).  It is used in the Application Log and the System Log.  This event icon indicates that a significant service or operation has failed.  This type of failure could result in a loss of data or a service.

Success Audit

This icon appears as a yellow key.  It is used in the Security Log.  This event icon indicates a successful attempt to access an object, service, or resource has occurred.

Failure Audit

This icon appears as a gray padlock.  It is used in the Security Log.  This event icon indicates an unsuccessful attempt to access an object, service, or resource has occurred.

Summary

It is critical to review each log report to monitor and ensure the integrity of the operating system and the associated applications are in tact at all times.

Software Problem Resolution

Purpose

This section details the necessary areas that need attention to resolve software problems.  It is important that any software problem be identified and resolved in a timely manner to ensure the day-to-day operations and reporting of pay and personnel information are not compromised.

There are three key steps to Software Problem Resolution.  First the problem must be properly identified, next research is needed to fully comprehend the problem.  Finally, the Help Desk is notified for assistance.  Each of these steps is described in this section.

Problem Identification

The first step in being able to resolve a problem is to accurately identify the problem.  This may be facilitated by messages on the screen indicating what type of error is occurring.  It is important to make note of these messages.  They allow you to determine a starting point for resolving a problem.  The following suggestions help in identifying and solving software problems.

1.
Make notes of errors indicated by on-screen messages. If possible make a screen-print of the message.

2.
Obtain information on the system setup; note any recent changes made to the specific server/workstation on which a problem is encountered.

3.
Review error logs.  Depending on the auditing that has been employed, you may gain much information from these logs.  At the very least, they may indicate where the problem resolution focus needs to be.

Research the Problem

Many common software problems can be resolved with a little research.  The first place to begin problem research is with the documentation that comes with the application.  Help can come in two primary forms: hard copy documentation or on-line documentation.  The following procedures can be used to obtain help for most common applications.

1.
Left-click on the word “Help” on the menu bar at the top of the screen.

2.
Make a choice from those listed on the drop-down menu. (The menu option Contents and Index is a good choice if you want to scan available topics.)

3.
Double-click the topic about which you wish to obtain information.

4.
Read through the information, answer questions, etc. until you find a solution for the problem you have encountered.

5.
To close the on-line help, simply “X” out the application by clicking on the upper right-hand corner of the application.

If this does not provide the necessary resolution ideas, be sure to review each type of System Event Log to determine the problem.  This must be done prior to contacting the Help Desk.

Help Desk

There will be times when the problem cannot be resolved without assistance.  The final step is to obtain assistance from the NSIPS Help Desk.  The Help Desk exists to support these types of issues.  

Currently, the NRISO Help Desk will assist you with problems.  The numbers are:


DSN: 647-5110 


Commercial: 504-697-5110


Toll Free: 877-589-5991  

It is important to realize that the Help Desk requires that you have as much information about the problem encountered as possible, as mentioned in the section on problem identification.  This is important because it will assist both you and the Help Desk in focusing efforts in the right direction.

The Help Desk requires the following:


Command (UIC/Reserve Unit Identification Code (RUIC))/location


Your full name


Phone XE "Phone"  number – DSN and Commercial


Email Address XE "Email Address" 

Details about the problem


What you did to troubleshoot or resolve the problem

Summary

Software problem resolution in a timely manner is critical to the reporting of pay and personnel information.  Proper identification and research of any problem is important.  Contacting the Help Desk with complete details assists in prompt resolution of any problem.

Hardware Problem Resolution

Purpose

As good as technology is, it is not completely reliable and problems will occur.  The Site Administrator is responsible for ensuring the proper operation of NSIPS servers and workstations within the realm of responsibility.  These responsibilities include loading software and configuring of servers and workstations.

When a server or workstation malfunctions, repair actions must be initiated.  The hardware deployed with the NSIPS system will be repaired under a warranty agreement from the manufacturer.  Details of this warranty agreement are distributed with the hardware.

As with software problem resolutions, the Site Administrator must identify the problem, perform research to determine important details about the problem, and then contact the appropriate individual(s) responsible for the final resolution.

Workstations and Servers

Both workstations and servers deployed to support NISPS will have service agreements in place to assist in the repair of hardware malfunctions.  The information that follows is a brief synopsis of the service providers and response times.

Workstation Service Level Agreements

Ashore CONUS XE "CONUS" .  Hewlett-Packard (HP), 24-hour response, 72-hour repair.

Ashore OCONUS.  The specifics of this agreement are not currently available.

Afloat Pierside.  Service provided by Vanstar.  This will be on-site service; however, response and repair times are unknown at this time.

Afloat at Sea.  Service will be provided by parts or equipment shipment from Vanstar to a designated Government Office.  Replacement parts/equipment are to be shipped within 12 hours of the original request.  If the Government Office is closed at the time of delivery, re-delivery will take place within 4 hours of the time the office re-opens.  The Government will provide Government transportation of the parts/equipment from the Government Office to the ship.

Server Service Level Agreements

Ashore CONUS XE "CONUS" .  Hewlett-Packard will provide hardware support for HP servers.  This agreement specifies 24-hour response time and 72-hour repair time.

Ashore OCONUS.  Hardware provider is currently unknown.  Response and repair times are not available.

Afloat Pierside.  Hardware and service provided by Digital.  Response time is next business day; repair requirements are unknown at this time.

Afloat at Sea.  Hardware service is provided by parts or equipment shipments from Digital via United States Postal Service Army Post Office / Fleet Post Office (APO/FPO) international post office system.  Replacement parts/equipment will be shipped same day if order is placed before 1600 Eastern Standard Time.  The transportation of parts to the ship is the responsibility of the Government.

Hardware Trouble Isolation

There is a multitude of problems that may occur with computer hardware.  Some of these problems might be quite obvious, others a bit more cryptic in nature.  Your challenge in resolving hardware problems is to correctly document trouble symptoms.  Accurate information will greatly assist the hardware service provider in responding properly to the problem.  

As previously mentioned, the afloat computer assets will be repaired by shipping parts/equipment to the ship by Government transportation.  The parts/equipment provided are based on the ability of the hardware service provider to determine the malfunctioning part from the description you provided.

Hardware Replacement Part Replacement

The Site Administrator assigned to an afloat command may be responsible for removing and replacing hardware shipped from the support vendor.  There are some very basic things you need to keep in mind when replacing system hardware.  The following list provides general guidelines and cautions; however, this list is not all inclusive.


Read any installation instructions shipped with the part/equipment prior to replacement of any item.


Always secure power from the machine.


Make sure that you have grounded yourself prior to touching any component in the system.  It is advisable to use an electro-static discharge wristband that is properly grounded if you have one available.  Electro-static discharge may cause damage to electronic components


Ensure that you do not leave any tools, screws, washers, or other miscellaneous items in the system when the replacement job is completed.  These items could cause damage to the system when power is applied after the repair action is completed.

Summary

Specific point-of-contact for service and/or repair information will be included in vendor information provided with the hardware supplied.  Always remember to obtain as much detail on the equipment or software malfunction as possible before reporting a problem.  The more information provided, the more accurate the service technicians/Help Desk personnel can be in resolving the hardware/software malfunction.

Dial-Up Networking for Remote Access Service (RAS)

Purpose

This section provides the procedures to configure and use Dial-Up Networking for Remote Access Service (RAS) into NSIPS.  

Adding a Dial-Up Connection

The following steps detail how to add a Dial-Up connection.

Double-click the "My Computer" icon on the Desktop.

Double-click “Dial-up Networking”.  


If RAS has not been installed, you will be prompted to do so.  Follow the instructions on the screen and then proceed when finished.
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Press "OK".
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Change the name of the new phonebook entry from "MyDialUpServer" to the name of your local Dial-up Server.

NOTE:  If another dial-up server is added later, it will be easier to identify if the name describes the server.  This name is for the user's benefit; the computer does not read it.  

Click Next. 
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Check the check boxes as shown.

Click Next.
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NOTE: If all servers to be used have the same dialing prefix, check the "Use Telephony dialing properties" and those dialing parameters can be entered in one place.  Otherwise, enter the access codes along with the number.

Hint: The characters ( ) - and the space can be used to make the phone number easier to read.  Commas cause the dialing to pause for 2 seconds for each comma entered.  

Enter the phone number of the dial-in server.

Click Next.  
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Check Point-to-Point Protocol (PPP) as shown.

Click Next. 
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Check the Use a terminal window box.

Click Next.
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Enter the Dial-up IP address for the workstation.

Click Next.

NOTE:  If using NIPRNET, leave as shown.  If using an Internet Service Provider (ISP), the ISP should provide an IP address.

Do NOT enter the IP address of the network card.
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Leave the DNS Server field and WINS Server field blank.

Click Next.


Note:  Do not make a DNS or WINS server entry.

Press Finish.
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The number 1-800-605-3472 should be displayed in the Phone XE "Phone"  number preview box.

Press Close.

You have completed the process and added another phone number for your Dial-up connection.

Using RAS

Logging on Using RAS

· To make the network connection using RAS: 

Double-click the "My Computer" icon on the Desktop.  

Double-click "Dial-up Networking.”  

Note: If an outside line is required, enter the appropriate # before the the Defense Information Systems Network (DISN) 1-800# 

[image: image306.wmf]
The number 1-800-605-3472 should be displayed in the Phone XE "Phone"  number preview field. 

Press Dial.  If you receive an error stating that the connection was refused or failed, allow the modem hang up before attempting to redial.  This should take approximately 10 seconds.  If the modem does not hang up and there is no dial tone, the redial attempt will fail.

If the Connect to NIPRNET screen appears, click OK without entering any information.
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Upon connection, follow the instructions from your dial-up Server to login at the terminal window as shown in the above window.  

· Enter your User name (must be all uppercase).  Press Enter.

· Enter your Password (must be all uppercase).  Press Enter.   


The DOD Notice Statement will scroll onto the screen.  
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At the cursor prompt, type PPP. 

Place the cursor onto the Done button. (DO NOT click.)

Press Enter.  

Click Done immediately after pressing <Enter> to close the window.

NOTE:  Each site will receive seven (7) hours of continuous DISN connection service.  At the conclusion of the DISN service, each site must complete the log-off procedures described in the Logging out Using RAS section.  
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Click OK at the Connection Complete Window.

To access the NSIPS application, initialize the Virtual Private Network (VPN).

VPN Initialization

Enabling VPN

Dial-up networking or Local Area Network/Wide Area Network (LAN/WAN) connection is established.  (Go to step 3 if :blue "T" does not have red circle around it).
1.  Right-click Blue "T" in Taskbar (usually located in bottom right-hand corner of the Taskbar). 
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2.  Select Disable from the pop-up menu.  This will enable the Permit/Client.
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3.
The "Shared Secret" window will be displayed.  Enter the shared secret password in this field in the field.
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4.
After about 30 to 120 seconds a black circle should appear around the Blue “T” on the Taskbar. 
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Now start the NSIPS application.

Logging out Using RAS

To disconnect from VPN and Dial-Up Networking:

Right-click the Blue "T" in the Taskbar.
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Select Disable from the pop-up menu.  This will disable the Permit/Client.
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The Taskbar will now display the Blue “T” with a red circle with a slash around it.
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This is to inform you that the Permit/Client VPN software is disabled.

To continue the logout/disconnect process:

Double-click Dial-up Monitor (the phone icon in the lower-right corner) to hang-up.  


A more comprehensive monitor screen will now appear.  
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Click the Hang up button to disconnect.  
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Click YES to close the Dial-Up Monitor.

VPN/TimeStep Troubleshooting

VPN/TimeStep provides an icon at the lower-right corner of the monitor that indicates when the client is communicating successfully with the server.  A blue “T” surrounded by a black square indicates a successful connection.  The following steps should be taken when a successful connection is not indicated:


If you have to dial in to connect to your server, reestablish your DISN connection.  All others, proceed to step 2.


Right-click on the blue “T.”


Select “Reload Policy” from the drop-down menu.


Enter VPN password when prompt appears.


Press “Enter.”


Restart PeopleSoft.

Permit / Client Icons

The permit /Client icon can be one of three colors - Green, Blue, or Red.  The following is a description of what each icon color means.

Green…Permit/Client is logged on and running in certificate mode.

Blue…
Permit/Client is running in shared secret mode.

Red…
The red icon indicates any one of the following:


Permit/Client is running in certificate mode but is logged off or can not obtain a certificate from the CA to use for securing communications.


A connection profile has not been created. 


The connection profile is broken.

The Permit/Client icon also changes when Permit/Client is in the process of tunneling communication to a Permit/Gate.  In this situation the icon has a square frame, but the color of the TimeStep logo still indicates whether you are running in certified or shared secret mood.  

The exception to this rule occurs if you are using certificates but choose to communicate via shared secret.  If that is the case then the Permit/Client icon remains green.

The following depicts the various Permit/Client icons.

Normal Icon
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Virtual Tunnel Mode
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TimeStep Disabled
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Client logged on using Certificate
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TimeStep Client Profile
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Broken Profile: No connection device chosen.  

Click Change Connection.  

Choose Modem or LAN.

Active Profile:  

The Check on the profile means the profile is selected and ready.

Normal Profile:  

Profile is not active but is available.

TimeStep Client works by listening to the connection type set by the operator when creating a profile.

When an active profile is set for a LAN connection it checks to see if it can reach the Tunnel Point referenced by the Profile.  If it can, then it will automatically begin the login process by issuing a challenge/response pass to the client by the gate. 
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If you do not receive the logon dialog box for TimeStep, then it is likely you can not reach the Tunnel Point at all. 

Check your RAS or LAN interface for possible problems. You can do this by using the “ping” in a DOS window. If you can ping other computers on your network, then contact your Network Administrator to help you determine the problem.

If you have received the TimeStep logon dialog box but receive the following message you have entered the password incorrectly.
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Try entering the password again.  If this does not work, call the Help Desk and verify that you have the correct password.

TimeStep Configuration Window

When trouble shooting a problem it can also be helpful to look in the TimeStep logging windows located in your TimeStep client configuration window in the upper left-hand corner second tab.
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Problems will be noted here especially for those clients connecting via modem.

If you are having problems with TimeStep client after connecting via modem, first disable the TimeStep client by right-clicking on the blue and choosing or clicking “disable”.  

Use the ping command to ping the tunnel point.  If you can reach the tunnel point, then your profile may be setup incorrectly. 

Verify the you have the right tunnel point and the your profile is correct and then uncheck the “disable.”  Then click or select “Reload Policy.”

If you are a client connected via a modem connection and you find the following messages in the “logging/Tracing” windows, then you will need to uninstall TimeStep client and reinstall Microsoft Windows NT Service Pack 3.

Messages:

“Can not locate RAS Phone XE "Phone"  book Entry.”

“No protocol selected for communications.”

To reinstall TimeStep correctly follow these steps:

1)
Install RAS and then Reboot your system.

2)
Install Microsoft Windows NT Service Pack 3 and then reboot your system.

3)
Install TimeStep and reboot your system.

Any deviation from this (such as installing RAS and Service Pack 3) will cause TimeStep client problems.

Also when installing NT components from the Microsoft Windows NT media always re-install Service Pack 3. 

For complete details about reinstalling TimeStep, refer to the NSIPS Installation Guide for Servers/Workstations.

Configuring 56k Modem Settings

All sites dialing into a 56 K Point of Presence (POP) must follow the steps in this Technical Advisory Note.

Problem:

When dialing into a 56 K connection, the modem will not connect at speeds greater than 28.8 K.

Potential Cause:

The Modem Extra settings box has an additional initialization string in it which locks down the V-90 protocol speed.

Solution:

Remove the Extra Settings string

· Go to Start.

· Select Settings.

· Double-click the Control Panel.

· Select the Modem icon.

· With the modem line highlighted, select Properties.

· Click on the Connection tab.

· Click on the Advanced button.

· In the Extra Settings box delete any strings which are present in the box.

· Click OK.

· Close out each open window and retry the connection.

Summary

It is critical that the dial-up networking connection be properly executed so NSIPS can perform properly in dial-up environments.  As a Site Administrator, you are responsible for installing and troubleshooting any problems with the dial-up connection.

Communication System Monitor Process 

Purpose

The Communication System Monitor process ensures the communication operations for NSIPS are operating properly.  The Site Administrator is responsible for overseeing this process.  This section details the steps associated with the Communication System Monitor.

Daily Checks for Communication System Monitors

LOCAL AND MEDIUM SERVER SITE ADMINISTRATORS NEED ONLY PERFORM STEPS 2, 3, AND 6.  ALL-NSIPS AND REGIONAL SITE ADMINISTRATORS NEED TO PERFORM STEPS 1 THROUGH 6.

1.
Checking application status using the Process Monitoring Component (PMC).

2.
Checking available disk space for workflow applications.

3.
Checking for memory leaks in applications.

4.
Starting the applications.

5.
Troubleshooting Workflow Server Errors.

6.
Checking if work items are not being sent to an application even though the application is running.

Application Status

Checking Application Status Using the PMC

The PMC allows the System Monitor to see the status of an application.  Each application sends a heartbeat message every 30 seconds to the PMC daemon (the pserv application), which forward the status information to the PMC Monitor (the pmon application).  Figure 1–PMC Monitor Displaying Information About Monitored Processes shows an example of the PMC Monitor displaying information about applications that it monitors.
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Figure 1–PMC Monitor Displaying Information About Monitored Processes

The standard display information in the Process column is formatted as Application Name:Process ID@host name.  For example, ARegional2:166@tnispswesdpdc01 is ARegional2 workflow client running as Process ID 166 on host tnsipswestpdc01.  The state is shown as Active. Table I–Domain of PMC Status for a Process displays the following possible values for an application’s state:

Table I–Domain of PMC States for a Process

State Value
Description

Active
Application is operating normally

Stale
Application has missed sending the heartbeat pulse.  This is most likely caused by the process performing intensive operations such as database retrievals, or it lost contact with its workflow server and is trying to re-establish the connection.  You can ping the application to determine if it is still running.

Inaccessible
Network connection has been severed between the application and PMC.  The application could be stopped by an abnormal shutdown.  You can ping the application to determine if it is still running.

Stopped
The application has stopped in an orderly manner. The application can be stopped from the PMC.

Determining Status of an Inaccessible Application

PMC has a ping capability that will allow the system monitor to determine if an application is still in operation.  This is helpful when the application status is Stale (intensive processing in being performed), or Inaccessible (the network connection dropped or abnormal shut down).  

To ping the application:

Right-click the mouse over the application’s name in the Process window.  

Click on Ping.  

The PMC will ping the application and report its status as operational or stopped.  

Figure 2–Accessing the Process Ping Command and Figure 3–Results of Ping Operation illustrate the procedure.
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Figure 2–Accessing the Process Ping Command
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Figure 3–Results of Ping Operation

Remotely Stopping an Application

The PMC can remotely stop an application.  

To stop an application:

Right-click on the application’s name in the PMC Process window.  

Click on the Stop menu entry

PMC will stop the remote application and display its status as Stopped in the Process window.

Figure 4–Initiating to Stop a Remote Process, Figure 5–Remote Process Stop Confirmation, and Figure 6–Results of AServer2 Stopped by PMC illustrate the process.
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Figure 4–Initiating to Stop a Remote Process
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Figure 5–Remote Process Stop Confirmation
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Figure 6–Results of AServer2 Stopped by PMC

Figure 6 shows that the AServer2 workflow server has been stopped by the PMC command.  AServer2 is highlighted in red in the Process window.  Notice in the Process window that ARecordDistributionWest and ARegional2 are identified as being in the Stale state.  The message windows for these two applications are shown in the background in Figure 6.  Both applications are in the Stale state because they missed sending the heartbeat pulse to the PMC since both were trying to re-connect to AServer2 and its backup workflow server.

Figure 7–AServer2 is Re-Started shows the results when AServer2 is re-started.  The re-started AServer2 has a new Process ID (PID) from the operating system.  As a result, AServer2 has two entries in the PMC Process window, one entry is the previous PID that was stopped, and the second entry is new re-started AServer2.  Notice that ARecordDistributionWest and ARegional2 have connected to the AServer workflow server and now show a status of Active. 
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Figure 7–AServer2 is Re-Started

The entry for the previous PID can be removed by:

Right-clicking on the previous PID entry.

Choose Remove from the menu as shown in Figure 8–Removing the Entry for AServer2 PID 170.  

A confirmation dialog box appears as shown in Figure 9–PMC Process Removal Confirmation.  
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Figure 8–Removing the Entry for AServer2 PID 170
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Figure 9–PMC Process Removal Confirmation

Figure 10–Completion of Process Removal shows that the stopped AServer2 entry is removed.
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Figure 10–Completion of Process Removal

Configuring PMC to Monitor All Applications in System

PMC can be configured throughout NSIPS to allow each Regional system monitor to receive status information of all applications.  This is achievable by building a daemon tree with the root daemon (pserv application) operating at the All-NSIPS computer and each Regional daemon sending status information to the All-NSIPS root daemon.  The Regional PMC Monitor application (pmon) can be configured to connect to the All-NSIPS root daemon to see status information of all applications.  Figure 11–PMC Daemon Tree illustrates the Regional daemons and the All-NSIPS PMC root daemon.
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Figure 11–PMC Daemon Tree

In order to build the daemon tree, each Regional pserv application must be started with this command line:

Pserv–connect connect.dat

The connect.dat file establishes a primary PMC daemon connection to All-NSIPS.  Figure 12–Where to Set the All-NSIPS Address in connect.dat for PMC Daemon shows that Line 18 in the connect.dat file sets the host name or IP address of the root daemon.
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Figure 12–Where to Set the All-NSIPS Address in connect.dat for PMC Daemon

The PMC Monitor (pmon application) connects to a PMC daemon (pserv) where it displays the status information of all processes that connect to the PMC daemon.  If the PMC Monitor connects to the Regional daemon, it displays all status information of applications that connect to the daemon.  The PMC Monitor operates on any computer that can connect to the computer running the pserv application, and more than one PMC Monitor can operate on a computer. 

If a system monitor wants to see the status information of NSIPS applications in the system, then pmon connects to the PMC root daemon operating at All-NSIPS.  By default, the PMC Monitor connects to the daemon operating on the local host.  If you want to connect to a daemon on the network, set the daemon’s hostname or IP address in the pmon’s connect.dat file on Line 24 as shown in Figure 13–Where to Set the PMC Daemon Address in connect.dat for PMC Monitor.  Start the PMC Monitor with this command:

Pmon –connect connect.dat

The connect.dat file establishes a primary PMC daemon connection to daemon running on the hostname or IP address listed in Line 24. 
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Figure 13–Where to Set the PMC Daemon Address in connect.dat for PMC Monitor

Checking Available Disk Space for Workflow Applications

The workflow clients and servers save all work items to disk.  Disk space must be available to give the workflow clients and servers the ability to read and write work items to persistent storage.  If not enough disk space or not enough virtual system memory is available, Figure 14–Error Dialog Boxes from Workflow Storage Errors and Figure 15-Error Dialog Boxes from Low Virtual Memory show the following error dialog boxes.
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Figure 14–Error Dialog Boxes from Workflow Storage Errors
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Figure 15–Error Dialog Boxes from Low Virtual Memory

The workflow applications operate on NTFS drives D: or E:.  Note: 20 MB of disk space must be available for the workflow applications.

Checking for Memory Leaks in Applications

A memory leak is found by monitoring the amount of Random Access memory (RAM) used by an application.  This can be monitored by the Windows NT Task Manager for each application as shown in Figure16–Monitoring Application Memory. 
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Figure 16–Monitoring Application Memory

The Task Manager in Figure 16 shows that ARegional workflow client is using 27.972 MB of RAM, ARecordDistributionWest is using 11.504 MB of RAM, and AServer2 workflow server is using 14.256 MB RAM.  The applications can use up to 40 MB of RAM during heavy throughput.  With a peak of 40 MB of RAM, the application should release memory as the processing completes during a surge of work items.  

Its important to periodically monitor the amount of RAM used by the application to make sure a memory leak does not exist.  If you see an application continually increase in the amount of RAM used, you need to secure the application at the end of the day (if the leak is slow) and re-start the application the next day.  Contact the NSIPS Help Desk to troubleshoot the problem.

Starting the Communications Application

The Site Administrator needs to perform startup procedures to establish the communications application.  Each workflow server must be brought up in a specific order.  Depending upon the site and the servers, determines the proper steps.  The associated tables detail what needs to be done in each area.  The general steps are as follows:

191. Start pmon and pserv at All-NSIPS and at each Regional. 

192. Start the workflow server at each Regional and CAI.  


This is AServer0 for Norfolk, AServer1 for Great Lakes, AServer2 for San Diego, and AServerRHSCAI for RHS. 

At each Regional, check the PMC monitor.  Each application is monitored by PMC.  Part of the application initialization is to connect to the Regional PMC daemon.  Each application will send a heartbeat pulse every 30 seconds to PMC.  If the application status becomes inactive, it is probably involved in intense processing and has not returned the CPU to send a heartbeat pulse.  You can ping the application to check if it is still operating by right-clicking the mouse over the application’s label in the PMC Monitor display. 

193. Now that the workflow servers are up, start the Regional workflow clients, ARecordDistribution at each Regional and All-NSIPS, the All-NSIPS applications, CAI, the Locals, and then the backup workflow servers.  The CAI applications must be started in the following order: 

· ACorpReceiver

· ACorpSender

· ACAIScheduler 

The sequence is important at CAI in order for the IPC communication links to initialize.  You can start the workflow clients in any order.  

Table II – Startup Information for Communication Applications lists the startup commands for each application.

Table II–Startup Information for Communication Applications

Application
Computer
Startup Command
Workflow Server
Monitored by PMC

Norfolk Setup

Aregional0
REGIONPSANF
Aregional –wd aregional0
Aserver0 (Norfolk)
Norfolk

AServer0
REGIONPSANF
Aserver –wd aserver0
Aserver0 (Norfolk)
Norfolk

AServer2_b
BWREGIONPSANF
Aserver –wd aserver2_b
AServer2_b (backup

to San Diego)
Great Lakes

ArecordDistribution

East
REGIONPSANF
ArecordDistribution –wd ArecordDistributionEast
Aserver0 (Norfolk)
Norfolk

All-NSIPS Setup

AallNSIPS0
All-NSIPS
Aallnsips –wd aallnsips0
AServer0 (Norfolk)
Norfolk

ACAIDAInterface0
All-NSIPS
Acaidainterface –wd 

acaidainterface0
AServer0 (Norfolk)
Norfolk

ATPMonitor0
All-NSIPS
Atpmonitor –wd atpmonitor0
AServer0 (Norfolk) 
Norfolk

AerrorConsole0
All-NSIPS
Aerrorconsole –wd 

aerrorconsole0
AServer1 (Great

Lakes)
Great Lakes

ArecordDistribution

AllNSIPS
All-NSIPS
Arecorddistribution –wd

 ArecorddistributionAllNSIPS
AServer0 (Norfolk)
Norfolk

Local Site Setup

ALocal0
PSD NSA 

New Orleans
Alocal.exe –wd alocal0
AServer1 (Great

Lakes)
Great Lakes

ALocal1
VR 54 Belle 

Chasse
Alocal.exe –wd alocal1
AServer1 (Great 

Lakes)
Great Lakes

ALocal2
PSA Great Lakes
Alocal.exe –wd alocal2
AServer1 (Great

Lakes)
Great Lakes

ALocal3
Chef PMO
Alocal.exe –wd alocal3
AServer1 (Great 

Lakes)
Great Lakes

Great Lakes Setup

Aregional1
REGIONPSAGL
Aregional –wd aregional1
AServer1 (Great 

Lakes)
Great Lakes

AServer1
REGIONPSAGL
Aserver –wd aserver1
AServer1 (Great 

Lakes)
Great Lakes

AServer0_b
BWREGIONPSAGL
Aserver –wd aserver0_b
AServer0_b 

(backup to Norfolk)
Great Lakes

ArecordDistribution

CENT
REGIONPSAGL
ArecordDistribution –wd 

ArecordDistributionCENT
AServer1 (Great 

Lakes)
Great Lakes

ASALTSCentral0
SALTS Proxy
Asaltscentral –wd 

asaltscentral0
AServer1 (Great 

Lakes)
Great Lakes

San Diego Setup

ARegional2
REGIONPSASD
Aregional –wd 

aregional2
AServer2 

(San Diego)
San Diego

AServer2
REGIONPSASD
Aserver –wd aserver2
AServer2 

(San Diego)
San Diego

AServer0_b
BWREGIONPSASD
Aserver –wd aserver0_b
AServer0_b 

(backup to Norfolk)
San Diego

ArecordDistribution

WEST
REGIONPSASD
ArecordDistribution –wd 

ArecordDistributionWEST
AServer2 

(San Diego)
San Diego

RHS Setup

AserverRHSCAI
RHSCAINSIPS01
Aserver –wd 

aserverRHSCAI
AserverRHSCAI

(RHS)
San Diego

AcorpReceiver0
RHSCAINSIPS01
Acorpreceiver –wd 

acorpreceiver0
AserverRHSCAI 

(RHS)
San Diego

AcorpSender0
RHSCAINSIPS01
Acorpsender –wd 

acorpsender0
AserverRHSCAI 

(RHS)
San Diego

ACAIScheduler0
RHSCAINSIPS01
Acaischeduler –wd 

acaischeduler0
AserverRHSCAI 

(RHS)
San Diego

Troubleshooting Workflow Server Errors

Workflow server errors are the result of the server not being able to read or write a work item to disk.  When this error occurs, you will see the dialog box as shown in Figure 17–Workflow Server Error Notification.

[image: image343.wmf]
Figure 17–Workflow Server Error Notification

The reason why it could not read or write the work item could be one of the following: Duplicate work item Ids, Low system virtual memory, available disk space exhausted, or workflow node with invalid address.  

Troubleshooting

194. Duplicate work item IDs: The system should automatically eliminate duplicate work item IDs.  A work item ID and the work item copy number have to be unique.  If you see a duplicate work item ID error reported in the workflow server message window, please report this to the NSIPS Developer.  Click OK on the error dialog box, and the workflow server will stop.  Re-start the workflow server.  Any work item with a duplicate work item ID will be written to the NSIPS\AServer\errwktm directory.

195. Low System Virtual Memory: Check to see if an application has a memory leak by checking the amount of RAM used by the applications as reported in the Windows NT Task Manager.  If an application is using 40MB of RAM and the application is not processing work items, it is likely that the application has a memory leak.  Stop and re-start any application you suspect has a memory leak and contact the NSIPS Developer.  A second option is to increase the amount of virtual system memory using the Windows NT Control Panel.

196. Available Disk Space Exhausted:  If available disk space is less than 1 MB, then additional disk space must be created.  This can be accomplished by one of the following options:

· Remove directories from the disk drive used for workflow persistent storage

· Move the NSIPS applications to a disk drive with more storage. This requires changing the drive letters in the task.dat, user.dat, and workflow.dat files.  This is illustrated in Figure 18–Where to Change Drive Letters in <<Drive>>:\NSIPS\<<Application>> \task.dat, Figure 19–Where to Change Drive Letters in <<Drive>>:\NSIPS\ <<Application>>\<<Node Directory>>\workflow.dat, and Figure 20–Where to Change Drive Letters in <<Drive>>:\NSIPS\<<Application>> \<<Node Directory>>\inst.dat.

[image: image344.wmf]
Figure 18–Where to Change Drive Letters in <<Drive>>:\NSIPS\<<Application>>\task.dat

[image: image345.wmf]
Figure 19–Where to Change Drive Letters in <<Drive>>:\NSIPS\<<Application>>\<<Node Directory>>\workflow.dat

[image: image346.wmf]
Figure 20–Where to Change Drive Letters in <<Drive>>:\NSIPS\<<Application>>\<<Node Directory>>\inst.dat

197. Workflow node has unknown workflow address.  To see if this is the cause, check the AServer.err file in the AServer directory.  There will be a message in the AServer.err with the node name and the statement that the node has no address as shown here:

Aborted: WFT NODE:ASALTSCentral0>Address has no addresses

If this happens, comment out the workflow node name from the WFClientsData.dat file in the workflow server node directory.  The workflow server node directory is the directory below AServer with the server’s name.  For example, the node directory for AServer0 is NSIPS\AServer\AServer0, AServer1 has a node directory of NSIPS\AServer\AServer1, and AServer2’s node directory is NSIPS\AServer\AServer2.  To comment out the node name, insert // before the addmember statement with the node name and the line below.  Figure 21–Commenting Out the Node Name for a Node Causing a “No Address” Error in Workflow Server shows the way to comment out the ASALTSCentral node from the NSIPS\AServer\AServer1\WFClientsData.dat file.
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Figure 21–Commenting Out The Node Name For a Node Causing a “No Address” Error in Workflow Server

Checking Work Items 

This is a communications error commonly seen when there is an extended loss of network communications between a workflow client and server.  Each workflow client has a function called task timer that sends a message to the workflow server to let the server know the client is available to receive work items.  During extended loss of network communications, the server does not receive these messages from the client and will store the work items in the server’s queue directory.  If this happens, you will see the application’s status as “Inaccessible” in the PMC Monitor Process window.  When you ping the application using PMC, the response will be that the application is unreachable if the network connectivity is poor or severed. 

If network communications on the DISN between two points is severed, the first action is to call Defense Information Systems Agency (DISA) at 800-554-3476 and give your site's non-VPN IP address and the non-VPN IP address of the remote application.  DISA does not know the way the NSIPS VPN IP addresses relate to their network, so please give a non-VPN address such as the VPN tunnel point IP address.

A workflow server only queues work items if it is unable to deliver the work item to the recipient workflow client.  You can determine if a client is not receiving its work items by checking the work items in the queue directories.  Table III–Workflow Server Queue Directories and Associated Applications details the workflow server queue directories and the applications that have their work items stored in the directory.

Table III–Workflow Server Queue Directories and Associated Applications

Queue Directory
Task Name
Application

Q1
TConsoleError
NSIPS Error Console

Q2
TLocalTrigger
Alocal

Q3
TLocalData
ALocal

Q4
TRegionalCompound
ARegional workflow client

Q5
TCorporateSender
CAI AcorpSender

Q6
TCorporateReceiver
CAI AcorpReceiver

Q7
TAlignment
TP Monitor

Q8
TResponse
TP Monitor

Q9
TAllNsipsData
All-NSIPS workflow client

Q10
TSALTSProxy
SALTS Proxy

Q11
TCAIScheduler
CAI ACAI Scheduler

Q12
TCAIDBMaintenance
CAI DB Maintenance

Q13
TCAIDAInterface
CAI/DA Interface

Q14
TRecordDistribution
ARecordDistribution

For example, if you notice several work items in the workflow server’s Q10 directory, and the number of work items keep increasing; then there is a problem with sending work items to the SALTS Proxy.  If this happens, check to see if the ASALTSCentral application has a status of Active in the PMC Monitor Process window.  If the status is Inaccessible, then the network connection is intermittent or severed.  If this happens, call DISA as described above to restore the network connection. 

If the remote application’s status is Active or the network connectivity has been restored and the work items are not being sent to the remote application, stop and re-start the remote application.  Upon re-start, the client sends initialization queue messages to the server, and the server will send the work items in the queue.  If the work items do not transfer to the remote application, contact the NSIPS Developer for resolution. 

Summary

AT Scripts

This section describes the jobs and time scheduled using the AT utility.  These jobs can be viewed by using a command prompt and typing AT.

Time
Day
Script
Purpose

1700 M
rm_log.bat
Removes Archive files, SQR and Tuxedo logs 7 days old

2000M,T,W,Th,F,S,Su
full_exp.cmd
Full export of the Database

2100 M
dmpurgel.sql 
(for Local/Area Server)
Data Management Purge Process

2100 M
dmpurger.sql
(for Regional Server)
Data Management Purge Process

2100 M
dmpurgen.sql 
(for All NSIPS Server)
Data Management Purge Process

2330 M
dmriver.sql
Referential Integrity Verification Process

1745 M,T,W,Th,F
dbupdn.bat
Determines whether the database and the listener is up/down

1800 M
diskfree.bat
Calculates the amount of free space on all the local drives

1730 M,T,W,Th,F
tracefile.sql
Backup control file to trace utility for the standby purpose

1715 M
report_purge.sql
Report Purge Process

1800 M
compute_stat.sql
Compute Statistics
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1
NSIPS WARRANTY SUMMARY

AFLOAT

All shipboard Workstations are covered by the INACOM warranty.

All shipboard UPS are covered by the INACOM warranty, with the exception of the MCM ship class which are covered by COMTECH MICRO SYSTEMS.

All shipboard Servers, with the exception of the MCM ship class, are covered by the Compaq/Digital warranty. The MCM ship servers are covered by the INACOM NALCOMIS warranty.

For shipboard Printers refer to the Serial Number Lookup Table to identify the vendor (GE or INACOM) for warranty repair.

SHORE

Shore Workstations are covered as follows:


HP VL series, see GE ITS warranty 

HP VE series, see INACOM (PCHS contract) warranty.  There may be stickers on the back of the INACOM workstations 

Digital workstations, see Digital instructions

Compaq workstations, see Compaq instructions


Micron, see Micron warranty

For shore UPS  models 2200, 1400, and 700, use the same vendor that warrants your server. 

For shore Servers, first look for stickers from INACOM then check Serial Number Lookup Table. Micron servers will only be serviced through Micron.

For shore Printers, use the Serial Number Lookup Table to identify the vendor (GE ITS or INACOM) for warranty repair.

Permit Gate VPN devices have a 3 year maintenance contract with TimeStep 
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2
SHORE HARDWARE

2.1
SERVERS

2.1.1  HP SERVERS 

2.1.1.1
GE CAPITAL ITS HP SERVERS

Hewlett Packard servers are being used at NSIPS shore sites.  This equipment has been purchased through the Navy’s TAC-PC Blanket Purchase Agreement with GE Capital (#N683996A0001).  

The ALL-NSIPS and Regional servers (HP LxrPro quad processor) have warranty support directly from HP.  Key provisions of the warranty and contact information:

-
Six hours call to repair

-
Must have equipment serial number

-
Report problem to (800) 633-3600

For all other HP Servers that are supported by GE Capital (see appendix A).  Key provisions of the warranty and contact information:

-
72 hours call to repair

-
Customer ID is NAV529

-
Report problem to (800) 888-2508 or (612) 694-7202

2.1.1.2
INACOM HP SERVERS (FORMERLY SYSOREX and VANSTAR)

HP servers have been purchased under the Defense Intelligence Agency's SASS II Contract (#MDA908-97-D-0200) or Veterans Administration PCHS Contract (#N0010193P1600) (see appendix A).  Term of warranty is 3 years from date of purchase. Contact information for INACOM:

-
Toll free:  (888) 797-6739, select 2, 2, then 2 for PCHS (Servers) 

-
Direct: (703) 273-9200, ask operator to transfer call to help desk

-
Fax:  (770) 346-3512

-
E-mail:  techspt@vanstargov.com

-
Web:  http://www.inacomgov.com/

2.1.2   MICRON SERVERS 

Micron servers are being used for shore training sites.  This equipment has been purchased through the Navy’s IT-21 Blanket Purchase Agreement #N00140-97-A-3695.  The warranty provides for next business day response. Contact information for MICRON:

-
Toll free: (888) 349-6972 select 4, 3, 1, 3 then 3 for servers

-
Direct: (208) 893-1148 select 3, 1, 3,  then 3 for servers

-
Fax:  (208) 893-7212

-
E-mail:  govedu.support@micronpc.com

-
Web:  http://www.micronpc.com/

2.2
WORKSTATIONS

2.2.1
HP WORKSTATIONS

Hewlett Packard (HP) workstations are being used at NSIPS shore sites.  This equipment has been purchased through the Navy’s TAC-PC Blanket Purchase Agreement with GE Capital ITS (#N683996A0001).   Workstations are supported by GE Capital ITS.  Key provisions of the warranty and contact information:

-
72 hours call to repair

-
Customer ID is NAV529

-
Report problem to (800) 888-2508 or (612) 694-7202

2.2.2
COMPAQ AND DIGITAL WORKSTATIONS

Digital and Compaq workstations have been purchased for shore use under the Navy's TAC-PC Blanket Purchase Agreement (#N68939-96-A-0005). 

Contact information for Digital workstations:

-
Toll free:  (800) 554-3333, select 2

-
Direct:  (770) 343-7174

-
Web:  www.service.digital.com/call-logging

Contact information for Compaq Workstations:

-
Toll free:  (800) 354-9000, select  4, 2, then 3

-
Direct:  (281) 370-0670, select 4, 2, then 3

2.2.3
MICRON WORKSTATIONS

Micron workstations are being used for shore sites.  This equipment has been purchased through the Navy’s IT-21 Blanket Purchase Agreement #N00140-97-A-3695.  Warranty provides for next business day response.  Contact information for MICRON:

-
Toll free: (888) 349-6972, select 4, 3, 1, 3, then 1 desktop 

-
Direct: (208) 893-1148, select 3, 1, 3, then 1 desktop 

-
Fax:  (208) 893-7212

-
E-mail:  govedu.support@micronpc.com

2.3
HP PRINTERS

2.3.1
GE CAPITAL ITS HP PRINTERS

HP printers (models, LJ6Pxi, LJ5SiMx, LJ2100, LJ8000N) are being used at NSIPS shore sites.  This equipment has been purchased through the Navy’s TAC-PC Blanket Purchase Agreement with GE Capital (#N683996A0001).  See Appendix B for HP printers that are supported by GE Capital.  Key provisions of the warranty and contact information:

-
72 hours call to repair

-
Customer ID is NAV529

-
Report problem to (800) 888-2508 or (612) 694-7202

2.3.2
INACOM HP PRINTERS (FORMERLY SYSOREX and VANSTAR)

HP printers (models, LJ6Pxi, LJ5SiMx, LJ2100, LJ8000N) have been purchased under the Defense Intelligence Agency's SASS II Contract (#MDA908-97-D-0200) or Veterans Administration PCHS Contract (#N0010193P1600) (see appendix B).  Term of warranty is three years from date of purchase.   Contact information for INACOM:

-
Toll free:  (888) 797-6739, select 2, 2, then 2 for PCHS (Printers) 

-
Direct: (703) 273-9200, ask operator to transfer call to help desk

-
Fax:  (770) 346-3512

-
E-mail:  techspt@vanstargov.com

-
Web:  http://www.inacomgov.com/

2.4
UNINTERRUPTABLE POWER SUPPLY (UPS)

NOTE:  ALL APC SMART-UPS WILL BE WARRANTED BY THE SAME VENDOR THAT WARRANTS THE SERVER.  USE APPENDIX A TO IDENTIFY THE VENDOR FOR YOUR SERVER

2.4.1
GE CAPITAL ITS APC UPS

APC Smart-UPS, Models 700, 1400, 2200 are being used at NSIPS shore sites.  This equipment has been purchased through the Navy’s TAC-PC Blanket Purchase Agreement with GE Capital ITS (#N683996A0001).   See Appendix A for APC Smart-UPS which are supported by GE Capital ITS.  Key provisions of the warranty and contact information:

-
72 hours call to repair

-
Customer ID is NAV529

-
Report problem to (800) 888-2508 or (612) 694-7202

2.4.2
INACOM APC UPS (FORMERLY SYSOREX and VANSTAR)

APC Smart-UPS Models,700, 1400, 2200 have been purchased under the Defense Intelligence Agency's SASS II Contract (#MDA908-97-D-0200) or Veterans Administration PCHS Contract (#N0010193P1600) (see appendix B).  Term of warranty is 3 years from date of purchase.  Contact information for INACOM:

-
Toll free:  (888) 797-6739, select 2, 2, then 2 for PCHS (UPS) 

-
Direct: (703) 273-9200, ask operator to transfer call to help desk

-
Fax:  (770) 346-3512

-
E-mail:  techspt@vanstargov.com

-
Web:  http://www.inacomgov.com/

2.5
TIMESTEP PERMIT GATE VPN

The Permit Gate VPN is provided by TimeStep Corp. There is a 3 year maintenance agreement on all Permit-Gate hardware.  There is also a 24-hour/7-day a week (24x7) telephone support and shipment within 24 hours of a confirmed hardware failure.

-
Toll free: (800) 383-8211, Ext. 4545  

 
      POC: Stephane Durette 

-
Fax: (613) 599-9560

-
E-mail: support@timestep.com
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3
AFLOAT HARDWARE

3.1
SERVERS

3.1.1
COMPAQ AND DIGITAL SERVERS 

Digital and Compaq servers have been purchased for shipboard use under the Navy's TAC-PC Blanket Purchase Agreement (#N68939-96-A-0005).  This support will be augmented by an on-board spares kit for servers. 

Contact information for Digital Servers:

-
Toll free:  (800) 554-3333, select 4

-
Direct:  (770) 343-7176

-
Web:  www.service.digital.com/call-logging

Contact information for Compaq Servers:

-
Toll free:  (800) 354-9000 (Servers), select 4, 2, then 1 

-
Direct:  (281) 370-0670 (Servers), select 4, 2, then 1

3.1.1.1
OCONUS MAIL BACK ADVANCED PARTS SUPPORT: 

Parts used from the Onboard Repair Parts Kit will be replaced by the vendor, assuming normal usage caused the failure throughout the 3 year term of the warranty.  DIGITAL/COMPAQ will ship the replacement part upon phone request, email, or message prior to receipt of malfunctioning part.  Defective parts must be sent to DIGITAL within 30 days of part order placement. If the defective part is not returned to DIGITAL within 60 days, DIGITAL will charge the full cost of the replacement unit to the U.S. Navy representative.  Ship damaged parts to:

Digital Equipment Corporation

c/o Digital Parts Services

932 Maple Street, Route 127

Dock Door D001/[customer insert RA #]

Contoocook, NH   03229

To request a replacement part, contact Digital's Parts Source (DPS) between 0800 - 1900 Eastern Time.  Provide the DPS with NSIPS unique customer account number. Digital Parts Source Customer Service Number 1-800-225-5385

1.
Identify yourself as Navy NSIPS personnel

2.
Provide ship name and ship-to address

3.
Provide model number of requested part

4.
Provide serial number of system

5.
A Return Authorization Number (RA #) will be assigned

3.1.2
INACOM/PRIMEFLEX MCM CLASS SERVERS (FORMERLY SYSOREX and VANSTAR)

All shipboard servers aboard MCM-class vessels have been purchased from INACOM under the Navy's NALCOMIS contract (#N66032-93-D-0001). The term of warranty is 3 years from date of purchase.  The contract contains the following provisions:

“Warranty service shall be provided on-site, worldwide except: 1) for ships at sea  2) when the Government specifically requests warranty service by shipment of replacement parts.

For ships at sea, the Contractor shall provide the free warranty support by parts replacement or equipment replacement via the most expedient means of shipment, with replacement parts and replacement equipment to be shipped toe designated Government office (or commercial overseas shipper as specified by the Government), within 12 hours of the original request.  If the Government office is closed at the time of delivery, the delivery service shall leave notification of attempted delivery as shall effect delivery within four hours of the time the office re-opens.  The Government will provide transportation from the designated Government office to the ship.

If the Contractor fails to meet any of the response time or delivery time requirement for any item of contract equipment, the Government shall be compensated by charge of fifty dollars per occurrence, which shall be due upon the expiration of the response or delivery time limit, and which shall be incremented by fifty dollars for 24 hour period which passes be for the delivery is made or the service commences up to a maximum of the involved cost of the installed system being serviced.”

Contact information for INACOM: 

-
Toll free:  (888) 797-6739, select 2, 2, then 5 for NALCOMIS (Afloat MCM Servers)

-
Direct: (703) 273-9200, ask operator to transfer call to help desk

-
Fax:  (770) 346-3512

-
E-mail:  mailto:techspt@inacom.com

-
Web:  http://www.inacomgov.com/

3.2
AFLOAT WORKSTATIONS

3.2.1
INACOM/PRIMEFLEX WORKSTATIONS (FORMERLY SYSOREX and VANSTAR)



Note: All afloat workstations are under warranty by INACOM 

All shipboard workstations vessels have been purchased from INACOM under the Navy's NALCOMIS contract (#N66032-93-D-0001). The term of warranty is 3 years from date of purchase.  The contract contains the following provisions:

“Warranty service shall be provided on-site, worldwide except: 1) for ships at sea  2) when the Government specifically requests warranty service by shipment of replacement parts.

For ships at sea, the Contractor shall provide the free warranty support by parts replacement or equipment replacement via the most expedient means of shipment, with replacement parts and replacement equipment to be shipped toe designated Government office (or commercial overseas shipper as specified by the Government), within 12 hours of the original request.  If the Government office is closed at the time of delivery, the delivery service shall leave notification of attempted delivery as shall effect delivery within four hours of the time the office re-opens.  The Government will provide transportation from the designated Government office to the ship.

If the Contractor fails to meet any of the response time or delivery time requirement for any item of contract equipment, the Government shall be compensated by charge of fifty dollars per occurrence, which shall be due upon the expiration of the response or delivery time limit, and which shall be incremented by fifty dollars for 24 hour period which passes be for the delivery is made or the service commences up to a maximum of the involved cost of the installed system being serviced.”

Contact information for INACOM: 

-
Toll free:  (888) 797-6739, select 2, 2, then 5 for NALCOMIS (Workstations)

-
Direct: (703) 273-9200, ask operator to transfer call to help desk

-
Fax:  (770) 346-3512

-
E-mail:  mailto:techspt@inacom.com

-
Web:  http://www.inacomgov.com/

3.3
HP PRINTERS

NOTE:  FOR AFLOAT PRINTERS USE APPENDIX B TO IDENTIFY VENDOR

3.3.1
GE CAPITAL ITS HP PRINTERS

HP printers (models, LJ6Pxi, LJ5SiMx, LJ2100, LJ8000N) are being used at NSIPS shore sites.  This equipment has been purchased through the Navy’s TAC-PC Blanket Purchase Agreement with GE Capital (#N683996A0001).  See Appendix B for HP printers that are supported by GE Capital.  Key provisions of the warranty and contact information:

-
72 hours call to repair

-
Customer ID is NAV529

-
Report problem to (800) 888-2508 or (612) 694-7202

3.3.2
INACOM HP PRINTERS (FORMERLY SYSOREX and VANSTAR)

HP printers (models, LJ6Pxi, LJ5SiMx, LJ2100, LJ8000N) have been purchased under the Defense Intelligence Agency's SASS II Contract (#MDA908-97-D-0200) or Veterans Administration PCHS Contract (#N0010193P1600) (see appendix B).  Term of warranty is three years from date of purchase.  Contact information for INACOM:

-
Toll free:  (888) 797-6739, select 2, 2, then 2 for PCHS (Printers) 

-
Direct: (703) 273-9200, ask operator to transfer call to help desk

-
Fax:  (770) 346-3512

-
E-mail:  techspt@vanstargov.com

-
Web:  http://www.inacomgov.com/

3.4
AFLOAT UNINTERRUPTABLE POWER SUPPLY (UPS)

3.4.1
COMTECH MICRO SYSTEMS

Stainless Steel UPSes installed on MCM ship class are under 3 year warranty by Comtech Micro Systems.  Contact information:

-
Phone XE "Phone"  703-560-3500, Ext. 214

-
Fax 703-560-7160

3.4.2
INACOM UPS (FORMERLY SYSOREX and VANSTAR)

APC UPS, Model X93, have been purchased under the Defense Intelligence Agency's SASS II Contract (#MDA908-97-D-0200) or Veterans Administration PCHS Contract (#N0010193P1600).  Term of warranty is three years from date of purchase.  Contact information for INACOM:

-
Toll free:  (888) 797-6739, select 2, 2, then 5 for NALCOMIS (UPS)

-
Direct: (703) 273-9200, ask operator to transfer call to help desk

-
Fax:  (770) 346-3512

-
E-mail:  techspt@vanstargov.com

-
Web:  http://www.inacomgov.com/
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4
NAVAL RESERVE INFORMATION SYSTEMS OFFICE CUSTOMER SERVICE CENTER (CSC)

Normally, end user sites should directly contact the appropriate warranty service provider listed above.  In those cases where such contact is not possible or problematic, the NAVAL RESERVE INFORMATION SYSTEMS OFFICE CSC may be of assistance.  The CSC may be contacted through the following means:

-
Toll free:  (877) 589-5991

-
DSN:  647-5110

-
Commercial:  (504) 697-5110

-
E-mail: helpdesk@cnrf.nola.navy.mil

-
AUTODIN:  NAVRESINFOSYSOFF NEW ORLEANS LA//CSC//

Sample AUTODIN trouble report:

PTTUZYUW RHFJSWG1111 1111111-UUUU—RHFJSUU.

ZNR UUUUU

P 111111Z FEB 99

FM USS UNDERWAY

TO NAVRESINFOSYSOFF NEW ORLEANS LA//CSC//

BT

UNCLAS//N01000//

GENADMIN/USS UNDERWAY//


(SHIP’S NAME)

REF/A/DOC/05NOV99//



(NSIPS DOCUMENTATION DATE)

AMPN/REF A IS NSIPS DOCUMENTATION//

RMKS/1.  THE FOLLOWING DATA IS PROVIDED FOR TROUBLE CALL REPORTING TO THE NAVRESINFOSYSOFF TROUBLE CALL TRACKING SYSTEM:

UIC: 61111

UICID: USS UNDERWAY

USERID: PUBLICJ

USERNAME: PUBLIC, JOHN RMC

SYSTEM: NSIPS

COMPONENT: (IF KNOWN)

PROBLEM TYPE: SOFTWARE/HARDWARE/ERROR MESSAGE

DESCRIPTION OF PROBLEM:

EMAIL ADDRESS:

PHONE NUMBER: DSN/COMM/INMARSAT

2.  GENERAL COMMENTS:   SYSTEM PERFORMANCE, DEGRADATIONS CAUSED BY OTHER SYSTEMS, ERROR MESSAGE, ETC….

3.
CO’S COMMENTS:

BT

#1111
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5
APPENDIX A  HP SERVER LOOKUP TABLE

HP Server Table

(sorted by serial number)

SERIAL NUMBER
VENDOR

US81200248
GE CAPITAL ITS

US81215725
GE CAPITAL ITS

US83502639
GE CAPITAL ITS

US83600258
GE CAPITAL ITS

US83600263
GE CAPITAL ITS

US84001932
GE CAPITAL ITS

US82801335
GE CAPITAL ITS

US83302654
GE CAPITAL ITS

US83401300
GE CAPITAL ITS

US83600255
GE CAPITAL ITS

US83600549
GE CAPITAL ITS

US83600551
GE CAPITAL ITS

US90901301
GE CAPITAL ITS

US90901303
GE CAPITAL ITS

US90901310
GE CAPITAL ITS

US90901314
GE CAPITAL ITS

US91401537
VANSTAR

US91401538
VANSTAR

US91401707
VANSTAR

US91401709
VANSTAR

US91402000
VANSTAR

US91402020
VANSTAR

US91402145
VANSTAR

US91402178
VANSTAR

US91402414
VANSTAR

US80101630
GE CAPITAL ITS

US80200528
GE CAPITAL ITS

US80200744
GE CAPITAL ITS

US91401544
VANSTAR

US91401669
VANSTAR

US91401688
VANSTAR

US91401706
VANSTAR

US91401716
VANSTAR

US91402029
VANSTAR

US91402137
VANSTAR

US91402150
VANSTAR

US91402155
VANSTAR

US91402186
VANSTAR

US91402205
VANSTAR

US91402206
VANSTAR

US91402420
VANSTAR

US91402431
VANSTAR

US91402449
VANSTAR

US91402462
VANSTAR

US80301747
GE CAPITAL ITS

US80301773
GE CAPITAL ITS

US80400256
PENDING

US81401555
GE CAPITAL ITS

US81401557
GE CAPITAL ITS

US81401558
GE CAPITAL ITS

US81401559
GE CAPITAL ITS

US81401561
GE CAPITAL ITS

US81401563
GE CAPITAL ITS

US81401565
GE CAPITAL ITS

US81401570
GE CAPITAL ITS

US83900252
GE CAPITAL ITS

US83900269
GE CAPITAL ITS

US90600562
VANSTAR

US90700709
GE CAPITAL ITS

US90800154
GE CAPITAL ITS

US90800166
GE CAPITAL ITS

US90800205
GE CAPITAL ITS

US90901305
GE CAPITAL ITS

US90901318
GE CAPITAL ITS

US91401534
VANSTAR

US91401539
VANSTAR

US91401549
VANSTAR

US91401651
VANSTAR

US91401653
VANSTAR

US91401671
VANSTAR

US91401696
VANSTAR

US91401710
VANSTAR

US91401712
VANSTAR

US91402010
VANSTAR

US91402095
VANSTAR

US91402100
VANSTAR

US91402107
VANSTAR

US91402128
VANSTAR

US91402156
VANSTAR

US91402174
VANSTAR

US91402200
VANSTAR

US91402418
VANSTAR

US91402452
VANSTAR

US91501582
VANSTAR

US81214892
GE CAPITAL ITS

US81214908
GE CAPITAL ITS

US81215118
GE CAPITAL ITS

US81215174
GE CAPITAL ITS

US81215199
GE CAPITAL ITS

US81215447
GE CAPITAL ITS

US83002488
GE CAPITAL ITS

US83002565
GE CAPITAL ITS

US83002593
GE CAPITAL ITS

US83004531
GE CAPITAL ITS

US83004538
GE CAPITAL ITS

US83004637
GE CAPITAL ITS

US83004641
GE CAPITAL ITS

US83004691
GE CAPITAL ITS

US83004692
GE CAPITAL ITS

US83004702
GE CAPITAL ITS

US83004703
GE CAPITAL ITS

US83004713
GE CAPITAL ITS

US83004750
GE CAPITAL ITS

US83004760
GE CAPITAL ITS

US83004773
GE CAPITAL ITS

US83004795
GE CAPITAL ITS

US83004801
GE CAPITAL ITS

US83004827
GE CAPITAL ITS

US83004831
GE CAPITAL ITS

US83004833
GE CAPITAL ITS

US83004841
GE CAPITAL ITS

US83004844
GE CAPITAL ITS

US83004847
GE CAPITAL ITS

US83004853
GE CAPITAL ITS

US83004892
GE CAPITAL ITS

US83020345
GE CAPITAL ITS

US83020352
GE CAPITAL ITS

US83020415
GE CAPITAL ITS

US83020496
GE CAPITAL ITS

US83020534
GE CAPITAL ITS

US83023129
GE CAPITAL ITS

US83023270
GE CAPITAL ITS

US83023299
GE CAPITAL ITS

US83023824
GE CAPITAL ITS

US83023922
GE CAPITAL ITS

US83023934
GE CAPITAL ITS

US83023958
GE CAPITAL ITS

US83024012
GE CAPITAL ITS

US83102056
GE CAPITAL ITS

US83102061
GE CAPITAL ITS

US83102077
GE CAPITAL ITS

US83102117
GE CAPITAL ITS

US83102258
GE CAPITAL ITS

US83102262
GE CAPITAL ITS

US83102263
GE CAPITAL ITS

US83102610
GE CAPITAL ITS

US83102724
GE CAPITAL ITS

US83102796
GE CAPITAL ITS

US83102992
GE CAPITAL ITS

US83102995
GE CAPITAL ITS

US83102996
GE CAPITAL ITS

US83102997
GE CAPITAL ITS

US83103011
GE CAPITAL ITS

US83405356
GE CAPITAL ITS

US83406126
GE CAPITAL ITS

US83413864
GE CAPITAL ITS

US83413881
GE CAPITAL ITS

US83413902
GE CAPITAL ITS

US83413905
GE CAPITAL ITS

US83413912
GE CAPITAL ITS

US83413943
GE CAPITAL ITS

US83413946
GE CAPITAL ITS

US83413948
GE CAPITAL ITS

US83413950
GE CAPITAL ITS

US83413959
GE CAPITAL ITS

US83414007
GE CAPITAL ITS

US83414016
GE CAPITAL ITS

US83414047
GE CAPITAL ITS

US83414067
GE CAPITAL ITS

US83414112
GE CAPITAL ITS

US83414116
GE CAPITAL ITS

US83414145
GE CAPITAL ITS

US83414157
GE CAPITAL ITS

US83414185
GE CAPITAL ITS

US83414193
GE CAPITAL ITS

US83414194
GE CAPITAL ITS

US83414202
GE CAPITAL ITS

US83414205
GE CAPITAL ITS

US83414914
GE CAPITAL ITS

US83415075
GE CAPITAL ITS

US83415160
GE CAPITAL ITS

US83415180
GE CAPITAL ITS

US83415205
GE CAPITAL ITS

US83415307
GE CAPITAL ITS

US83415331
GE CAPITAL ITS

US84406478
VANSTAR

US84406586
VANSTAR

US84406590
VANSTAR

US84406645
VANSTAR

US84406657
VANSTAR

US84421060
VANSTAR

US84421061
VANSTAR

US84421063
VANSTAR

US84421065
VANSTAR

US84421082
VANSTAR

US84421083
VANSTAR

US84421089
VANSTAR

US84421091
VANSTAR

US84421093
VANSTAR

US84421094
VANSTAR

US84421095
VANSTAR

US84421097
VANSTAR

US84421098
VANSTAR

US84421099
VANSTAR

US84421100
VANSTAR

US84421101
VANSTAR

US84421104
VANSTAR

US84421105
VANSTAR

US84421107
VANSTAR

US84421108
VANSTAR

US84421110
VANSTAR

US84421112
VANSTAR

US84421116
VANSTAR

US84421122
VANSTAR

US84421132
VANSTAR

US84421133
VANSTAR

US84421135
VANSTAR

US84421136
VANSTAR

US84421138
VANSTAR

US84421140
VANSTAR

US84511343
VANSTAR

US84520494
VANSTAR

US84522432
VANSTAR

US84522460
VANSTAR

US84522510
VANSTAR

US84522513
VANSTAR

US84522759
VANSTAR

US84522772
VANSTAR

US84710143
VANSTAR

US84710146
VANSTAR

US84710149
VANSTAR

US84710154
VANSTAR

US84710156
VANSTAR

US84710189
VANSTAR

US84710194
VANSTAR

US84710196
VANSTAR

US84710198
VANSTAR

US84710204
VANSTAR

US84710206
VANSTAR

US84710214
VANSTAR

US90211908
VANSTAR

US90211910
VANSTAR

US90211911
VANSTAR

US90211913
VANSTAR

US90211915
VANSTAR

US90211916
VANSTAR

US90211917
VANSTAR

US90211920
VANSTAR

US90211921
VANSTAR

US90214510
VANSTAR

US90214518
VANSTAR

US90214519
VANSTAR

US90214526
VANSTAR

US90214541
VANSTAR

US90214552
VANSTAR

US90214554
VANSTAR

US90214561
VANSTAR

US90214564
VANSTAR

US90214579
VANSTAR

US90214596
VANSTAR

US90214602
VANSTAR

US90214605
VANSTAR

US90214606
VANSTAR

US90214607
VANSTAR

US90214608
VANSTAR

US90214613
VANSTAR

US90215418
VANSTAR

US90215421
VANSTAR

US90215425
VANSTAR

US90215432
VANSTAR

US90215434
VANSTAR

US90215438
VANSTAR

US90215439
VANSTAR

US90215444
VANSTAR

US90215445
VANSTAR

US90215450
VANSTAR

US90215452
VANSTAR

US90215453
VANSTAR

US90215459
VANSTAR

US90215462
VANSTAR

US90215463
VANSTAR

US90215464
VANSTAR

US90215466
VANSTAR

US90215467
VANSTAR

US90215469
VANSTAR

US90215473
VANSTAR

US90215477
VANSTAR

US90215478
VANSTAR

US90215479
VANSTAR

US90215488
VANSTAR

US90215496
VANSTAR

US90215497
VANSTAR

US90215499
VANSTAR

US90215501
VANSTAR

US90215504
VANSTAR

US90215505
VANSTAR

US90215506
VANSTAR

US90215509
VANSTAR

US90215510
VANSTAR

US90215523
VANSTAR

US90215524
VANSTAR

US90215526
VANSTAR

US90215527
VANSTAR

US90215528
VANSTAR

US90215529
VANSTAR

US90215531
VANSTAR

US90215532
VANSTAR

US90215534
VANSTAR

US90215535
VANSTAR

US90215536
VANSTAR

US90215537
VANSTAR

US90215539
VANSTAR

US90215540
VANSTAR

US90215542
VANSTAR

US90215543
VANSTAR

US90215544
VANSTAR

US90215545
VANSTAR

US90215546
VANSTAR

US90215548
VANSTAR

US90215549
VANSTAR

US90215550
VANSTAR

US90215552
VANSTAR

US90215553
VANSTAR

US90215554
VANSTAR

US90215556
VANSTAR

US90215558
VANSTAR

US90215560
VANSTAR

US90215564
VANSTAR

US90215565
VANSTAR

US90215567
VANSTAR

US90215568
VANSTAR

US90215569
VANSTAR

US90215572
VANSTAR

US90215573
VANSTAR

US90215574
VANSTAR

US90215576
VANSTAR

US90215577
VANSTAR

US90215578
VANSTAR

US90215581
VANSTAR

US90215582
VANSTAR

US90215583
VANSTAR

US90215584
VANSTAR

US90215590
VANSTAR

US90215597
VANSTAR

US90215599
VANSTAR

US90215604
VANSTAR

US90302211
VANSTAR

US90302215
VANSTAR

US90302219
VANSTAR

US90302221
VANSTAR

US90302222
VANSTAR

US90302223
VANSTAR

US90302226
VANSTAR

US90302231
VANSTAR

US90302241
VANSTAR

US90302242
VANSTAR

US90302247
VANSTAR

US90302249
VANSTAR

US90302250
VANSTAR

US90302255
VANSTAR

US90302257
VANSTAR

US90302259
VANSTAR

US90302260
VANSTAR

US90302261
VANSTAR

US90302263
VANSTAR

US90302267
VANSTAR

US90513073
VANSTAR

US90605243
VANSTAR

US90605316
VANSTAR

US91606316
VANSTAR

US91607599
VANSTAR

US91611845
VANSTAR

US91611846
VANSTAR

US91612311
VANSTAR

US91612373
VANSTAR

US91612375
VANSTAR

US81214991
GE CAPITAL ITS

US81214994
GE CAPITAL ITS

US81215011
GE CAPITAL ITS

US81215089
GE CAPITAL ITS

US81215092
GE CAPITAL ITS

US81215094
GE CAPITAL ITS

US81215099
GE CAPITAL ITS

US81215286
GE CAPITAL ITS

US81215326
GE CAPITAL ITS

US81215395
GE CAPITAL ITS

US81215471
GE CAPITAL ITS

US81215667
GE CAPITAL ITS

US81215693
GE CAPITAL ITS

US81215701
GE CAPITAL ITS

US81215791
GE CAPITAL ITS

US81215803
GE CAPITAL ITS

US81215826
GE CAPITAL ITS

US81309452
GE CAPITAL ITS

US81309492
GE CAPITAL ITS

US81309514
GE CAPITAL ITS

US81309546
GE CAPITAL ITS

US81311441
GE CAPITAL ITS

US80202623
PENDING

US80914702
GE CAPITAL ITS

US81214884
GE CAPITAL ITS

US81214885
GE CAPITAL ITS

US81214886
GE CAPITAL ITS

US81214891
GE CAPITAL ITS

US81214902
GE CAPITAL ITS

US81214904
GE CAPITAL ITS

US81214905
GE CAPITAL ITS

US81214923
GE CAPITAL ITS

US81214925
GE CAPITAL ITS

US81215003
GE CAPITAL ITS

US81215009
GE CAPITAL ITS

US81215022
GE CAPITAL ITS

US81215024
GE CAPITAL ITS

US81215029
GE CAPITAL ITS

US81215044
GE CAPITAL ITS

US81215083
GE CAPITAL ITS

US81215096
GE CAPITAL ITS

US81215113
GE CAPITAL ITS

US81215114
GE CAPITAL ITS

US81215117
GE CAPITAL ITS

US81215191
GE CAPITAL ITS

US81215193
GE CAPITAL ITS

US81215200
GE CAPITAL ITS

US81215216
GE CAPITAL ITS

US81215297
GE CAPITAL ITS

US81215300
GE CAPITAL ITS

US81215309
GE CAPITAL ITS

US81215401
GE CAPITAL ITS

US81215473
GE CAPITAL ITS

US81215477
GE CAPITAL ITS

US81215555
GE CAPITAL ITS

US81215705
GE CAPITAL ITS

US81215727
GE CAPITAL ITS

US81215730
GE CAPITAL ITS

US81215734
GE CAPITAL ITS

US81215778
GE CAPITAL ITS

US81215785
GE CAPITAL ITS

US81215789
GE CAPITAL ITS

US81215820
GE CAPITAL ITS

US81215830
GE CAPITAL ITS

US81215839
GE CAPITAL ITS

US81309453
GE CAPITAL ITS

US81309482
GE CAPITAL ITS

US81309497
GE CAPITAL ITS

US81309520
GE CAPITAL ITS

US81309529
GE CAPITAL ITS

US81309547
GE CAPITAL ITS

US81311432
GE CAPITAL ITS

US81311463
GE CAPITAL ITS

US83210418
GE CAPITAL ITS

US83210437
GE CAPITAL ITS

US83210465
GE CAPITAL ITS

US83210500
GE CAPITAL ITS

US83414258
GE CAPITAL ITS

US83414271
GE CAPITAL ITS

US83414285
GE CAPITAL ITS

US83414301
GE CAPITAL ITS

US83414308
GE CAPITAL ITS

US83414353
GE CAPITAL ITS

US83414359
GE CAPITAL ITS

US83414375
GE CAPITAL ITS

US83414383
GE CAPITAL ITS

US83414388
GE CAPITAL ITS

US83414397
GE CAPITAL ITS

US83414406
GE CAPITAL ITS

US83414423
GE CAPITAL ITS

US83415047
GE CAPITAL ITS

US83600550
GE CAPITAL ITS

US90211909
VANSTAR

US90215429
VANSTAR

US91612146
VANSTAR
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APPENDIX B PRINTER LOOKUP TABLE

NSIPS Printers

(sorted by serial number)

INACOM 

G.E. CAPITAL ITS

Delivery Order
Printer Model Number
Serial Numbers

PO Number
HP Printer Number
Serial Number

0023
LaserJet 8000N
SUSDD016038

N3102098FR041
LaserJet 8000N
USBB048841

0023
LaserJet 8000N
SUSDD016043

N3102098FR041
LaserJet 8000N
USBB048846

0023
LaserJet 8000N
SUSDD016144

N3102098FR041
LaserJet 8000N
USBB048904

0023
LaserJet 8000N
SUSDD016390

N3102098FR041
LaserJet 8000N
USBB048906

0022
LaserJet 8000N
SUSDD016404

N3102098FR041
LaserJet 8000N
USBB048948

0022
LaserJet 8000N
SUSDD017186

N3102098FR041
LaserJet 8000N
USBB048949

0021
LaserJet 8000N
SUSDD020392

N3102098FS053
LaserJet 5Si MX
USJK189581

0023
LaserJet 8000N
SUSDD020420

N3102098FS053
LaserJet 5Si MX
USJK192749

0023
LaserJet 8000N
SUSDD020427

N3102098FS053
LaserJet 5Si MX
USJK192749

0023
LaserJet 8000N
SUSDD020428

N3102098FS053
LaserJet 5Si MX
USJK192749

0023
LaserJet 8000N
SUSDD020440

N3102098FS053
LaserJet 5Si MX
USKJ194103

0023
LaserJet 8000N
SUSDD020445

N3102098FS053
LaserJet 5Si MX
USKJ194103

0021
LaserJet 8000N
SUSDD020446

N3102098FS053
LaserJet 5Si MX
USLK201849

0023
LaserJet 8000N
SUSDD020453

N3102098FS053
LaserJet 5Si MX
USLK201849

0022
LaserJet 8000N
SUSDD020459

N3102098FS057
LaserJet 6PXI
USCD043056

0022
LaserJet 8000N
SUSDD020473

N3102098FS057
LaserJet 6PXI
USCD048346

0021
LaserJet 8000N
SUSDD020475

N3102098FS057
LaserJet 6PXI
USCD048400

0023
LaserJet 8000N
SUSDD020481

N3102098FS057
LaserJet 6PXI
USCD049126

0023
LaserJet 8000N
SUSDD020488

N3102098FS057
LaserJet 6PXI
USCD049251

0023
LaserJet 8000N
SUSDD020490

N3102098FS057
LaserJet 6PXI
USCD049271

0021
LaserJet 8000N
SUSDD020492

N3102098FS057
LaserJet 6PXI
USCD049275

0023
LaserJet 8000N
SUSDD020528

N3102098FS057
LaserJet 6PXI
USCD049292

0023
LaserJet 8000N
SUSDD020531

N3102098FS057
LaserJet 6PXI
USCD049428

0023
LaserJet 8000N
SUSDD020535

N3102098FS057
LaserJet 6PXI
USCD049447

0023
LaserJet 8000N
SUSDD020536

N3102098FS057
LaserJet 6PXI
USCD049448

0023
LaserJet 8000N
SUSDD020537

N3102098FS057
LaserJet 6PXI
USCD049467

0023
LaserJet 8000N
SUSDD020539

N3102098FS057
LaserJet 6PXI
USCD049478

0023
LaserJet 8000N
SUSDD020542

N3102098FS057
LaserJet 6PXI
USCD049480

0023
LaserJet 8000N
SUSDD020544

N3102098FS057
LaserJet 6PXI
USCD049483

0023
LaserJet 8000N
SUSDD020547

N3102098FS057
LaserJet 6PXI
USCD057878

0023
LaserJet 8000N
SUSDD020548

N3102098FS057
LaserJet 6PXI
USCD057879

0023
LaserJet 8000N
SUSDD020550

N3102098FS057
LaserJet 6PXI
USCD057941

0023
LaserJet 8000N
SUSDD020552

N3102098FS057
LaserJet 6PXI
USCD125993

0023
LaserJet 8000N
SUSDD020564

N3102098FS057
LaserJet 6PXI
USCD126005

0023
LaserJet 8000N
SUSDD020565

N3102098FS057
LaserJet 6PXI
USCD126006

0023
LaserJet 8000N
SUSDD020568

N3102098FS057
LaserJet 6PXI
USCD126014

0023
LaserJet 8000N
SUSDD020570

N3102098FS057
LaserJet 6PXI
USCD126018

0023
LaserJet 8000N
SUSDD020571

N3102098FS057
LaserJet 6PXI
USCH016211

0023
LaserJet 8000N
SUSDD020585

N3102098FS057
LaserJet 6PXI
USCH016216

0023
LaserJet 8000N
SUSDD020586

N3102098FS057
LaserJet 6PXI
USCH016219

0023
LaserJet 8000N
SUSDD020588

N3102098FS057
LaserJet 6PXI
USCH016223

0023
LaserJet 8000N
SUSDD020592

N3102098FS057
LaserJet 6PXI
USCH016228

0023
LaserJet 8000N
SUSDD020593

N3102098FS057
LaserJet 6PXI
USCH016230

0023
LaserJet 8000N
SUSDD020597

N3102098FS057
LaserJet 6PXI
USCH016231

0023
LaserJet 8000N
SUSDD021104

N3102098FS057
LaserJet 6PXI
USCH016234

0023
LaserJet 8000N
SUSDD021179

N3102098FS057
LaserJet 6PXI
USCH016238

0023
LaserJet 8000N
SUSDD021180

N3102098FS057
LaserJet 6PXI
USCH016247

0023
LaserJet 8000N
SUSDD021204

N3102098FS057
LaserJet 6PXI
USCH016248

0023
LaserJet 8000N
SUSDD021415

N3102098FS057
LaserJet 6PXI
USCH022062

0023
LaserJet 8000N
SUSDD021419

N3102098FS057
LaserJet 5Si MX
USJK197098

0023
LaserJet 8000N
SUSDD021444

N3102098FS057
LaserJet 5Si MX
USJK197098

0023
LaserJet 8000N
SUSDD021445

N3102098FS057
LaserJet 5Si MX
USJK207336

0023
LaserJet 8000N
SUSDD021447

N3102098FS057
LaserJet 5Si MX
USJK207336

0023
LaserJet 8000N
SUSDD021449

N3102098FS057
LaserJet 5Si MX
USJK207337

0014
LaserJet 6PXI
SUSDH109411

N3102098FS057
LaserJet 5Si MX
USJK207337

0014
LaserJet 6PXI
SUSDH118586

N3102098FS057
LaserJet 5Si MX
USJK208207

0014
LaserJet 6PXI
SUSDH134752

N3102098FS057
LaserJet 5Si MX
USJK208207

0014
LaserJet 6PXI
SUSDH140920

N3102098FS057
LaserJet 5Si MX
USJK210210

0014
LaserJet 6PXI
SUSDH140922

N3102098FS057
LaserJet 5Si MX
USJK210210

0014
LaserJet 6PXI
SUSDH140924

N3102098FS057
LaserJet 5Si MX
USLK213618

0014
LaserJet 6PXI
SUSDH140927

N3102098FS057
LaserJet 5Si MX
USLK213618

0014
LaserJet 6PXI
SUSDH141014

N3102098FS057
LaserJet 5Si MX
USLK215414

0014
LaserJet 6PXI
SUSDH141017

N3102098FS057
LaserJet 5Si MX
USLK215414

0014
LaserJet 6PXI
SUSDH141018

N3102098FS057
LaserJet 5Si MX
USLK217044

0014
LaserJet 6PXI
SUSDH141019

N3102098FS057
LaserJet 5Si MX
USLK217044

0014
LaserJet 6PXI
SUSDH141020

N3102098FS057
LaserJet 5Si MX
USLK217094

0014
LaserJet 6PXI
SUSDH141021

N3102098FS057
LaserJet 5Si MX
USLK217094

0014
LaserJet 6PXI
SUSDH141024

N3102098FS057
LaserJet 5Si MX
USLK217095

0014
LaserJet 6PXI
SUSDH141025

N3102098FS057
LaserJet 5Si MX
USLK217095

0014
LaserJet 6PXI
SUSDH141026

N3102098FS061
LaserJet 6PXI
USCH054543

0014
LaserJet 6PXI
SUSDH141027

N3102098FS061
LaserJet 6PXI
USCH054663

0014
LaserJet 6PXI
SUSDH141028

N3102098FS061
LaserJet 5Si MX
USJK189581

0014
LaserJet 6PXI
SUSDH141030

N3102098FS061
LaserJet 5Si MX
USJK199648

0014
LaserJet 6PXI
SUSDH141033

N3102098FS061
LaserJet 5Si MX
USJK199648

0014
LaserJet 6PXI
SUSDH141034

N3102098FS061
LaserJet 5Si MX
USJK202619

0014
LaserJet 6PXI
SUSDH141035

N3102098FS061
LaserJet 5Si MX
USJK202619

0014
LaserJet 6PXI
SUSDH141037

N3102098FS061
LaserJet 5Si MX
USLK203991

0014
LaserJet 6PXI
SUSDH141038

N3102098FS061
LaserJet 5Si MX
USLK203991

0014
LaserJet 6PXI
SUSDH141039

N3102098FS061
LaserJet 5Si MX
USLK216756

0014
LaserJet 6PXI
SUSDH141040

N3102098FS061
LaserJet 5Si MX
USLK216756

0014
LaserJet 6PXI
SUSDH141041

N3102098FS113
LaserJet 6PXI
USCD174812

0014
LaserJet 6PXI
SUSDH141043

N3102098FS113
LaserJet 6PXI
USCD174815

0014
LaserJet 6PXI
SUSDH141045

N3102098FS113
LaserJet 6PXI
USCD174829

0014
LaserJet 6PXI
SUSDH141046

N3102098FS113
LaserJet 6PXI
USCD174831

0014
LaserJet 6PXI
SUSDH141047

N3102098FS113
LaserJet 6PXI
USCD174833

0014
LaserJet 6PXI
SUSDH141048

N3102098FS113
LaserJet 6PXI
USCD174843

0014
LaserJet 6PXI
SUSDH141049

N3102098FS113
LaserJet 6PXI
USCD175387

0014
LaserJet 6PXI
SUSDH141050

N3102098FS113
LaserJet 6PXI
USCD175393

0014
LaserJet 6PXI
SUSDH141052

N3102098FS113
LaserJet 6PXI
USCD175400

0014
LaserJet 6PXI
SUSDH141054

N3102098FS113
LaserJet 6PXI
USCD175405

0014
LaserJet 6PXI
SUSDH141057

N3102098FS113
LaserJet 6PXI
USCD175406

0014
LaserJet 6PXI
SUSDH141061

N3102098FS113
LaserJet 6PXI
USCD175411

0014
LaserJet 6PXI
SUSDH141068

N3102098FS113
LaserJet 6PXI
USCD175413

0014
LaserJet 6PXI
SUSDH141071

N3102098FS113
LaserJet 6PXI
USCD175414

0014
LaserJet 6PXI
SUSDH141089

N3102098FS113
LaserJet 6PXI
USCD175416

0014
LaserJet 6PXI
SUSDH141097

N3102098FS171
LaserJet 6PXI
Not on file

0014
LaserJet 6PXI
SUSDH141106

N3102098FS171
LaserJet 6PXI
Not on file

0014
LaserJet 6PXI
SUSDH141111

N3102098FS171
LaserJet 6PXI
Not on file

0014
LaserJet 6PXI
SUSDH141117

N3102098FS171
LaserJet 6PXI
USDH0559343

0014
LaserJet 6PXI
SUSDH141118

N3102098FS171
LaserJet 6PXI
USDH058966

0014
LaserJet 6PXI
SUSDH141122

N3102098FS171
LaserJet 6PXI
USDH058997

0014
LaserJet 6PXI
SUSDH141124

N3102098FS171
LaserJet 6PXI
USDH059004

0014
LaserJet 6PXI
SUSDH141125

N3102098FS171
LaserJet 6PXI
USDH059005

0014
LaserJet 6PXI
SUSDH141131

N3102098FS171
LaserJet 6PXI
USDH059008

0014
LaserJet 6PXI
SUSDH141132

N3102098FS171
LaserJet 6PXI
USDH059014

0014
LaserJet 6PXI
SUSDH141133

N3102098FS171
LaserJet 6PXI
USDH059018

0014
LaserJet 6PXI
SUSDH141136

N3102098FS171
LaserJet 6PXI
USDH059019

0014
LaserJet 6PXI
SUSDH141137

N3102098FS171
LaserJet 6PXI
USDH059021

0014
LaserJet 6PXI
SUSDH141139

N3102098FS171
LaserJet 6PXI
USDH059022

0014
LaserJet 6PXI
SUSDH141140

N3102098FS171
LaserJet 6PXI
USDH059023

0014
LaserJet 6PXI
SUSDH141141

N3102098FS171
LaserJet 6PXI
USDH059027

0014
LaserJet 6PXI
SUSDH141142

N3102098FS171
LaserJet 6PXI
USDH059034

0014
LaserJet 6PXI
SUSDH141143

N3102098FS171
LaserJet 6PXI
USDH059035

0014
LaserJet 6PXI
SUSDH141145

N3102098FS171
LaserJet 6PXI
USDH059036

0014
LaserJet 6PXI
SUSDH141146

N3102098FS171
LaserJet 6PXI
USDH059039

0014
LaserJet 6PXI
SUSDH141147

N3102098FS171
LaserJet 6PXI
USDH059040

0014
LaserJet 6PXI
SUSDH141155

N3102098FS171
LaserJet 6PXI
USDH059041

0014
LaserJet 6PXI
SUSDH141157

N3102098FS171
LaserJet 6PXI
USDH059045

0014
LaserJet 6PXI
SUSDH141159

N3102098FS171
LaserJet 6PXI
USDH059048

0014
LaserJet 6PXI
SUSDH141161

N3102098FS171
LaserJet 6PXI
USDH059049

0014
LaserJet 6PXI
SUSDH141176

N3102098FS171
LaserJet 6PXI
USDH059052

0014
LaserJet 6PXI
SUSDH143351

N3102098FS171
LaserJet 6PXI
USDH059057

0014
LaserJet 6PXI
SUSDH143474

N3102098FS171
LaserJet 6PXI
USDH059060

0014
LaserJet 6PXI
SUSDH143493

N3102098FS171
LaserJet 6PXI
USDH059063

0014
LaserJet 6PXI
SUSDH143496

N3102098FS171
LaserJet 6PXI
USDH059064

0014
LaserJet 6PXI
SUSDH143511

N3102098FS171
LaserJet 6PXI
USDH059093

0014
LaserJet 6PXI
SUSDH143514

N3102098FS171
LaserJet 6PXI
USDH059173

0014
LaserJet 6PXI
SUSDH144239

N3102098FS171
LaserJet 6PXI
USDH059174

0014
LaserJet 6PXI
SUSDH144243

N3102098FS171
LaserJet 6PXI
USDH059178

0014
LaserJet 6PXI
SUSDH144245

N3102098FS171
LaserJet 6PXI
USDH059182

0014
LaserJet 6PXI
SUSDH144785

N3102098FS171
LaserJet 6PXI
USDH059190

0014
LaserJet 6PXI
SUSDH144789

N3102098FS171
LaserJet 6PXI
USDH059191

0014
LaserJet 6PXI
SUSDH144837

N3102098FS171
LaserJet 6PXI
USDH059196

0014
LaserJet 6PXI
SUSDH144848

N3102098FS171
LaserJet 6PXI
USDH059207

0014
LaserJet 6PXI
SUSDH144851

N3102098FS171
LaserJet 6PXI
USDH059208

0014
LaserJet 6PXI
SUSDH144859

N3102098FS171
LaserJet 6PXI
USDH059209

0014
LaserJet 6PXI
SUSDH144861

N3102098FS171
LaserJet 6PXI
USDH059214

0014
LaserJet 6PXI
SUSDH144863

N3102098FS171
LaserJet 6PXI
USDH059217

0014
LaserJet 6PXI
SUSDH144864

N3102098FS171
LaserJet 6PXI
USDH059218

0014
LaserJet 6PXI
SUSDH144869

N3102098FS171
LaserJet 6PXI
USDH059219

0014
LaserJet 6PXI
SUSDH144870

N3102098FS171
LaserJet 6PXI
USDH059222

0014
LaserJet 6PXI
SUSDH144871

N3102098FS171
LaserJet 6PXI
USDH059223

0014
LaserJet 6PXI
SUSDH144872

N3102098FS171
LaserJet 6PXI
USDH059225

0014
LaserJet 6PXI
SUSDH144876

N3102098FS171
LaserJet 6PXI
USDH059226

0014
LaserJet 6PXI
SUSDH144877

N3102098FS171
LaserJet 6PXI
USDH059227

0014
LaserJet 6PXI
SUSDH144880

N3102098FS171
LaserJet 6PXI
USDH059228

0014
LaserJet 6PXI
SUSDH144881

N3102098FS171
LaserJet 6PXI
USDH059229

0014
LaserJet 6PXI
SUSDH144882

N3102098FS171
LaserJet 6PXI
USDH059230

0014
LaserJet 6PXI
SUSDH144883

N3102098FS171
LaserJet 6PXI
USDH059231

0014
LaserJet 6PXI
SUSDH144884

N3102098FS171
LaserJet 6PXI
USDH059233

0014
LaserJet 6PXI
SUSDH144885

N3102098FS171
LaserJet 6PXI
USDH059236

0014
LaserJet 6PXI
SUSDH144886

N3102098FS171
LaserJet 6PXI
USDH059237

0014
LaserJet 6PXI
SUSDH144887

N3102098FS171
LaserJet 6PXI
USDH059238

0014
LaserJet 6PXI
SUSDH144888

N3102098FS171
LaserJet 6PXI
USDH059240

0014
LaserJet 6PXI
SUSDH144890

N3102098FS171
LaserJet 6PXI
USDH059243

0014
LaserJet 6PXI
SUSDH144891

N3102098FS171
LaserJet 6PXI
USDH059244

0014
LaserJet 6PXI
SUSDH144893

N3102098FS171
LaserJet 6PXI
USDH059245

0014
LaserJet 6PXI
SUSDH144895

N3102098FS171
LaserJet 6PXI
USDH059246

0014
LaserJet 6PXI
SUSDH144898

N3102098FS171
LaserJet 6PXI
USDH059265

0014
LaserJet 6PXI
SUSDH144900

N3102098FS171
LaserJet 6PXI
USDH059293

0014
LaserJet 6PXI
SUSDH144901

N3102098FS171
LaserJet 6PXI
USDH059299

0014
LaserJet 6PXI
SUSDH144909

N3102098FS171
LaserJet 6PXI
USDH059301

0014
LaserJet 6PXI
SUSDH146322

N3102098FS171
LaserJet 6PXI
USDH059311

0014
LaserJet 6PXI
SUSDH146357

N3102098FS171
LaserJet 6PXI
USDH059314

0014
LaserJet 6PXI
SUSDH146367

N3102098FS171
LaserJet 6PXI
USDH059316

0014
LaserJet 6PXI
SUSDH146372

N3102098FS171
LaserJet 6PXI
USDH059324

0014
LaserJet 6PXI
SUSDH146373

N3102098FS171
LaserJet 6PXI
USDH059325

0014
LaserJet 6PXI
SUSDH146375

N3102098FS171
LaserJet 6PXI
USDH059356

0014
LaserJet 6PXI
SUSDH146376

N3102098FS171
LaserJet 6PXI
USDH059357

0014
LaserJet 6PXI
SUSDH146377

N3102098FS171
LaserJet 6PXI
USDH059373

0014
LaserJet 6PXI
SUSDH146379

N3102098FS171
LaserJet 6PXI
USDH059386

0014
LaserJet 6PXI
SUSDH146382

N3102098FS171
LaserJet 6PXI
USDH059388

0014
LaserJet 6PXI
SUSDH146385

N3102098FS171
LaserJet 6PXI
USDH059391

0014
LaserJet 6PXI
SUSDH146386

N3102098FS171
LaserJet 6PXI
USDH059393

0014
LaserJet 6PXI
SUSDH146387

N3102098FS171
LaserJet 6PXI
USDH059395

0014
LaserJet 6PXI
SUSDH146388

N3102098FS171
LaserJet 6PXI
USDH059397

0014
LaserJet 6PXI
SUSDH146390

N3102098FS171
LaserJet 6PXI
USDH059409

0014
LaserJet 6PXI
SUSDH146399

N3102098FS171
LaserJet 6PXI
USDH059411

0014
LaserJet 6PXI
SUSDH146400

N3102098FS171
LaserJet 6PXI
USDH059412

0014
LaserJet 6PXI
SUSDH147331

N3102098FS171
LaserJet 6PXI
USDH059418

0014
LaserJet 6PXI
SUSDH147350

N3102098FS171
LaserJet 6PXI
USDH059943

0014
LaserJet 6PXI
SUSDH147352

N3102098FS171
LaserJet 6PXI
USDH059998

0014
LaserJet 6PXI
SUSDQ021815

N3102098FS171
LaserJet 6PXI
USDH060006

0014
LaserJet 6PXI
SUSDQ021821

N3102098FS172
LaserJet 8000N
usbb025914

0014
LaserJet 6PXI
SUSDQ021827

N3102098FS172
LaserJet 8000N
usbb026014

0014
LaserJet 6PXI
SUSDQ021834

N3102098FS172
LaserJet 8000N
usbb026017

0014
LaserJet 6PXI
SUSDQ056743

N3102098FS172
LaserJet 8000N
usbc025484

0014
LaserJet 6PXI
SUSDQ056847

N3102098FS172
LaserJet 8000N
uscb023380

0014
LaserJet 6PXI
SUSDQ056849

N3102098FS172
LaserJet 6PXI
USDD006170

0014
LaserJet 6PXI
SUSDQ056873

N3102098FS172
LaserJet 6PXI
USDD006182

0014
LaserJet 6PXI
SUSDQ056998

N3102098FS172
LaserJet 6PXI
USDD006185

0014
LaserJet 6PXI
SUSDQ057004

N3102098FS172
LaserJet 6PXI
USDD006188

0014
LaserJet 6PXI
SUSDQ057005

N3102098FS172
LaserJet 6PXI
USDD006195

0014
LaserJet 6PXI
SUSDQ057006

N3102098FS172
LaserJet 6PXI
USDD006197

0014
LaserJet 6PXI
SUSDQ057008

N3102098FS172
LaserJet 6PXI
USDD006202

0014
LaserJet 6PXI
SUSDQ057040

N3102098FS172
LaserJet 6PXI
USDD006205

0014
LaserJet 6PXI
SUSDQ057043

N3102098FS172
LaserJet 6PXI
USDD006206

0014
LaserJet 6PXI
SUSDQ057056

N3102098FS172
LaserJet 6PXI
USDD006208

0014
LaserJet 6PXI
SUSDQ057074

N3102098FS172
LaserJet 6PXI
USDD006212

0014
LaserJet 6PXI
SUSDQ057078

N3102098FS172
LaserJet 6PXI
USDD006214

0014
LaserJet 6PXI
SUSDQ057445

N3102098FS172
LaserJet 6PXI
USDH024468

0014
LaserJet 6PXI
SUSDQ057475

N3102098FS172
LaserJet 6PXI
USDH024497

0014
LaserJet 6PXI
SUSDQ057639

N3102098FS172
LaserJet 6PXI
USDH024517

0014
LaserJet 6PXI
SUSDQ057659

N3102098FS172
LaserJet 6PXI
USDH024518

0021
LaserJet 2100XI
Not on file

N3102098FS172
LaserJet 6PXI
USDH024519

0021
LaserJet 2100XI
Not on file

N3102098FS172
LaserJet 6PXI
USDH024523

0021
LaserJet 2100XI
Not on file

N3102098FS172
LaserJet 6PXI
USDH024528

0021
LaserJet 2100XI
Not on file

N3102098FS172
LaserJet 6PXI
USDH024530

0021
LaserJet 2100XI
Not on file

N3102098FS172
LaserJet 6PXI
USDH024531

0021
LaserJet 2100XI
Not on file

N3102098FS172
LaserJet 6PXI
USDH024533

0021
LaserJet 2100XI
Not on file

N3102098FS172
LaserJet 6PXI
USDH024537

0021
LaserJet 2100XI
Not on file

N3102098FS172
LaserJet 6PXI
USDH024541

0021
LaserJet 2100XI
Not on file

N3102098FS172
LaserJet 6PXI
USDH024542

0021
LaserJet 2100XI
Not on file

N3102098FS172
LaserJet 6PXI
USDH024543

0021
LaserJet 2100XI
Not on file

N3102098FS172
LaserJet 6PXI
USDH024546

0021
LaserJet 2100XI
Not on file

N3102098FS172
LaserJet 6PXI
USDH024547

0021
LaserJet 2100XI
Not on file

N3102098FS172
LaserJet 6PXI
USDH024550

0021
LaserJet 2100XI
Not on file

N3102098FS172
LaserJet 6PXI
USDH024551

0021
LaserJet 2100XI
Not on file

N3102098FS217
LaserJet 8000N
Not on file

0021
LaserJet 2100XI
Not on file

N3102098FS217
LaserJet 8000N
Not on file

0021
LaserJet 2100XI
Not on file

N3102098FS217
LaserJet 8000N
Not on file

0021
LaserJet 2100XI
Not on file

N3102098FS217
LaserJet 8000N
Not on file

0021
LaserJet 2100XI
Not on file

N3102098FS217
LaserJet 6PXI
Not on file

0021
LaserJet 2100XI
Not on file

N3102098FS217
LaserJet 6PXI
Not on file

0021
LaserJet 2100XI
Not on file

N3102098FS217
LaserJet 6PXI
Not on file

0021
LaserJet 2100XI
Not on file

N3102098FS217
LaserJet 8000N
USBB042217

0021
LaserJet 2100XI
Not on file

N3102098FS217
LaserJet 8000N
USBB052334

0021
LaserJet 2100XI
Not on file

N3102098FS217
LaserJet 8000N
USBB052346

0021
LaserJet 2100XI
Not on file

N3102098FS217
LaserJet 8000N
USBB054944

0022
LaserJet 2100XI
Not on file

N3102098FS217
LaserJet 8000N
USBB055141

0022
LaserJet 2100XI
Not on file

N3102098FS217
LaserJet 6PXI
USDH059328

0022
LaserJet 2100XI
Not on file

N3102098FS217
LaserJet 6PXI
USDH081851

0022
LaserJet 2100XI
Not on file

N3102098FS217
LaserJet 6PXI
USDH081859

0022
LaserJet 2100XI
Not on file

N3102098FS217
LaserJet 6PXI
USDH081863

0022
LaserJet 2100XI
Not on file

N3102098FS217
LaserJet 6PXI
USDH081866

0022
LaserJet 2100XI
Not on file





0022
LaserJet 2100XI
Not on file





0022
LaserJet 2100XI
Not on file





0022
LaserJet 2100XI
Not on file





0022
LaserJet 2100XI
Not on file





0022
LaserJet 2100XI
Not on file





0022
LaserJet 2100XI
Not on file





0022
LaserJet 2100XI
Not on file





0022
LaserJet 2100XI
Not on file





0022
LaserJet 2100XI
Not on file





0022
LaserJet 2100XI
Not on file





0022
LaserJet 2100XI
Not on file





0022
LaserJet 2100XI
Not on file





0022
LaserJet 2100XI
Not on file





0022
LaserJet 2100XI
Not on file





0022
LaserJet 2100XI
Not on file





0022
LaserJet 2100XI
Not on file





0022
LaserJet 2100XI
Not on file





0022
LaserJet 2100XI
Not on file





0023
LaserJet 2100XI
SUSBD043652





0023
LaserJet 2100XI
SUSBD043654





0023
LaserJet 2100XI
SUSBD043663





0023
LaserJet 2100XI
SUSBD043673





0023
LaserJet 2100XI
SUSBD043676





0023
LaserJet 2100XI
SUSBD043677





0023
LaserJet 2100XI
SUSBD043678





0023
LaserJet 2100XI
SUSCD032950





0023
LaserJet 2100XI
SUSCD032976





0023
LaserJet 2100XI
SUSCD032985





0014
LaserJet 6PXI
SUSDH120935





0014
LaserJet 6PXI
SUSDH144241





0014
LaserJet 6PXI
SUSDH144244





0014
LaserJet 6PXI
SUSDH144738





0014
LaserJet 6PXI
SUSDH144749





0014
LaserJet 6PXI
SUSDH144755





0014
LaserJet 6PXI
SUSDH144758





0014
LaserJet 6PXI
SUSDH144759





0014
LaserJet 6PXI
SUSDH144760





0014
LaserJet 6PXI
SUSDH144763





0014
LaserJet 6PXI
SUSDH144765





0014
LaserJet 6PXI
SUSDH144766





0014
LaserJet 6PXI
SUSDH144768





0014
LaserJet 6PXI
SUSDH144769





0014
LaserJet 6PXI
SUSDH144770





0014
LaserJet 6PXI
SUSDH144771





0014
LaserJet 6PXI
SUSDH144773





0014
LaserJet 6PXI
SUSDH144776





0014
LaserJet 6PXI
SUSDH144777





0014
LaserJet 6PXI
SUSDH144778





0014
LaserJet 6PXI
SUSDH144779





0014
LaserJet 6PXI
SUSDH144780





0014
LaserJet 6PXI
SUSDH144781





0014
LaserJet 6PXI
SUSDH144783





0014
LaserJet 6PXI
SUSDH144784





0014
LaserJet 6PXI
SUSDH144788





0014
LaserJet 6PXI
SUSDH144790





0014
LaserJet 6PXI
SUSDH144792





0014
LaserJet 6PXI
SUSDH144793





0014
LaserJet 6PXI
SUSDH144797





0014
LaserJet 6PXI
SUSDH144800





0014
LaserJet 6PXI
SUSDH144802





0014
LaserJet 6PXI
SUSDH144804





0014
LaserJet 6PXI
SUSDH144807





0014
LaserJet 6PXI
SUSDH144817





DUTY STATUS CODE TABLE

The first (left most) position has the following meaning: 1 = Active Duty, 2 = SELRES (Parent Unit), 3 = SELRES (Short Tour)(29 days or less), 4 = SELRES (Long Tour)(30 days or more), 5 = IRR (S1/S2 status), 6 = IRR (Voluntary Training Unit), 7 = IRR (VTU on Short Tour)(29 days or less), 8 = IRR (VTU on Long Tour)(30 days or more), 9 = Retired.

Duty Status Code
Description

100
Present for Active Duty

110
Active Duty, Detached to TAD

111
Active Duty, Detached from TAD

120
Active Duty, TAD for Manning Assistance

121
Active Duty, TAD for School

122
Active Duty, TAD for Hospitalization

123
Active Duty, TAD In Confinement

124
Active Duty, TAD for Regular Duty

133
Active Duty, Separation/Retirement XE "Retirement"  Leave

136
Active Duty, Indefinite Leave

140
Active Duty, Detached to Home for APEBP

141
Active Duty, Home awaiting APEBP

142
Active Duty, Detached from APEBP to duty

143
Active Duty, Admin Punitive Discharge, XE "Discharge"  Drop from Strength

146
Active Duty, MIA / POW

147
Active Duty, Deceased

148
Discharged from Active Duty

150
Active Duty, Failed to report for Duty

151
Active Duty, Erroneous Gain

170
Absent from Active Duty Command

171
Active Duty, Absent from TAD

172
Active Duty, IHCA

173
Active Duty, IHCA from TAD

174
Active Duty, Deserter

198
Active Duty, Prospective Gain to Full Strength

199
Active Duty, Prospective Gain

200
SELRES (Parent Unit), Present for Duty

210
SELRES Transfer XE "Transfer"  to Another Unit

211
Detached to AD for Special Work, ADSW XE "ADSW"  > 30 Days or Involuntary Mobilization XE "Mobilization" 

247
SELRES (Parent Unit), Deceased

248
Discharged from SELRES (Parent Unit)

297
Released from Mobilization, XE "Mobilization"  pending check-in to unit

298
Prospective Gain to Active Duty for Mobilization XE "Mobilization" 

299
SELRES (Parent Unit), Prospective Gain

300
SELRES (Short Tour), Present for Duty

347
SELRES (Short Tour), Deceased

370
Absent from SELRES (Short Tour)

372
SELRES (Short Tour), IHCA

374
SELRES (Short Tour), Deserter

399
SELRES (Short Tour), Prospective Gain

400
SELRES (Long Tour), Present for Duty

447
SELRES (Long Tour), Deceased

470
Absent from SELRES (Long Tour)

472
SELRES (Long Tour), IHCA

474
SELRES (Long Tour), Deserter

499
SELRES (Long Tour), Prospective Gain

500
IRR (S1/S2 status), Present for Duty

600
IRR (Voluntary Training Unit), Present for Duty

610
IRR (Voluntary Training Unit) Transfer XE "Transfer"  to another Unit

611
IRR (Voluntary Training Unit), Detached to AD for Special Work, ADSW XE "ADSW"  > 30 Days or involuntary Mobilization XE "Mobilization" 

647
IRR (Voluntary Training Unit), Deceased

648
Discharged from IRR (Voluntary Training Unit)

697
Released from Mobilization, XE "Mobilization"  pending check-in to unit

698
Prospective Gain to Active Duty for Mobilization XE "Mobilization" 

699
IRR (Voluntary Training Unit), Prospective Gain

900
Retired, Present for Duty

NSIPS COACH FREQUENTLY ASKED QUESTIONS (FAQ)

How do I access NSIPS Coach?

What makes up NSIPS Coach?

How do I select a task?

How do I hide the Control Panel?

How do I use the instructions in the Sidebar?

How do I jump to a sub-task in the Sidebar?

How do I move the Sidebar?

How do I restore the Control Panel?

How do I save my Favorite Places?

How do I access my Favorite Places?

How do I use the Settings Section? 

Can I hide the Settings options?

How do I resize the Sidebar?

What's on the Menu Bar?

How do I place the NSIPS Coach icon on the desktop?

How do I access NSIPS Coach? 

NSIPS Coach is NOT part of NSIPS.  It will not open automatically when you run NSIPS.  Rather, you must run it yourself, from the Start menu, when you need help.

What makes up NSIPS Coach?

The Coach consists of two interconnected windows:

198. The Control Panel, which is normally positioned in the center of your screen.

199. The Sidebar, which is normally positioned on the right side of your screen.

The Control Panel and the Sidebar both appear when you run the Coach.  They are designed to remain on top of the NSIPS application so that you may follow the step-by-step instructions in the Coach while you work in NSIPS.

The Control Panel is your starting point when using the Coach.  It has four tabs, each of which is similar to a menu.  Each tab contains a menu of procedures or tasks.  Once you select a task, the instructions for that task appear in the Sidebar.

When you make a selection from the Control Panel, the text in the Sidebar changes. If the text in the Sidebar is too long to fit, you can use the scroll bar to view the rest.

How do I select a task? 

The tabs contains tasks which are divided into modules.  Each module is preceded by a plus sign (+) and a file icon ().  To view the tasks within a module, click on the plus sign.  The plus sign will turn into a minus sign (-), the file icon will turn into an open file icon (), and the tasks within the selected module will be displayed.  To select a task, simply click on the task's name.  When you do so, the step-by-step instructions for the task appear in the Sidebar.

How do I hide the Control Panel? 

Once you have selected a task, you will not need the Control Panel for a while.  By clicking on the Hide button, you can hide the Control Panel, thus making more room for the NSIPS application beneath.

How do I use the instructions in the Sidebar? 

Once a task is displayed in the Sidebar, you can begin following the instructions in the Sidebar to complete a task.  

When you first select a task, you see a series of numbered steps in the Sidebar.  These steps provide a broad overview of the task, but do not offer a great amount of detail.  Notice, however, that most steps are 'hot text' (blue text).  This means that when you click on them, they will display further information.  

When your mouse pointer is positioned on hot text, it will turn into a hand. Clicking on hot text will most commonly cause a step to expand.  

Specific details about how to perform that step will be displayed. Sometimes, a task requires you to answer a question.  Two answer choices are presented in the Sidebar.  Depending on the answer you select, additional steps will be displayed in the Sidebar.  This question and answer functionality allows the Coach to make long procedures shorter by showing you only the instructions which apply to your situation.

How do I jump to a sub-task in the Sidebar?

Hot text has one other function.  Sometimes, if a task is long and has many steps, some steps may be partitioned into a separate sub-task.  Hot text is used to 'jump' you from the main task to the sub-task.  This changes the information in the Sidebar.  When you perform a task jump, the Return button in the Sidebar's toolbar becomes active.  When you are ready to return to the original task, click the Return button, which is the green arrow.  The original task will be displayed in the Sidebar once again.

How do I move the Sidebar?

As you follow the instructions in the Coach, the Sidebar may sometimes cover important information in PeopleSoft.  When this happens, you can move the Sidebar to a more convenient location.  To move the Sidebar, click on its caption bar and drag it with the mouse button held down.  An outline of the Sidebar will move with you.  When you release the mouse button, the 
Sidebar will be repositioned.

How do I restore the Control Panel?

Suppose that you complete a task, and wish to move on to another task.  In this case, you must restore the Control Panel, and select the desired task.  You may restore the Control Panel at any time by clicking on the System Guide, Bulleting Board, Business Procedures, or Reference buttons on the Sidebar's toolbar.  These buttons correspond with the icons on the Control Panel's tabs.

How do I save my Favorite Places?

If you find that there are certain tasks which you use often, there is a quick way to locate them.  You can add them to your Favorite Places window.  Favorite Places serves as a bookmark list where tasks may be stored for easy access.

To add a task to your Favorite Places list, first display the task in the Sidebar.  You may then use either the Add button in the Favorite Places window, or the Add to Favorite Places button ( + ADD) on the Sidebar's toolbar.  Note that you do not need the Favorite Places window open to use the button on the Sidebar's toolbar.  When you add a task to Favorite Places, the Coach displays a confirmation dialog box such as the one shown here.  You may turn off these messages by clicking in the 'Show Favorite Places Confirmation' checkbox on the Favorite Places window.

How do I access my Favorite Places?

To access a task on your Favorite Places list, open the Favorite Places window.  Then click on the desired task's name to display the instructions in the Sidebar.  Once you select a task from Favorite Places, you will not need it for a while.  You can close the window to create more space on your screen.

How do I use the Settings Section?  

Tool Tips - are labels that appear when your mouse pointer is placed over a button or check box.  The ToolTips check box must have an 'X' in it for the ToolTips to display.

Keep on Top - allows the NSIPS Coach to remain on top of the Trust system as you work.  That way, you do not have to switch back and forth between the two to follow the instructions in the Coach.  It is strongly recommended that you keep this setting ON (place an 'X' in the checkbox) whenever you use the Coach.

Auto-Hide - is a useful setting which will hide the Control Panel automatically whenever you select a module or task.  That way, you do not need the Hide button to hide the Control Panel.

Snap to Side - If there is an 'X' in the Snap to Side checkbox, the Sidebar will 'snap' back into place if you attempt to move it off the left or right edge of your screen.  You may find that it is useful to store the Sidebar halfway off the screen from time to time, so that you can see more of the Trust system beneath.  If you do this, be sure to turn Snap to Side OFF.

Auto-Minimize - causes NSIPS Coach to automatically minimize if a jump link within Coach launches an external application (such as Microsoft Word).  There are currently no jump links of this type in Coach.

Can I hide the Settings options? 

Whenever you do not need the Settings section, you can close it by clicking on the Settings button on the Control Panel.  You can also hide the entire Control Panel whenever desired by clicking on the Hide button.  You can restore it later by clicking on a Tab button on the Sidebar.

How do I resize the Sidebar? 

The Sidebar can be shortened to display more of PeopleSoft beneath.  To shorten the Sidebar, point to the bottom border.  When the mouse changes to a , click the mouse and drag it upwards.  Release the mouse at the desired size.  The Sidebar may also be shortened by using the Half Height button on the toolbar.  To restore the Sidebar to its original size, use the Full Height button on the toolbar.

What's on the Menu Bar? 

Like most Windows applications, the Coach has menus from which most system functions are available.  The Coach offers the following menu options:

· File Menu - You can choose Close from the File menu to exit Coach.

· Edit Menu - If you highlight text in NSIPS Coach by clicking and dragging your mouse, you may then choose Edit…Copy to copy this text onto the Windows clipboard.

· Tools Menu -The options on the Tools menu are the same functions available in the Settings section of the Control Panel.  In addition, you may use the Tools menu, rather than the toolbar buttons, to shorten and lengthen Coach.

· Show Menu -You may use the Show menu, rather than the toolbar buttons, to restore the Control Panel.  It will also open the Favorite Places window.

· Help Menu -If you click on Help . . . About Coach, a popup window is displayed which displays important information about the version and updating date of your copy of NSIPS Coach.

How do I place the NSIPS Coach icon on the desktop?

Choose Start, Settings, Taskbar.  Click on the Start Menu Programs tab.  Click the Advanced button.  In the left-hand panel of the window that appears, click on the plus sign next to Programs.  Click on the NSIPS Coach folder in that same panel.  In the right-hand panel, right-click on the NSIPS Coach icon and choose Create Shortcut.  A second icon will appear labelled NSIPS Coach (2).  Right-click on this second icon and select Cut.  Minimize all of your open windows.  Right-click on your desktop and choose Paste.  The icon labelled NSIPS Coach (2) will appear on your desktop.  Right-click on this icon and choose Rename.  Rename the icon from NSIPS Coach (2) to NSIPS Coach.

AD-HOC QUERIES/REPORTS

Overview

Relational Database Management

Navigation

Joining Tables

Example

Overview

There are 5 basic steps in creating an Ad-Hoc query:


1.  Selecting the tables for a query.


2.  Joining those tables.


3.  Selecting fields.


4.  Defining criteria for those fields.


5.  Running the query.

A brief background in Relational Database Management is helpful in understanding how to select and join tables and fields.  A complete list of PeopleSoft tables and fields can be found in the PeopleSoft Translation Report that follows.  Note that Ad Hoc queries may be saved so that the same query may be run with the same criteria in the future.

The predefined view of reserve data N1_COMM_DATA_VW has been delivered in NSIPS Release 0.1.  The view provides fields from the following tables: PERSONAL_DATA, EMPLOYMENT, JOB, N_RESERVE, and CONTRACT_DATA.  Providing fields from several tables on one view prevents the user from having to create so many table joins.  This will reduce query complexity and the risk of bad joins that negatively impact system performance.

Relational Database Management

NSIPS is designed using a relational database management system (RDBMS).  A database management system (DBMS) is a computer program you can use to store, organize and access a collection of interrelated data.  A relational database is a set of tables or holders of records that are "related" to each other by a common value. Think of two index card files that you have in a cabinet. The first file contains a record for each member. This information consists of data unique to that member. It contains a social security number, address, and phone number. The second file contains a record for each period of leave the member has taken. Records in this table contain the employee's social security number and information pertinent to the leave periods. Each of the two files contains different information, but are "related" through their one common piece of data, the social security number.

When the data are placed in a relational database management system, the structure is much the same. The index card files would be tables, the cards in the files would be called records or rows, and each data value on the record would be called an item or field. The two tables would be "related" by a “social_security_number” field that existed in each table.

The data in NSIPS is arranged so that the data and the relations between them are organized in tables. Normally data that are similar in nature are grouped together in one table. Certain fields in the table are designated as keys, which means that searches for specific values of that field will use indexing to speed them up.
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Where fields in two different tables take values from the same set (i.e., SSN) a join operation can be performed on those tables by matching the values in those fields.  NSIPS uses the SSN (EMPLID) as the key for linking tables together and accessing the data in those tables.  The EMPLID is stored in PS_PERSONAL_DATA table and is the key for accessing data in other tables.  As such it is called the Primary Key for the PS_PERSONAL_DATA table.  

PS_PERSONAL_DATA is the Primary table for member information.  All other tables that deal with information about a member are linked, or controlled by the PS_PERSONAL_DATA table.  For example PS_EMPLOYMENT also contains EMPLID as a key, but it is linked to PS_PERSONAL_DATA in such a way that in order for data to be stored in PS_EMPLOYMENT they must first contain an EMPLID that matches an EMPLID in PS_PERSONAL_DATA.  In short, PS_EMPLOYMENT is a child table of PS_PERSONAL_DATA.  

Another major key in NSIPS is the Employee Record Number (EMPL_RCD#). This key data field is contained in PS_EMPLOYMENT, and is the foreign key for a variety of other tables.  An example of this is the table PS_N_RESERVE.

This table contains both EMPLID and EMPL_RCD#.  The EMPLID in PS_N_RESERVE is linked to EMPLID in PS_PERSONAL_DATA and EMPL_RCD# in PS_N_RESERVE is linked to PS_EMPLOYMENT.  So in order for data to be contained in PS_N_RESERVE there must be similar data in PS_PERSONAL_DATA and in PS_EMPLOYMENT. PS_N_RESERVE is thus a child table of both PS_PERSONAL_DATA and PS_EMPLOYMENT. 

Because of the relational aspect of the NSIPS databases pulling information from the database for reports, just searching for specific information can be difficult.  NSIPS has a tool to simplify this process for the user.  The COTS PeopleSoft Query application is a powerful feature of the NSIPS program.

With PeopleSoft Query, the user can extract data from the database using a point-and-click method GUI interface, relieving the user of having to write Structured Query Language (SQL) statements.

Queries can be as simple or as complex as the user wishes to make them and can be used on a one-time or repeated basis. 

More information on using PeopleSoft Query can be obtained in the PeopleSoft Books, which is included with the NSIPS Application.

Navigation

To create an ad-hoc report, open the PeopleSoft Query tool.  This option may not be available to all users based on permissions given to account by the NSIPS System Administrators.
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Select “Go” from the menu bar.

Select “PeopleTools” from the drop-down menu.

Select “Query.”

The PeopleSoft Query window appears. 

This window is split into two views:

· The Component View on the left side.

· The Designer View on the right side.

[image: image350.wmf]
Component View

The Component View is further broken down into two Tabs located at the bottom of the split view.

Database Tab: This window contains a listing of all the tables contained in the NSIPS application.  To view the fields contained in tables click on the “+” symbol next to the table.  

To select the table for the query double-click on the name.  This will place that table in the “Query” Tab.

To select another table the user must click on the “Database” Tab.  By jumping between the two tabs the user can easily select all of the tables that are needed for the report.

Query Tab: It is within this window that the report is created.  To place a field in ad-hoc, simply double-click on it.  The field will be displayed in the “Designer View” under the Fields Tab. 

Designer View

The Designer View has four Tabs at the top of the view.

Fields Tab: Displays the fields selected by the user and allows the user to change the order and sorting criteria of the report.

Criteria Tab: Displays the selection and operators definition for selected fields.  Under this tab you will see all of the join operators for your tables as well as the selection criteria that you are using to parse information out of the database.

SQL Tab: Displays a view of the SQL script being written behind the scenes by the query.  It cannot be modified, but can provide information for debugging purposes.

Result Tab: This tab will initially show a blank screen.  Once you select Run (Current Query), this tab will display the results of your query on the screen.  

Joining Tables

Because of the relational aspect of the NSIPS database, it is absolutely critical that tables are joined correctly prior to running a query.  If the tables are not joined properly, the query will produce a “Cartesian product,” which will display all possible combinations of all rows and all fields.  This will result in extreme memory usage greatly reducing the efficiency of the NSIPS application.  The diagram shows an example of how the tables in NSIPS are related by using EMPLID, EMPL_RCD#, and DEPTID.

Example

The following is an example of how to design and run a simple query/report using the PeopleSoft Query Tool.  The example details how to select tables and fields, join tables, define criteria for selecting records, and finally running the query.

Navigation

Select “GO.”

Select “PEOPLETOOLS.”

Select “QUERY.”

Selecting Tables for a Query

In the component view, double-click on the folders until the tables needed are visible.  Select a table by double-clicking on it.  Once a table is selected, the table is placed in the query.  To select another table for the query, click on the database tab.

Select “PERSONAL_DATA.”
Select “JOB.”

Select “EMPLOYMENT.”

Select “DEPT_TBL.”

Because both the Department Table and the Job Table are effective dated, you will need to select the date criteria needed for the query.  
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For the purposes of this query select Last in the Effective Sequence Box.

The Job table also contains an effective sequence. 
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Select Effective Date <= and Current Date and hit “OK”.

Joining Tables

To join tables, the tables must have at least one “like” field.  With this particular example, the common fields are EMPLID, EMPL_RCD# and DEPTID.

First Table Join

Click the Criteria tab.

Select CRITERIA.

Select NEW.

· A row will appear in the criteria window.

Place the mouse on the highlighted row under the first Expression field.

Click the right mouse button.

· A menu appears.

Select FIELD.

· A dialog box is displayed.

Click the Record Name drop-down arrow.

Select A=PERSONAL_DATA.

Click the Field Name drop-down arrow.

Select EMPLID.

Click OK.

Click the drop-down arrow in the Operator field.

· A list of operators appears.

Select Equal To in the Operator field.

Place your mouse on the highlighted row under the second Expression field.

Click the right mouse button.

· A menu appears.

Select FIELD.

· A dialog box is displayed.

Click the Record Name drop-down arrow.

Select B=JOB.

Click the Field Name drop-down arrow.

Select EMPLID.

Click OK.

Second Table Join

Select CRITERIA.

Select NEW.

· A row appears in the criteria window.

Place your mouse on the highlighted row under the first Expression field.

Click the right mouse button.

· A menu appears.

Select FIELD.

· A dialog box is displayed.

Click the Record Name drop-down arrow.

Select B=JOB.

Click the Field Name drop-down arrow.

Select EMPLID.

Click OK.

Click the drop-down arrow in the Operator field.

· A list of operators appears.

Select Equal to in the Operator field.

Place your mouse on the highlighted row under the second Expression field.

Click the right mouse button.

· A menu appears.

Select FIELD.

· A dialog box is displayed.

Click the Record Name drop-down arrow.

Select C=EMPLOYMENT.

Click the Field Name drop-down arrow.

Select EMPLID.

Click OK.

Third Table Join

Select CRITERIA.

Select NEW.

· A row appears in the criteria window.

Place your mouse on the highlighted row under the first Expression field.

Click the right mouse button.

· A menu appears.

Select FIELD.

· A dialog box is displayed.

Click the Record Name drop-down arrow.

Select D=DEPT_TBL.

Click the Field Name drop-down arrow.

Select DEPTID.

Click OK.

Click the drop-down arrow in the Operator field.

· A list of operators appears.

Select Equal to in the Operator field.

Place your mouse on the highlighted row under the second Expression field.

Click the right mouse button.

· A menu appears.

Select FIELD.

· A dialog box is displayed.

Click the Record Name drop-down arrow.

Select B=JOB.

Click the Field Name drop-down arrow.

Select DEPTID.

Click OK.

Fourth Table Join

Select CRITERIA.

Select NEW.

· A row appears in the criteria window.

Place your mouse on the highlighted row under the first Expression field.

Click the right mouse button.

· A menu appears.

Select FIELD.

· A dialog box is displayed.

Click the Record Name drop-down arrow.

Select B=JOB.

Click the Field Name drop-down arrow.

Select EMPL_RCD#.

Click OK.

Click the drop-down arrow in the Operator field.

· A list of operators appears.

Select Equal to in the Operator field.

Place your mouse on the highlighted row under the second Expression field.

Click the right mouse button.

· A menu appears.

Select FIELD.

· A dialog box is displayed.

Click the Record Name drop-down arrow.

Select C=EMPLOYMENT.

Click the Field Name drop-down arrow.

Select EMPL_RCD#.

Click OK.

The PeopleSoft Query screen should resemble the following example:
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Now all the tables are joined using EMPLID, EMPL_RCD#, and DEPTID.

HINT:  At this point it would be advantageous to save the query under a generic name.  This will save processing time in future queries by removing the time needed to link the core tables together.

Selecting Fields

Scroll up and down the Query Tab in the component view to locate the fields necessary for the query.  To select fields for inclusion into the query double-click the mouse on the field.  This will place the field in Designer view under the Fields Tab.

Select DESCR field from DEPT_TBL table.

Select DEPTID field from DEPT_TBL table.

Select NAME field from PERSONNAL_DATA table.

Select N_BR_CLS_CD field from EMPLOYMENT table.

Select N_RATE_RANK field from EMPLOYMENT table.

Select N_RANK_DT field from EMPLOYMENT table.

Select N_TIR_DT field from EMPLOYMENT table.
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The Designer View of the query should resemble the example.  

Defining Criteria for a Field

The purpose of an ad-hoc report is to select only those records that are needed for the report.  If there are several UICs under the command processing the report, a selection criteria is helpful in “not” selecting for the report those records that are not at the UIC. In this case, the user should select MM1s at UIC 03367 who are currently on Active duty.

First Criteria: (Selecting active duty records)

Click the Criteria Tab.

Select CRITERIA.

Select NEW.

· A row appears in the criteria window.

Place your mouse on the highlighted row under the first Expression field.

Click the right mouse button.

· A menu appears.

Select FIELD.

· A dialog box is displayed.

Click the Record Name drop-down arrow.

Select C= EMPLOYMENT.

Click the Field Name drop-down arrow.

Select EMPL_RCD#.

Click OK.

Click the drop-down arrow in the Operator field.

· A list of operators appears.

Select Equal to in the Operator field.

Place your mouse on the highlighted row under the second Expression field.

Click the right mouse button.

· A menu appears.

Select Constant.

· A dialog box is displayed.

Type 0.

Click OK.

Second Criteria (Selecting records at UIC 03367)

Click the Criteria Tab.

Select CRITERIA.

Select NEW.

· A row appears in the criteria window.

Place your mouse on the highlighted row under the first Expression field.

Click the right mouse button.

· A menu appears.

Select FIELD.

· A dialog box is displayed.

Click the Record Name drop-down arrow.

Select D=DEPT_TBL.

Click the Field Name drop-down arrow.

Select DEPTID.

Click OK.

Click the drop-down arrow in the Operator field.

· A list of operators appears.

Select Equal to in the Operator field.

Place your mouse on the highlighted row under the second Expression field.

Click the right mouse button.

· A menu appears.

Select Constant.

· A dialog box is displayed.

Type 03367.

Click OK.

Third Criteria (Selecting records with Rate/Rank = MM1)

Select CRITERIA.

Select NEW.

· A row appears in the criteria window.

Place your mouse on the highlighted row under the first Expression field.

Click the right mouse button.

· A menu appears.

Select FIELD.

· A dialog box is displayed.

Click the Record Name drop-down arrow.

Select C=EMPLOYMENT.

Click the Field Name drop-down arrow.

Select N_RATE_RANK.

Click OK.

Click the drop-down arrow in the Operator field.

· A list of operators appears.

Select Equal to in the Operator field.

Place your mouse on the highlighted row under the second Expression field.

Click the right mouse button.

· A menu appears.

Select CONSTANT.

· A dialog box is displayed.

Type  MM1.

Click OK.
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The Designer View should now look like the example.  The criteria selections define the way to sort through the data and select those records that are needed for the actual query.  The selection criteria can be as broad or as narrow as is needed for the report.  More information on operators and their uses in the selection criteria process can be found in PeopleBooks.

Running the query

There are three ways to run the query once it has been built.

1.
Run (Current Query): This will execute the query and show the results on the screen under the Results Tab.

2.
Run to Excel: This will execute the query, open Microsoft Excel, and then place the results into an Excel table. You can print the report from this program.

3.
Run to Crystal: This will execute the query open Crystal Report and place the results into the Crystal format. You can print the report from this program.

The way the type of information that is needed and what further processing needs to done will determine how you run the query.  

Select FILE.

Select RUN (Current Query).

Select RUN to Excel.

Select Run to Crystal.

Below is an example of the results using Run (Current Query).
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This query can be saved so that the same query may be run with the same criteria in the future.

PEOPLESOFT TRANSLATION REPORT

This report can be useful in determining the data elements needed for Ad-Hoc queries.


Legacy Field
Logical Attribute
Peoplesoft Table
Peoplesoft Field
System

1(a)-APPN

Appropriation and Subhead Code
PS_N_ORDERS_DATA
N_APPROP_SUB_CD
SDS

2ND-COPY-TO-UIC

Orders, Temporary Duty Station Unit 
PS_N_ORDERS_TEMDU
DEPTID
SDS

Identification Code


ABSC XE "ABSC" 

Billet Mobilization XE "Mobilization"  Sequence Code
PS_POSITION_DATA
N_BLT_MOB_SEQ_CD
RSTARS

ACA

Assignment Control Authority
PS_N_ORDERS_DATA
N_ASGN_CNTL_AUTH
SDS

ACC XE "ACC" 

Accounting Category Code
PS_N_ACTIVE
N_ACCT_CAT_CD
SDS

ACC-1

Orders, Temporary Duty Station 
PS_N_ORDERS_TEMDU
N_ORD_ACC XE "ACC" 
SDS

Accounting Category Code


Account Policy Number

Bank Account Number
PS_DIR_DEP_DISTRIB
ACCOUNT#
DJMS_RC

ACCOUNTING-ACTIVITY

Accounting Activity
PS_N_ORDERS_DATA
N_ACCOUNT_ACTY
SDS

ACCT-POLCY-NBR

Bank Account Number
PS_DIR_DEP_DISTRIB
ACCOUNT#
DJMS_AC

ACDUBEQ

Active Duty Tour Start Date
PS_JOB
N_ACT_DUTY_STRT_DT
RSTARS

ACDUDAY

Number of Days Annual Training XE "Annual Training" /Active 
PS_N_RESERVE
N_NUM_DAYS_AT_ADT XE "ADT" 
RSTARS

Duty for Training


ACDUFY

Annual Training XE "Annual Training"  Status Code Submission
PS_N_RESERVE
N_AN_TRN_SUB_IND
RSTARS

 Indicator


ACDUSTA

Annual Training XE "Annual Training"  Status Code
PS_N_RESERVE
N_AN_TRN_STAT_CODE
RSTARS

ACT-DATE

Page Seven Action Date
PS_N_LEGAL
N_ACTN_DT
SDS

ACT-LTITLE

Billet Unit Identification Code Activity 
PS_POSITION_DATA
N_BLT_UIC_MOB_TTL
SDS

Long Title


Activity Long Title
PS_DEPT_TBL
N_ACTY_LONG_TTL
SDS

ACT-SHTITLE

Page Six Activity Description
PS_N_UNAUTH_ABS
N_ACTVTY_DESCR
SDS

Activity Short Title XE "Short Title" 
PS_DEPT_TBL
DESCR
SDS

ACT_PG_CD

Activity Processing Code XE "Activity Processing Code" 
PS_DEPT_TBL
N_ACTY_PRCS_CD
RSTARS/SDS

ACT_UIC

Unit Identification Code
PS_JOB
DEPTID
RSTARS

ACT_UNTCD

Activity Processing Code XE "Activity Processing Code" 
PS_DEPT_TBL
N_ACTY_PRCS_CD
RSTARS/SDS

ACTAD1

Activity Long Title
PS_DEPT_TBL
N_ACTY_LONG_TTL
RSTARS

ACTAD2

Command Address Attention Line
PS_DEPT_TBL
N_ATTN_LINE
RSTARS

ACTAD3

Command Address Street
PS_DEPT_TBL
N_STREET_ADDR
RSTARS

ACTAD4AD

Command Address City
PS_DEPT_TBL
N_CITY
RSTARS

Command Address State
PS_DEPT_TBL
STATE
RSTARS

ACTAD4ZI

Command Address Zip Code
PS_DEPT_TBL
N_ZIP_CODE
RSTARS

ACTIVLA

Activity Long Title
PS_DEPT_TBL
N_ACTY_LONG_TTL
RSTARS

ACTYRDD

Activity Required Delivery Date
PS_N_MOBILIZATION
N_ACTY_RQR_DLV_DT
RSTARS

ADD_IDT

Drill Limit Additional Drills Number
PS_N_DRLL_LMT
N_DRL_ADDL_QTY
RSTARS

ADDLFITW

Federal Income Tax XE "Tax"  Additional 
PS_FED_TAX_DATA
FWT_ADDL_AMT
RSTARS

Withholding XE "Withholding"  Additional Amount


ADDR_TXT

Member Home Address Street
PS_N_PERS_ADDR
N_STREET_ADDR
RSTARS

ADDRESS

Member Home Address Country
PS_N_PERS_ADDR
COUNTRY
SDS

ADDTNL-AMT

Federal Income Tax XE "Tax"  Additional 
PS_FED_TAX_DATA
FWT_ADDL_AMT
DJMS_AC

Withholding XE "Withholding"  Additional Amount


ADEDDT

Active Duty Tour End Date
PS_JOB
N_ACT_DUTY_END_DT
RSTARS

ADJ-PREV-606-DT

Page Six Adjust Previous Page Six Date
PS_N_UNAUTH_ABS
N_ADJ_PREV_UA_DT
SDS

 Field


ADJUST-PREVIOUS-606

Page Six Adjust Previous Page Six Field
PS_N_UNAUTH_ABS
N_ADJ_PREV_UA_FLD
SDS

ADMIN_UIC

Activity Unit Identification Code
PS_DEPT_TBL
N_RSV_CTR_UIC
RSTARS/SDS

ADRLENL

Inactive Duty for Training Authorized 
PS_DEPT_TBL
N_IDT_AUTH_DRILL_E
RSTARS

Drills Enlisted


ADRLOFF

Inactive Duty for Training Authorized 
PS_DEPT_TBL
N_IDT_AUTH_DRILL_O
RSTARS

Drills Officer


ADRQ

Active Duty Request Type Code
PS_N_RESERVE
N_REQ_ACT_DT_TP_CD
RSTARS

ADRS-MAIL-CITY

Member Separation Address City
PS_N_PERS_ADDR
N_CITY
DJMS_AC

Member LES XE "LES"  Address City
PS_N_PERS_ADDR
N_CITY
DJMS_AC

ADRS-MAIL-DOM-FORGN-

Address Type Code
PS_N_PERS_ADDR
N_ADDR_CD
DJMS_AC

Member Home Address Country
PS_N_PERS_ADDR
COUNTRY
DJMS_AC

ADRS-MAIL-FORGN

Member Separation Address Foreign
PS_N_PERS_ADDR
COUNTRY
DJMS_AC

Member Separation Address Foreign
PS_N_PERS_ADDR
N_ZIP_CODE
DJMS_AC

Member Separation Address Foreign
PS_N_PERS_ADDR
N_CITY
DJMS_AC

Member Separation Address Foreign
PS_N_PERS_ADDR
N_STREET_ADDR
DJMS_AC

Member Separation Address Foreign
PS_N_PERS_ADDR
N_PROP_NAME
DJMS_AC

ADRS-MAIL-STATE

Member LES XE "LES"  Address State
PS_N_PERS_ADDR
STATE
DJMS_AC

Member Separation Address State
PS_N_PERS_ADDR
STATE
DJMS_AC

ADRS-MAIL-STREET

Member LES XE "LES"  Address Street
PS_N_PERS_ADDR
N_STREET_ADDR
DJMS_AC

Member Separation Address Street
PS_N_PERS_ADDR
N_STREET_ADDR
DJMS_AC

ADRS-MAIL-ZIP

Member LES XE "LES"  Address Zip Code
PS_N_PERS_ADDR
N_ZIP_CODE
DJMS_AC

Member Separation Address Zip Code
PS_N_PERS_ADDR
N_ZIP_CODE
DJMS_AC

ADSD

Active Duty Service Date
PS_N_PERS_DATA_RTC XE "RTC" 
N_ACT_DUTY_SVC_DT
SDS

Active Duty Service Date
PS_N_ACTIVE
N_ACT_DUTY_SVC_DT
SDS

ADSN

Disbursing Station Symbol Number
PS_N_DEPT_DSSN
N_DSSN_CD
DJMS_AC

ADTEDDT

Active Duty Travel End Date
PS_JOB
N_AD_TVL_END_DT
RSTARS

ADTSTDT

Active Duty Travel Start Date
PS_JOB
N_AD_TVL_STRT_DT
RSTARS

ADTYPE

Active Duty Type Code
PS_N_RESERVE
N_ACT_DUTY_TYPE_CD
RSTARS

AFQT

Armed Forces Qualification Test Score XE "Test Score" 
PS_N_TEST
N_AFQT_SCORE
SDS

Armed Forces Qualification Test Score XE "Test Score" 
PS_N_PERS_DATA_RTC XE "RTC" 
N_AFQT_SCORE
SDS

AFQTETST

Armed Forces Qualification Electronics 
PS_N_TEST
N_ELCTRN_TEST
RSTARS

Test Score XE "Test Score" 

AFQTID

Armed Services Vocational Aptitude 
PS_N_TEST
N_ASVAB_VER
RSTARS

Battery Test ID


Armed Services Vocational Aptitude 
PS_N_PERS_DATA_RTC XE "RTC" 
N_ASVAB_VER
RSTARS

Battery Test ID


AFQTMS0

General Science ASVAB Score
PS_N_TEST
N_GEN_SCI_TEST
RSTARS

AFQTMS1

Arithmetic Reasoning ASVAB Score
PS_N_TEST
N_ARITH_RSN_TEST
RSTARS

AFQTMS2

Word Knowledge ASVAB Test Score XE "Test Score" 
PS_N_TEST
N_WORD_KNOWL_TEST
RSTARS

AFQTMS3

Automotive Information ASVAB Score
PS_N_TEST
N_AUTO_INFO_TEST
RSTARS

Paragraph Comprehension ASVAB Test 
PS_N_TEST
N_PAR_CMPRHN_TEST
RSTARS

Score


AFQTMS4

Arithmetic Reasoning ASVAB Score
PS_N_TEST
N_ARITH_RSN_TEST
RSTARS

AFQTMS5

Coding Speed ASVAB Test Score XE "Test Score" 
PS_N_TEST
N_CD_SPEED_TEST
RSTARS

AFQTMS6

Auto and Shop XE "Shop"  Information ASVAB Test 
PS_N_TEST
N_AUTO_SHOP_TEST
RSTARS

Score


AFQTMS7

Electronics Information ASVAB Test 
PS_N_TEST
N_ELCTRN_INFO_TEST
RSTARS

Score


AFQTMS8

Mechanical Comprehension ASVAB Test
PS_N_TEST
N_MECH_CMPRHN_TEST
RSTARS

 Score


AFQTMS9

Electronics Information ASVAB Test 
PS_N_TEST
N_ELCTRN_INFO_TEST
RSTARS

Score


AFQTMSA

Verbal Expression ASVAB Test Score XE "Test Score" 
PS_N_TEST
N_VBL_EXPRS_TEST
RSTARS

AFQTMSB

Mathematics Knowledge ASVAB Test 
PS_N_TEST
N_MATH_KNOWL_TEST
RSTARS

Score


AFQTPCT

Armed Forces Qualification Test Score XE "Test Score" 
PS_N_PERS_DATA_RTC XE "RTC" 
N_AFQT_SCORE
RSTARS

Armed Forces Qualification Test Score XE "Test Score" 
PS_N_TEST
N_AFQT_SCORE
RSTARS

AFQTRADR

Armed Forces Qualification Radar Test 
PS_N_TEST
N_RADAR_TEST
RSTARS

Score


AFQTSONR

Armed Forces Qualification Sonar Test 
PS_N_TEST
N_SONAR_TEST
RSTARS

Score


AFRMEDAL

Eligibility Begin Date, Armed Forces 
PS_ACCOMPLISHMENTS
N_ELIG_BEGIN_DT
RSTARS

Reserve Medal


AIRATE

Aeronautical Rating Indicator
PS_N_RESERVE
N_AERO_RT_IND
RSTARS

AMSI

Active Military Service Indicator XE "Active Military Service Indicator" 
PS_N_RESERVE
N_ACT_MIL_SRV_IND
RSTARS

AMT-OF-FINE

Page Seven Amount of Fine Field
PS_N_LEGAL
N_FINE_AMT
SDS

ANNIVDAT

Anniversary Date XE "Anniversary Date" 
PS_N_RESERVE
N_ANNIVERSARY_DT
RSTARS

APC

Activity Processing Code XE "Activity Processing Code" 
PS_DEPT_TBL
N_ACTY_PRCS_CD
RSTARS

APC_CMD_NO

Activity Processing Code XE "Activity Processing Code" 
PS_DEPT_TBL
N_ACTY_PRCS_CD
RSTARS/SDS

APHONE

Phone XE "Phone"  Number
PS_N_DEPT_TEL_TBL
N_TEL_NUM
RSTARS

APPREHENDED-DELIVERE

Page Six Apprehended/Delivered Field
PS_N_UNAUTH_ABS
N_APPRND_FLD
SDS

APPROP-CODE

Appropriation and Subhead Code
PS_N_ORDERS_DATA
N_APPROP_SUB_CD
DJMS_AC

APPROPRIATION/SUBHEAD

Appropriation and Subhead Code
PS_N_ORDERS_DATA
N_APPROP_SUB_CD
SDS

AR

Arithmetic Reasoning ASVAB Score
PS_N_TEST
N_ARITH_RSN_TEST
SDS

AS

Auto and Shop XE "Shop"  Information ASVAB Test 
PS_N_TEST
N_AUTO_SHOP_TEST
SDS

Score


ASED

Aviation Service Entry Date
PS_EMPLOYMENT
N_AV_SVC_ENTRY_DT
SDS

ASGN-RATE-ABBR

Assigned Rate/Rank
PS_EMPLOYMENT
N_ASGN_RATE_RANK
SDS

ASGN_DT

Report Date
PS_N_PERS_DATA_RTC XE "RTC" 
N_REPORT_DT
RSTARS

Subspecialty Code Effective Date
PS_N_PERS_SPEC
N_SUB_EFFDT
RSTARS

Report Date
PS_JOB
N_REPORT_DT
RSTARS

ASIGNDAT

Date Assigned Billet
PS_N_RESERVE
N_ASSN_BILLET_DT
RSTARS

Billet Assignment Date
PS_POSITION_DATA
N_BLT_ASGN_DT
RSTARS

ASVAB-TEST-ID

Armed Services Vocational Aptitude 
PS_N_PERS_DATA_RTC XE "RTC" 
N_ASVAB_VER
SDS

Battery Test ID


Armed Services Vocational Aptitude 
PS_N_TEST
N_ASVAB_VER
SDS

Battery Test ID


AUIC

Activity Unit Identification Code
PS_DEPT_TBL
N_RSV_CTR_UIC
RSTARS

Reserve Billet Number
PS_POSITION_DATA
POSITION_NBR
RSTARS

Unit Identification Code Ultimate Duty 
PS_N_ORDERS_DATA
N_UIC_ULT_DTY_STA
RSTARS/SDS

Station


Pseudo Unit Identification Code
PS_DEPT_TBL
N_PSEUDO_UIC
RSTARS/SDS

AUTH-TYPE

Page Seven Authority Type Field
PS_N_LEGAL
N_AUTH_TYP
SDS

AUTH-TYPE-DATE

Page Seven Authority Review Date
PS_N_LEGAL
N_AUTH_RVW_DT
SDS

AVAIL-CLASS

Availability Classification Code
PS_N_AVAILABILITY
N_AVAL_CLASS_CD
SDS

AVAIL-DATE

Availability Date
PS_N_AVAILABILITY
N_AVAL_DATE
SDS

AVAIL-RATE

Availability Rate Abbreviation
PS_N_AVAILABILITY
N_RATE_RANK
SDS

AVAIL-REMARKS

Availability Remarks XE "Remarks" 
PS_N_AVAILABILITY
N_AVAL_RMKS
SDS

AVBTASGN

Aviation Service Entry Date
PS_EMPLOYMENT
N_AV_SVC_ENTRY_DT
RSTARS

Aviation Service Date

Aviation Service Entry Date
PS_EMPLOYMENT
N_AV_SVC_ENTRY_DT
DJMS_RC

AWARDS-1430

Awards Points
PS_N_1430_WKSHT
N_AWD_PT
SDS

BAQ XE "BAQ"  Date of Birth XE "Date of Birth"  Prime 

Date of Birth XE "Date of Birth"  of Youngest Child
PS_DEPENDENT_BENEF
BIRTHDATE
DJMS_RC

BAQ XE "BAQ"  Dependent Type

Dependent Type
PS_DEPENDENT_BENEF
RELATIONSHIP
DJMS_RC

BAQ XE "BAQ"  Start Date

Basic Housing XE "Housing"  Allowance (Reserve) 
PS_PERSONAL_DATA
N_BAH_START_DT
DJMS_RC

Start Date


BAQ XE "BAQ"  Status

Basic Housing XE "Housing"  Allowance Type Code
PS_PERSONAL_DATA
N_BAH_TYPE_CD
DJMS_RC

BAQ-CODE

Housing XE "Housing"  Allowance Category Code
PS_PERSONAL_DATA
N_HSE_ALW_CAT_CD
SDS

BCITY

Business City
PS_N_PERS_ADDR
N_CITY
RSTARS

BILDES

Billet Description - Reserves
PS_POSITION_DATA
DESCR
RSTARS

BLOOD-TYPE

Blood Type Code
PS_PERSONAL_DATA
N_BLOOD_TYPE
SDS

BLT_ID

Billet Identification Number
PS_POSITION_DATA
N_BLT_ID_NUM
RSTARS

BNAME

Business Name
PS_N_PERS_ADDR
N_PROP_NAME
RSTARS

BPNEC

Billet Primary Navy Enlisted 
PS_POSITION_DATA
N_PRM_NEC XE "NEC" _CD
RSTARS

Classification Code


Billet Primary Navy Officer Billet 
PS_POSITION_DATA
N_BLT_PNOBC_CD
RSTARS

Classification Code


BR-CL

Branch and Class XE "Branch and Class" 
PS_N_PERS_DATA_RTC XE "RTC" 
N_BR_CLS_CD
SDS

Branch and Class XE "Branch and Class" 
PS_EMPLOYMENT
N_BR_CLS_CD
SDS

BR-CL-LD

Branch and Class XE "Branch and Class"  of Last Discharge XE "Discharge" 
PS_N_PERS_DATA_RTC XE "RTC" 
N_BR_CLS_LAST_DSCH
SDS

Branch and Class XE "Branch and Class"  of Last Discharge XE "Discharge" 
PS_EMPLOYMENT
N_BR_CLS_LAST_DSCH
SDS

BRNKRAT

Billet Rate Abbreviation
PS_POSITION_DATA
JOBCODE
RSTARS

Billet Designator XE "Designator" 
PS_POSITION_DATA
N_DESIG_CD
RSTARS

Billet Rank
PS_POSITION_DATA
JOBCODE
RSTARS

BSC

Billet Sequence Code, Active
PS_N_ACTIVE
N_BLT_SEQ_CD_ACTV
SDS

BSC-ADDU

Billet Sequence Code Additional Duty
PS_N_ADDL_UIC_BSC
N_BLT_SEQ_CD_ADDL
SDS

Additional Duty Billet Sequence Code
PS_N_ACTIVE
N_ADDU_BLT_SEQ_CD
SDS

Billet Sequence Code, Active
PS_N_ACTIVE
N_BLT_SEQ_CD_ACTV
SDS

BSEX

Billet Sex XE "Sex"  Code
PS_POSITION_DATA
N_BLT_SEX_CD
RSTARS

BSN

Billet Training Sequence Number
PS_POSITION_DATA
N_BLT_SEQ_NUM
RSTARS

BSNEC

Billet Secondary Navy Officer Billet 
PS_POSITION_DATA
N_BLT_SNOBC_CD
RSTARS

Classification Code


Billet Secondary Navy Enlisted 
PS_POSITION_DATA
N_SEC_NEC XE "NEC" _CD
RSTARS

Classification Code


BSTATE

Business State
PS_N_PERS_ADDR
STATE
RSTARS

BSTREET

Business Street Address
PS_N_PERS_ADDR
N_STREET_ADDR
RSTARS

BUSPHON

Business Phone XE "Phone"  Number
PS_N_PERS_ADDR
PHONE
RSTARS

BZIP

Business Zip Code
PS_N_PERS_ADDR
N_ZIP_CODE
RSTARS

CASP

Sea Duty XE "Sea Duty"  Counter
PS_EMPLOYMENT
N_SEA_DUTY_CNT
RSTARS

CB_ADMIN

Pseudo Unit Identification Code
PS_DEPT_TBL
N_PSEUDO_UIC
RSTARS/SDS

CDP-1

Class Identification Code
PS_N_TEMDU_CLASS
N_CLASS_ID_CD
SDS

CDP-2

Class Identification Code
PS_N_TEMDU_CLASS
N_CLASS_ID_CD
SDS

CDP-3

Class Identification Code
PS_N_TEMDU_CLASS
N_CLASS_ID_CD
SDS

CED

Current Enlistment Date
PS_N_PERS_DATA_RTC XE "RTC" 
CONTRACT_BEGIN_DT
RSTARS

Current Enlistment Date
PS_CONTRACT_DATA
CONTRACT_BEGIN_DT
RSTARS

Current Enlistment Date
PS_CONTRACT_DATA
CONTRACT_BEGIN_DT
SDS

Current Enlistment Date
PS_N_PERS_DATA_RTC XE "RTC" 
CONTRACT_BEGIN_DT
SDS

CHAR-DISCH

Character of Service XE "Character of Service"  Code
PS_EMPLOYMENT
N_CHAR_SVC_CD
DJMS_AC

Character of Service XE "Character of Service"  Code
PS_EMPLOYMENT
N_CHAR_SVC_CD
SDS

CHG_INDICATOR

Disestablishment Flag
PS_DEPT_TBL
N_DSESTB_CD
RSTARS/SDS

CHG_TXT

Inactive Duty for Training Comments 
PS_N_INA_DTY_TRN
N_IDT_COMMENTS
RSTARS

Field


CHNGCODE

Billet Change Code
PS_POSITION_DATA
N_BLT_CHG_CD
RSTARS

CITIZ

Citizenship XE "Citizenship" 
PS_N_PERS_DATA_RTC XE "RTC" 
N_CITIZENSHIP
RSTARS

Citizenship XE "Citizenship" 
PS_PERSONAL_DATA
N_CITIZENSHIP
RSTARS

CITIZEN

Citizenship XE "Citizenship" 
PS_N_PERS_DATA_RTC XE "RTC" 
N_CITIZENSHIP
SDS

Citizenship XE "Citizenship" 
PS_PERSONAL_DATA
N_CITIZENSHIP
SDS

CITY

Member Home Address City
PS_N_PERS_ADDR
N_CITY
RSTARS

Member Home Address City
PS_N_PERS_ADDR
N_CITY
RSTARS

Command Address City
PS_DEPT_TBL
N_CITY
RSTARS

Member Separation Address Foreign
PS_N_PERS_ADDR
N_STREET_ADDR
RSTARS/SDS

Member Separation Address Foreign
PS_N_PERS_ADDR
N_CITY
RSTARS/SDS

Member Separation Address Foreign
PS_N_PERS_ADDR
N_PROP_NAME
RSTARS/SDS

Member Separation Address Foreign
PS_N_PERS_ADDR
N_ZIP_CODE
RSTARS/SDS

Member Separation Address Foreign
PS_N_PERS_ADDR
COUNTRY
RSTARS/SDS

Member Home Address City
PS_N_PERS_ADDR
N_CITY
SDS

Business City
PS_N_PERS_ADDR
N_CITY
SDS

CITY-LOCAL

Member LES XE "LES"  Address City
PS_N_PERS_ADDR
N_CITY
SDS

Member Separation Address City
PS_N_PERS_ADDR
N_CITY
SDS

CIV_SKL_TX

Civilian Job Description
PS_N_RESERVE
N_CIV_SKL_REMARKS
RSTARS

CLASS-STAND

Class Standing
PS_N_AVAILABILITY
N_CLASS_STANDING
SDS

CLCVN-DT

Class Convening Date
PS_N_AVAILABILITY
N_CLS_CONV_DT
SDS

CLCVN-DT-1

Class Convening Date
PS_N_AVAILABILITY
N_CLS_CONV_DT
SDS

CLCVN-DT-2

Class Convening Date
PS_N_AVAILABILITY
N_CLS_CONV_DT
SDS

CLCVN-DT-3

Class Convening Date
PS_N_AVAILABILITY
N_CLS_CONV_DT
SDS

Clerk ID

Clerk Code XE "Clerk Code" 
PS_N_CLERK_CD_TBL
N_CLERK_ID
DJMS_RC

CLERK-CD

Clerk Code XE "Clerk Code" 
PS_N_CLERK_CD_TBL
N_CLERK_ID
SDS

CMD_NO

Command Number
PS_DEPT_TBL
N_CMD_NUM
RSTARS/SDS

CMDNBR

Command Number
PS_DEPT_TBL
N_CMD_NUM
RSTARS

CO-AREA-CODE

Commanding Officer Telephone Area 
PS_N_DEPT_TEL_TBL
N_TEL_AREA_CD
SDS

Code


Telephone Area Code
PS_N_DEPT_TEL_TBL
N_TEL_AREA_CD
SDS

CO-PHONE-NO

Commanding Officer Phone XE "Phone"  Number
PS_N_DEPT_TEL_TBL
N_TEL_NUM
SDS

Phone XE "Phone"  Number
PS_N_DEPT_TEL_TBL
N_TEL_NUM
SDS

CO_PHONE_AREA

Telephone Area Code
PS_N_DEPT_TEL_TBL
N_TEL_AREA_CD
RSTARS/SDS

CO_PHONE_CODE

Executive Officer Phone XE "Phone"  Designator XE "Designator" 
PS_N_DEPT_TEL_TBL
N_TEL_DESIG
RSTARS/SDS

CO_PHONE_NO

Executive Officer Phone XE "Phone"  Number
PS_N_DEPT_TEL_TBL
N_TEL_NUM
RSTARS/SDS

CO_SSN

Commanding Officer Social Security 
PS_DEPT_TBL
MANAGER_ID
RSTARS/SDS

Number


COCI XE "COCI" 

Civilian Skills XE "Civilian Skills"  Indicator
PS_N_CIV_SKILLS
N_CIV_SKL_IND
RSTARS

COM/DSN

Commanding Officer Phone XE "Phone"  Designator XE "Designator" 
PS_N_DEPT_TEL_TBL
N_TEL_DESIG
SDS

Phone XE "Phone"  designator
PS_N_DEPT_TEL_TBL
N_TEL_DESIG
SDS

COMMPH

Telephone Area Code
PS_N_DEPT_TEL_TBL
N_TEL_AREA_CD
UMIDS

COMPANY-CODE

Allotment Company Code
PS_DIR_DEP_DISTRIB
N_ALLOTMENT_CO_CD
DJMS_AC

CONAME

Commanding Officer Name
PS_PERSONAL_DATA
NAME
RSTARS

CONDT

GI Bill Conversion XE "Conversion"  Date
PS_N_GIBILL
N_CONV_DT
RSTARS

CONF-FROM-DATE

Page Seven Confinement Start Date
PS_N_LEGAL
N_CNFN_START_DT
SDS

CONF-TO-DATE

Page Seven Confinement Stop Date
PS_N_LEGAL
N_CNFN_STOP_DT
SDS

CORRESNO

Correspondence Course XE "Correspondence Course"  Number
PS_N_RESERVE
N_CORR_CRSE_NBR
RSTARS

CORRESPT

Correspondence Course XE "Correspondence Course"  Retirement XE "Retirement"  
PS_N_RESERVE
N_CORR_CRSE_RET_PT
RSTARS

Points


CORRESUT

Correspondence Course XE "Correspondence Course"  Units
PS_N_RESERVE
N_CORR_CRSE_UNIT
RSTARS

COS

Character of Service XE "Character of Service"  Code
PS_EMPLOYMENT
N_CHAR_SVC_CD
RSTARS

COSIGN

Commanding Officer Signature
PS_N_SGNR_MBR
N_SIGNATURE
RSTARS

COST-CODE

Cost Code
PS_N_ORDERS_DATA
N_COST_CD
SDS

Country Code

Member Home Address Country
PS_N_PERS_ADDR
COUNTRY
DJMS_RC

Home of Record XE "Home of Record"  - Country Code
PS_N_PERS_ADDR
COUNTRY
DJMS_RC

Home of Record XE "Home of Record"  - Country Code
PS_N_PERS_DATA_RTC XE "RTC" 
COUNTRY
DJMS_RC

Geographical Duty Location
PS_JOB
N_GEO_DUTY_LOC
DJMS_RC

COUNTRY-CD

Geographical Duty Location
PS_JOB
N_GEO_DUTY_LOC
SDS

Member Home Address Country
PS_N_PERS_ADDR
COUNTRY
SDS

CS

Coding Speed ASVAB Test Score XE "Test Score" 
PS_N_TEST
N_CD_SPEED_TEST
SDS

Cumulative Sea Duty XE "Sea Duty"  Days

Sea Duty XE "Sea Duty"  Counter
PS_EMPLOYMENT
N_SEA_DUTY_CNT
DJMS_RC

CURR-GRADE

Paygrade
PS_EMPLOYMENT
N_GRADE
DJMS_AC

CUSTOMER-IDENTIFICATI

Customer Identification Code
PS_N_ORDERS_DATA
N_CUSTOMER_ID_CD
SDS

Date of Gain

Report Date
PS_JOB
N_REPORT_DT
DJMS_RC

Date of Gain to Active Duty
PS_N_ACTIVE
N_ACT_GAIN_DT
DJMS_RC

Date of Gain to Active Duty
PS_N_PERS_DATA_RTC XE "RTC" 
N_ACT_GAIN_DT
DJMS_RC

Report Date
PS_N_PERS_DATA_RTC XE "RTC" 
N_REPORT_DT
DJMS_RC

Date of Separation

Date of Separation
PS_JOB
EFFDT
DJMS_RC

DATE-ARR-STA

Report Date
PS_N_PERS_DATA_RTC XE "RTC" 
N_REPORT_DT
DJMS_AC

Report Date
PS_JOB
N_REPORT_DT
DJMS_AC

DATE-ARV-CONUS-OS

Leave Date Arrived Continental United 
PS_ABSENCE_HIST
N_DT_ARR_CONTIN_US
DJMS_AC

States


DATE-ASSGN-BILLET

Date Assigned Billet
PS_N_RESERVE
N_ASSN_BILLET_DT
SDS

DATE-AVAIL-SUBMITTED

Availability Submission Date
PS_N_AVAILABILITY
N_AVAL_SUBM_DT
SDS

DATE-DEP-ENL

Delayed Entry Program Enlistment Date
PS_N_PERS_DATA_RTC XE "RTC" 
SIGNATURE_DT
SDS

Delayed Entry Program Enlistment Date
PS_CONTRACT_DATA
SIGNATURE_DT
SDS

DATE-DEPART-PDS

Leave Date Departed Permanent Duty 
PS_ABSENCE_HIST
N_LV_DT_DPRT_PERM
DJMS_AC

Station


Loss Departure Date
PS_JOB
N_LOSS_DPRT_DT
DJMS_AC

DATE-DEPRT-CONUS-OS

Leave Date Departed Continental United
PS_ABSENCE_HIST
N_DT_DPRT_CONTI_US
DJMS_AC

 States


DATE-DEPRT-DSGD-AREA

Leave Date Departed Designated Area
PS_ABSENCE_HIST
N_LV_DT_DPRT_DESIG
DJMS_AC

DATE-LAST-DISCH

Date of Last Discharge XE "Discharge" 
PS_N_ACTIVE
N_DATE_OF_LST_DISC
SDS

Date of Last Discharge XE "Discharge" 
PS_N_PERS_DATA_RTC XE "RTC" 
N_DATE_OF_LST_DISC
SDS

DATE-LIBERTY-BEGAN

Page Six Unauthorized Absence Liberty 
PS_N_UNAUTH_ABS
N_AWOL_BGN_DT
SDS

Began Date


DATE-OF-OCCURRENCE

Page Seven Date of Submission
PS_N_LEGAL
N_SUBM_DT
SDS

Page Six Date of Submission
PS_N_UNAUTH_ABS
N_SUBM_DT
SDS

Dependents on Station Change Date of 
PS_N_DEPN_APP
EFFDT
SDS

Occurrence


DATE-OF-PREVIOUS-607

Page Seven Previous Submission Date
PS_N_LEGAL
N_PREV_SUBM_DT
SDS

DATE-OF-RANK

Date of Rank
PS_EMPLOYMENT
N_RANK_DT
SDS

DATE-OF-REFERRAL

Page Seven Referral Date
PS_N_LEGAL
N_RFL_DT
SDS

DATE-PREVIOUS-606-IN-ER

Page Six Previous Submission Date
PS_N_UNAUTH_ABS
N_PREV_SUBM_DT
SDS

DATE-RETRN-DSGD-AREA

Leave Date Returned to Desgnated 
PS_ABSENCE_HIST
N_LV_DT_RTRN_DESIG
DJMS_AC

Area


DATE-RETURN-PDS

Leave Date Return to Permanent Duty 
PS_ABSENCE_HIST
N_LV_DT_RTRN_PERM
DJMS_AC

Station


DATE-RETURNED-FROM-S

Page Six Sickness in Kind Due to Own 
PS_N_UNAUTH_ABS
N_SICK_MIS_DT
SDS

Misconduct Stop Date


DATE-RETURNED-TO-MIL-

Page Six Returned to Military 
PS_N_UNAUTH_ABS
N_RTMJ_DT
SDS

Jurisdiction Date


DATE-START

Incentive Pay Start Date
PS_N_RESERVE
N_INCN_PAY_STRT_DT
DJMS_AC

Page Six Begin Date
PS_N_UNAUTH_ABS
N_START_DT
SDS

DATE-START-LV

Leave Begin Date
PS_ABSENCE_HIST
BEGIN_DT
DJMS_AC

DATE-STOP-LV

Leave Return Date
PS_ABSENCE_HIST
RETURN_DT
DJMS_AC

DAYS-ACDUTRA

Number of Days Annual Training XE "Annual Training" /Active 
PS_N_RESERVE
N_NUM_DAYS_AT_ADT XE "ADT" 
SDS

Duty for Training


DAYS-AT

Number of Days Annual Training XE "Annual Training" /Active 
PS_N_RESERVE
N_NUM_DAYS_AT_ADT XE "ADT" 
SDS

Duty for Training


DDLDS

Loss Departure Date
PS_JOB
N_LOSS_DPRT_DT
DJMS_AC

DDSACCT

Bank Account Type
PS_DIR_DEP_DISTRIB
ACCOUNT_TYPE
RSTARS

DDSCHG

Split Pay XE "Split Pay"  Option Effective Date
PS_DIR_DEP_DISTRIB
N_DISTR_TYPE_EFFDT
RSTARS

DDSNBR

Bank Account Number
PS_DIR_DEP_DISTRIB
ACCOUNT#
RSTARS

DDSRTN

Routing Transit Number
PS_DIR_DEP_DISTRIB
N_TRANSIT_NUM
RSTARS

DEDTN-ELECTN

Deduction Election, Federal
PS_FED_TAX_DATA
FWT_MAR_STATUS
DJMS_AC

DEPEN1

Dependency Code, Primary
PS_N_DEPN_APP
N_DEPN_CD_PRM
RSTARS

DEPEN2

Dependency Code, Secondary
PS_N_DEPN_APP
N_DEPN_CD_SEC
RSTARS

DEPENDENCY

Dependency Code, Secondary
PS_N_DEPN_APP
N_DEPN_CD_SEC
SDS

Dependency Code, Primary
PS_N_DEPN_APP
N_DEPN_CD_PRM
SDS

DEPMOS

Number of Months Annual 
PS_N_RESERVE
N_TOT_MONTH_AD_ADT XE "ADT" 
RSTARS

Training/Active Duty for Training


DEPN-RES-HH

Dependents Residing in Sponsor's 
PS_N_DEPN_APP
N_DEPN_RES_HOUSE
SDS

Household


DEPNS-CHG-EFFECTIVE-D

Page Two Dependents Change 
PS_N_DEPN_APP
EFFDT
SDS

Effective Date


DEPNS-COLL-ARR-DT

Dependents Arrival Date
PS_N_DEPN_APP
N_DOS_ARRIVAL_DT
SDS

DEPT

Assigned to Department Code
PS_EMPLOYMENT
N_DEPT_ASGN_CD
RSTARS

DEPT_CD

Assigned to Department Code
PS_EMPLOYMENT
N_DEPT_ASGN_CD
RSTARS

DESERTION-MARK

Page Seven Desertion Mark
PS_N_LEGAL
N_DSRTN_MARK
SDS

DESIG

Designator XE "Designator" 
PS_EMPLOYMENT
N_DESIG_CD
RSTARS

Designator XE "Designator" 
PS_EMPLOYMENT
N_DESIG_CD
SDS

DET-DATE

Projected Loss/Departure Date
PS_EMPLOYMENT
N_PROJ_LOSS
SDS

Loss Departure Date
PS_JOB
N_LOSS_DPRT_DT
SDS

DET-OF-ABSENCE

Page Six UA Determination Field
PS_N_UNAUTH_ABS
N_UA_DETM_FLD
SDS

DGAD

Date of Gain to Active Duty
PS_N_ACTIVE
N_ACT_GAIN_DT
SDS

Date of Gain to Active Duty
PS_N_PERS_DATA_RTC XE "RTC" 
N_ACT_GAIN_DT
SDS

DIEMS XE "DIEMS" 

Date of Initial Entry into the U. S. 
PS_EMPLOYMENT
N_ML_INIT_ENTRY_DT
RSTARS

Military


DIERC

Date of Initial Entry into the Reserve 
PS_EMPLOYMENT
N_RSV_INIT_ENT_DT
SDS

Forces


DIERF XE "DIERF" 

Date of Initial Entry into the Reserve 
PS_EMPLOYMENT
N_RSV_INIT_ENT_DT
RSTARS

Forces


DIEUS

Date of Initial Entry into the U. S. 
PS_EMPLOYMENT
N_ML_INIT_ENTRY_DT
SDS

Military


DISAFLAG

Disestablishment Flag
PS_DEPT_TBL
N_DSESTB_CD
RSTARS

DIST-CD

Distribution Code
PS_N_DISTRIB_TBL
N_DISTR_CD
SDS

DIV_CD

Assigned to Division XE "Division"  Code
PS_EMPLOYMENT
N_DIV_ASGN_CD
RSTARS

DIVI

Assigned to Division XE "Division"  Code
PS_EMPLOYMENT
N_DIV_ASGN_CD
RSTARS

DIVNO

Recruit Division XE "Division"  Number
PS_N_RECRUIT
N_RCRT_ID_NUM
SDS

Recruit Division XE "Division"  Number
PS_N_PERS_DATA_RTC XE "RTC" 
N_RCRT_ID_NUM
SDS

DLAB

Defense Language Aptitude Battery 
PS_N_TEST
N_DLAB_TEST
RSTARS

Test Score XE "Test Score" 

DLAB-SCORE

Defense Language Aptitude Battery 
PS_N_TEST
N_DLAB_TEST
SDS

Test Score XE "Test Score" 

DLSTEVAL

Last Evaluation XE "Evaluation"  Date
PS_EMPLOYMENT
N_LAST_EVAL_DT
RSTARS

DNEC1

Distribution Navy Enlisted Classification
PS_EMPLOYMENT
N_DISTRB_NEC1
SDS

 Code, First


DNEC2

Orders, Ultimate Duty Station 
PS_N_ORDERS_DATA
N_SEC_DNEC_CD
SDS

Distribution Navy Enlisted Classification


 Code Two


Distribution Navy Enlisted Classification
PS_EMPLOYMENT
N_DISTRB_NEC2
SDS

 Code, Second


DOB

Date of Birth XE "Date of Birth" 
PS_N_PERS_DATA_RTC XE "RTC" 
BIRTHDATE
RSTARS

Date of Birth XE "Date of Birth" 
PS_PERSONAL_DATA
BIRTHDATE
RSTARS

DOB-YOUNGST-CHILD

Basic Allowance for Quarters Youngest 
PS_PERSONAL_DATA
N_BAQ XE "BAQ" _YNGST_DOB
DJMS_AC

Child Date


Date of Birth XE "Date of Birth"  of Youngest Child
PS_DEPENDENT_BENEF
BIRTHDATE
DJMS_AC

DOD-MEPS

DoD Military Entrance Processing 
PS_N_PERS_DATA_RTC XE "RTC" 
N_DOD_MEPS
SDS

Station Code


DoD Military Entrance Processing 
PS_N_RECRUIT
N_DOD_MEPS
SDS

Station Code


DOR

Date of Rank
PS_EMPLOYMENT
N_RANK_DT
RSTARS

DOS

Date of Separation
PS_JOB
EFFDT
DJMS_AC

Dependents On Station Number
PS_N_DEPN_APP
N_DEPN_ON_STA_NUM
SDS

DPPC

Defense Plan Program Code XE "Defense Plan Program Code" 
PS_DEPT_TBL
N_DEF_PLAN_PGM_CD
RSTARS

DPPC_CD

Defense Plan Program Code XE "Defense Plan Program Code" 
PS_DEPT_TBL
N_DEF_PLAN_PGM_CD
RSTARS/SDS

DRCD1

Report Date
PS_JOB
N_REPORT_DT
RSTARS

Report Date
PS_N_PERS_DATA_RTC XE "RTC" 
N_REPORT_DT
RSTARS

DRL_WEEK1

Weekend 1
PS_DEPT_TBL
N_WKND_1
RSTARS/SDS

DRL_WEEK2

Weekend 2
PS_DEPT_TBL
N_WKND_2
RSTARS/SDS

DRL_WEEK3

Weekend 3
PS_DEPT_TBL
N_WKND_3
RSTARS/SDS

DRL_WEEK4

Weekend 4
PS_DEPT_TBL
N_WKND_4
RSTARS/SDS

DRLWKEND

Drill Weekend XE "Drill Weekend" , Member
PS_N_RESERVE
N_DRL_WKND_MEM_CD
RSTARS

DSC

Duty Status Code
PS_JOB
N_DUTY_STAT_CD
SDS

DSSN

Disbursing Station Symbol Number
PS_N_DEPT_DSSN
N_DSSN_CD
DJMS_RC

Disbursing Station Symbol Number
PS_N_DEPT_DSSN
N_DSSN_CD
SDS

DT-COURT/MAST

Page Seven Date of Courts-Martial or 
PS_N_LEGAL
N_CT_NJP_DT
SDS

Mast


DTPG2VER

Date Page Two Last Verified
PS_N_DEPN_APP
N_PG2_VERIFY_DT
RSTARS

DTW4S

W-4 Date Signed
PS_FED_TAX_DATA
N_W4_DT_SIGNED
RSTARS

DUT_PHONE_AREA

Telephone Area Code
PS_N_DEPT_TEL_TBL
N_TEL_AREA_CD
RSTARS/SDS

DUT_PHONE_CODE

Executive Officer Phone XE "Phone"  Designator XE "Designator" 
PS_N_DEPT_TEL_TBL
N_TEL_DESIG
RSTARS/SDS

DUT_PHONE_NO

Executive Officer Phone XE "Phone"  Number
PS_N_DEPT_TEL_TBL
N_TEL_NUM
RSTARS/SDS

DUTY-AREA-CODE

Telephone Area Code
PS_N_DEPT_TEL_TBL
N_TEL_AREA_CD
SDS

Duty Officer Telephone Area Code
PS_N_DEPT_TEL_TBL
N_TEL_AREA_CD
SDS

DUTY-COM-DSN

Duty Officer Phone XE "Phone"  Designator XE "Designator" 
PS_N_DEPT_TEL_TBL
N_TEL_DESIG
SDS

DUTY-PHONE-NO

Phone XE "Phone"  Number
PS_N_DEPT_TEL_TBL
N_TEL_NUM
SDS

DUTY-PREFERENCE-REMA

Duty Preference Remarks XE "Remarks" 
PS_N_DUTY_PREF
N_DUTY_PREF_RMKS
SDS

DUTY-STA-EFF-DATE

Duty Status Code Effective Date
PS_JOB
EFFDT
SDS

Accounting Category Code Effective 
PS_N_ACTIVE
N_DUTY_STAT_EFFDT
SDS

Date


EAD-DATE

Active Duty Service Date
PS_N_ACTIVE
N_ACT_DUTY_SVC_DT
DJMS_AC

Active Duty Service Date
PS_N_PERS_DATA_RTC XE "RTC" 
N_ACT_DUTY_SVC_DT
DJMS_AC

EAOS

Expiration of Active Obligated Service
PS_CONTRACT_DATA
N_EXP_ENLIST
SDS

Date of Separation
PS_JOB
EFFDT
SDS

Expiration of Enlistment
PS_CONTRACT_DATA
CONTRACT_END_DT
SDS

EAOS-IND

Retained in Service Indicator
PS_EMPLOYMENT
N_RTN_IN_SVC_IND
SDS

EDA

Orders, Temporary Duty Station 
PS_N_ORDERS_TEMDU
N_ORD_EST_ARRV_DT
SDS

Estimated Date of Arrival


Estimated Date of Arrival
PS_JOB
N_EST_ARRIVAL_DT
SDS

EDD

Orders, Temporary Duty Station 
PS_N_ORDERS_TEMDU
N_ORD_EST_DET_DT
SDS

Estimated Date of Detachment


EDLN

Estimated Date of Loss to the Navy
PS_EMPLOYMENT
N_EST_DT_LOSS
SDS

EDLN-REASON

Estimated Date of Loss to the Navy 
PS_EMPLOYMENT
N_EST_DT_LOSS_RSN
SDS

Reason Code


EDUC

Education XE "Education"  Years
PS_N_PERS_DATA_RTC XE "RTC" 
N_EDU_YEARS
RSTARS

Education XE "Education"  Years
PS_PERSONAL_DATA
N_EDU_YEARS
RSTARS

EDUC-CERT

Education XE "Education"  Certification Code
PS_N_PERS_DATA_RTC XE "RTC" 
HIGHEST_EDUC_LVL
SDS

Education XE "Education"  Certification Code
PS_PERSONAL_DATA
HIGHEST_EDUC_LVL
SDS

EDUC-YEARS

Education XE "Education"  Years
PS_N_PERS_DATA_RTC XE "RTC" 
N_EDU_YEARS
SDS

Education XE "Education"  Years
PS_PERSONAL_DATA
N_EDU_YEARS
SDS

EFF-DATE

State Tax XE "Tax"  Change Effective Date
PS_STATE_TAX_DATA
EFFDT
DJMS_AC

Serviceman's Group Life Insurance 
PS_N_MISC_PGM
N_SGLI XE "SGLI" _EFFDT
DJMS_AC

Election Effective Date


Billet Sequence Code, Active Effective 
PS_N_ACTIVE
N_ACTDU_BLT_SEQCDT
SDS

Date


Additional Duty Billet Sequence Code 
PS_N_ACTIVE
N_ADDU_BLT_SEQCDT
SDS

Effective Date


EFF-DATE-OF-PAY-GR

Date of Rank
PS_EMPLOYMENT
N_RANK_DT
SDS

EFFBILL

Billet Effective Date
PS_POSITION_DATA
EFFDT
RSTARS

EFFDATE

Sea Duty XE "Sea Duty"  Counter Change Effective 
PS_N_ACTIVE
N_SEADUTY_CHG_DT
RSTARS

Date/Time


Effective Date

Serviceman's Group Life Insurance 
PS_N_MISC_PGM
N_SGLI XE "SGLI" _EFFDT
DJMS_RC

Election Effective Date


EI

Electronics Information ASVAB Test 
PS_N_TEST
N_ELCTRN_INFO_TEST
SDS

Score


ELIG-ADV

Advancement XE "Advancement"  Eligibility Code
PS_N_1430_WKSHT
N_ADV_ELIG_CD
SDS

ENDES

Enlisted Designator XE "Designator" 
PS_EMPLOYMENT
N_ENL_DESIG
RSTARS

ENEC

Availability Earned Navy Enlisted 
PS_N_AVAILABILITY
N_ERN_NEC XE "NEC" _CD
SDS

Classification Code


ENL-DESIG

Enlisted Designator XE "Designator" 
PS_EMPLOYMENT
N_ENL_DESIG
SDS

ENL-STAT

Enlisted Status
PS_DEPT_TBL
N_ENL_STAT
SDS

ENL-TERM

Enlistment Term
PS_N_PERS_DATA_RTC XE "RTC" 
N_CNTRT_TERM
SDS

Enlistment Term
PS_CONTRACT_DATA
N_CNTRT_TERM
SDS

ENL-TYPE

Enlistment Type Code
PS_N_PERS_DATA_RTC XE "RTC" 
N_ENLIST_TYPE_CD
SDS

Enlistment Type Code
PS_CONTRACT_DATA
N_ENLIST_TYPE_CD
SDS

ENL-WAIV

Enlistment Waiver Code
PS_N_RECRUIT
N_ENL_WAV_CD
SDS

Enlistment Waiver Code
PS_N_PERS_DATA_RTC XE "RTC" 
N_ENL_WAV_CD
SDS

ENL_AIR

Inactive Duty for Training Enlisted Air 
PS_DEPT_TBL
N_IDT_EAAAD
RSTARS

Additional Authorized Drills


Inactive Duty for Training Enlisted Air 
PS_DEPT_TBL
N_IDT_EAAAD
RSTARS/SDS

Additional Authorized Drills


ENL_NA

Inactive Duty for Training Enlisted 
PS_DEPT_TBL
N_IDT_EAAD
RSTARS

Additional Authorized Drills


ENL_NON_AIR

Inactive Duty for Training Enlisted 
PS_DEPT_TBL
N_IDT_EAAD
RSTARS/SDS

Additional Authorized Drills


ENL_RGLR

Inactive Duty for Training Authorized 
PS_DEPT_TBL
N_IDT_AUTH_DRILL_E
RSTARS

Drills Enlisted


Inactive Duty for Training Authorized 
PS_DEPT_TBL
N_IDT_AUTH_DRILL_E
RSTARS/SDS

Drills Enlisted


ENL_STATUS

Enlisted Status
PS_DEPT_TBL
N_ENL_STAT
RSTARS/SDS

ENTL_CD

Incentive Pay Authorized XE "Incentive Pay Authorized" 
PS_N_RESERVE
N_INCN_PAY_AUTH
RSTARS

ENTL_MO

Incentive Pay Months
PS_N_RESERVE
N_INCN_PAY_MO
RSTARS

ENTLSTRT

Incentive Pay Start Date
PS_N_RESERVE
N_INCN_PAY_STRT_DT
RSTARS

EREN

Expiration of Enlistment
PS_CONTRACT_DATA
CONTRACT_END_DT
RSTARS

Expiration of Enlistment
PS_CONTRACT_DATA
CONTRACT_END_DT
SDS

ERR-LEAVE-CHARGED

Page Six Erroneously Report Leave 
PS_N_UNAUTH_ABS
N_ERR_RPT_LV_FLD
SDS

Field


ERR-LOST-TIME-30-DAY-M

Page Six Erroneously Reported Lost 
PS_N_UNAUTH_ABS
N_ERR_RPT_30DAY_TM
SDS

Time on 30 Day Month Basis Field


ERR-LOST-TIME-DAY-FOR-

Page Six Erroneously Reported Lost 
PS_N_UNAUTH_ABS
N_ERR_RPT_DAY_TM
SDS

Time on Day for Day Basis Field


EST-GRAD-DT-1

Orders Course Graduation Date
PS_N_TEMDU_CLASS
N_ORD_CRSE_GRAD_DT
SDS

EST-GRAD-DT-2

Orders Course Graduation Date
PS_N_TEMDU_CLASS
N_ORD_CRSE_GRAD_DT
SDS

EST-GRAD-DT-3

Orders Course Graduation Date
PS_N_TEMDU_CLASS
N_ORD_CRSE_GRAD_DT
SDS

ESTDT

Expected Date of Point of Embarkation 
PS_N_MOBILIZATION
N_EXPCT_DT_POE_ARR
RSTARS

Arrival


ESTTM

Expected Time of Point of Embarkation 
PS_N_MOBILIZATION
N_EXPCT_TM_POE_ARR
RSTARS

Arrival


ETHN

Ethnic Code
PS_N_PERS_DATA_RTC XE "RTC" 
N_ETHNIC_CODE
RSTARS

Ethnic Code
PS_PERSONAL_DATA
N_ETHNIC_CODE
RSTARS

ETHNIC-GRP-DESIG

Ethnic Code
PS_PERSONAL_DATA
N_ETHNIC_CODE
SDS

Ethnic Code
PS_N_PERS_DATA_RTC XE "RTC" 
N_ETHNIC_CODE
SDS

ETS

Expiration of Active Obligated Service
PS_CONTRACT_DATA
N_EXP_ENLIST
DJMS_AC

EVNTCD

Mobilization XE "Mobilization"  Event Number
PS_N_MOBILIZATION
N_MOB_EVNT_NUM
RSTARS

EXAM-RATE-1430

Examination Rate
PS_ACCOMPLISHMENTS
ACCOMPLISHMENT
SDS

EXAM-SERIAL-NO-1430

Examination Serial Number
PS_N_1430_WKSHT
N_EXAM_SER_NUM
SDS

EXCEPTIONS

Exceptions Field
PS_WKF_CNT_CLAUSE
COMMENTS
SDS

EXPER_CD

Subspecialty Experience Code
PS_N_PERS_SPEC
N_EXPER_CD
RSTARS

Expiration Term of Service

Expiration of Active Obligated Service
PS_CONTRACT_DATA
N_EXP_ENLIST
DJMS_RC

Date of Separation
PS_JOB
EFFDT
DJMS_RC

EXT-MOS-INVOL

Involuntary Extension XE "Extension"  Months
PS_CONTRACT_DATA
N_INVOL_EXT_MO
SDS

EXT-MOS-OTH

Extension XE "Extension"  Months - Other
PS_CONTRACT_DATA
N_EXT_MO_OTHR
SDS

EXT-MOS-SCH

Extension XE "Extension"  Months - School
PS_CONTRACT_DATA
N_EXT_MO_SCH
SDS

EXTENSN

Reserve Contract Extension XE "Extension" 
PS_CONTRACT_DATA
N_RSV_CNTRT_EXT
RSTARS

Extension XE "Extension"  Months - School
PS_CONTRACT_DATA
N_EXT_MO_SCH
RSTARS

Extension XE "Extension"  Months - Other
PS_CONTRACT_DATA
N_EXT_MO_OTHR
RSTARS

EYE-COLOR

Eye Color
PS_N_PERS_DATA_RTC XE "RTC" 
N_EYE_COLOR_CD
SDS

Eye Color
PS_PERSONAL_DATA
N_EYE_COLOR_CD
SDS

FAM-COLL-ID

Family Co-Location XE "Co-Location"  Identifier
PS_N_DEPN_APP
N_FAM_COLOC_ID
SDS

FAX-AREA-CODE

Telephone Area Code
PS_N_DEPT_TEL_TBL
N_TEL_AREA_CD
SDS

Command FAX Area Code
PS_N_DEPT_TEL_TBL
N_TEL_AREA_CD
SDS

FAX-COM-DSN

Command FAX Phone XE "Phone"  Designator XE "Designator" 
PS_N_DEPT_TEL_TBL
N_TEL_DESIG
SDS

FAX-PHONE-NO

Command FAX Phone XE "Phone"  Number
PS_N_DEPT_TEL_TBL
N_TEL_NUM
SDS

Phone XE "Phone"  Number
PS_N_DEPT_TEL_TBL
N_TEL_NUM
SDS

FAX_FMT

Command FAX Phone XE "Phone"  Designator XE "Designator" 
PS_N_DEPT_TEL_TBL
N_TEL_DESIG
RSTARS

FAX_NUM

Command FAX Phone XE "Phone"  Number
PS_N_DEPT_TEL_TBL
N_TEL_NUM
RSTARS

FAX_PHONE_AREA

Telephone Area Code
PS_N_DEPT_TEL_TBL
N_TEL_AREA_CD
RSTARS/SDS

FAX_PHONE_CODE

Executive Officer Phone XE "Phone"  Designator XE "Designator" 
PS_N_DEPT_TEL_TBL
N_TEL_DESIG
RSTARS/SDS

FAX_PHONE_NO

Executive Officer Phone XE "Phone"  Number
PS_N_DEPT_TEL_TBL
N_TEL_NUM
RSTARS/SDS

FDBK_CD

Inactive Duty for Training Feedback 
PS_N_INA_DTY_TRN
N_IDT_FEEDBACK_CD
RSTARS

Code


FIFTY

Fifty Mile Radius Indicator
PS_N_PERS_ADDR
N_50MI_IND
RSTARS

FILLER

Order Text
PS_N_ORDERS
N_ORDER_TEXT
SDS

FITW XE "FITW"  Marital Status Election

Deduction Election, Federal
PS_FED_TAX_DATA
FWT_MAR_STATUS
DJMS_RC

FLANG1-EVAL-DATE

First Foreign Language XE "Foreign Language"  Evaluation XE "Evaluation"  Date
PS_ACCOMPLISHMENTS
N_ELIG_BEGIN_DT
SDS

FLANG1-EVAL-METH

First Foreign Language XE "Foreign Language"  Writing 
PS_ACCOMPLISHMENTS
N_FGN_LANG_WRIT_MD
SDS

Evaluation XE "Evaluation"  Method


First Foreign Language XE "Foreign Language"  Evaluation XE "Evaluation"  
PS_ACCOMPLISHMENTS
N_FGN_LANG_EVAL_MD
SDS

Method


First Foreign Language XE "Foreign Language"  Speaking 
PS_ACCOMPLISHMENTS
N_FGN_LANG_SPEK_MD
SDS

Evaluation XE "Evaluation"  Method


First Foreign Language XE "Foreign Language"  Reading 
PS_ACCOMPLISHMENTS
N_FGN_LANG_READ_MD
SDS

Evaluation XE "Evaluation"  Method


First Foreign Language XE "Foreign Language"  Listening 
PS_ACCOMPLISHMENTS
N_FGN_LANG_LSTN_MD
SDS

Evaluation XE "Evaluation"  Method


FLANG1-IDENT

First Foreign Language XE "Foreign Language"  Identifier
PS_ACCOMPLISHMENTS
ACCOMPLISHMENT
SDS

First Foreign Language XE "Foreign Language"  Identifier
PS_N_PERS_DATA_RTC XE "RTC" 
ACCOMPLISHMENT
SDS

FLANG1-LIST-LVL

First Foreign Language XE "Foreign Language"  Listening 
PS_N_PERS_DATA_RTC XE "RTC" 
N_FGN_LANG_LSTN_LV
SDS

Proficiency Level


First Foreign Language XE "Foreign Language"  Listening 
PS_ACCOMPLISHMENTS
N_FGN_LANG_LSTN_LV
SDS

Proficiency Level


FLANG1-PROF-SRCE

First Foreign Language XE "Foreign Language"  Proficiency 
PS_ACCOMPLISHMENTS
N_FGN_LANG_PRF_SRC
SDS

Source


FLANG1-READ-LVL

First Foreign Language XE "Foreign Language"  Reading 
PS_N_PERS_DATA_RTC XE "RTC" 
N_FGN_LANG_READ_LV
SDS

Proficiency Level


First Foreign Language XE "Foreign Language"  Reading 
PS_ACCOMPLISHMENTS
N_FGN_LANG_READ_LV
SDS

Proficiency Level


FLANG1-SPEA-LVL

First Foreign Language XE "Foreign Language"  Speaking 
PS_N_PERS_DATA_RTC XE "RTC" 
N_FGN_LANG_SPEK_LV
SDS

Proficiency Level


First Foreign Language XE "Foreign Language"  Speaking 
PS_ACCOMPLISHMENTS
N_FGN_LANG_SPEK_LV
SDS

Proficiency Level


FLANG1-WRIT-LVL

First Foreign Language XE "Foreign Language"  Writing 
PS_N_PERS_DATA_RTC XE "RTC" 
N_FGN_LANG_WRIT_LV
SDS

Proficiency Level


First Foreign Language XE "Foreign Language"  Writing 
PS_ACCOMPLISHMENTS
N_FGN_LANG_WRIT_LV
SDS

Proficiency Level


FLEX_IND

Billet Flexible Readiness Indicator
PS_POSITION_DATA
N_BLT_FLEX_RDY_IND
RSTARS

FLT-CREW-STATS

Flight Crew Status
PS_PERSONAL_DATA
N_FLGHT_CR_STAT_CD
DJMS_AC

FLYSTAT

Flight Status XE "Flight Status"  Indicator
PS_PERSONAL_DATA
N_FLGHT_STAT_IND
RSTARS

FOREIGN-ADDR

Member Separation Address Foreign
PS_N_PERS_ADDR
COUNTRY
SDS

Member Separation Address Foreign
PS_N_PERS_ADDR
N_CITY
SDS

Member Separation Address Foreign
PS_N_PERS_ADDR
N_STREET_ADDR
SDS

Member Separation Address Foreign
PS_N_PERS_ADDR
N_PROP_NAME
SDS

Member Separation Address Foreign
PS_N_PERS_ADDR
N_ZIP_CODE
SDS

FRCRQRCD

Force Requirement Number
PS_N_MOBILIZATION
N_FRC_RQR_NUM
RSTARS

FROM-DATE

Serviceman's Group Life Insurance 
PS_N_MISC_PGM
N_SGLI XE "SGLI" _EFFDT
SDS

Election Effective Date


FSACD

Family Separation Allowance Eligibility 
PS_EMPLOYMENT
N_FSA_ELIG_IND
UMIDS

Flag


FUNC_CD

Subspecialty Functional Code
PS_N_PERS_SPEC
N_FUNC_CD
RSTARS

FUNCTION-CODE

Availability Function Code
PS_N_AVAILABILITY
N_AVAL_FUNC_CD
SDS

FUNCTION-INDICATOR

Orders, Function Indicator
PS_N_ORDERS_DATA
N_FUNC_IND
SDS

GAIN-LOSS-IND

Strength Code Indicator
PS_N_PERS_DATA_RTC XE "RTC" 
N_STRNTH_CD
SDS

Strength Code Indicator
PS_EMPLOYMENT
N_STRNTH_CD
SDS

GAINADDR

Plain Language Address
PS_DEPT_TBL
N_PLN_LANG_ADDR
RSTARS

GCA-ELIG-BEG-DATE

Eligibility Begin Date, Good Conduct 
PS_ACCOMPLISHMENTS
N_ELIG_BEGIN_DT
SDS

Award


GEO-LOC-CODE

Geographic Location Code
PS_DEPT_TBL
LOCATION
SDS

GEOLOC

Geographic Location Code
PS_DEPT_TBL
LOCATION
RSTARS

GIBSD

GI Bill Start Date
PS_N_GIBILL
N_START_DT
RSTARS

GIBSR

GI Bill Obligated Service Remaining
PS_N_GIBILL
N_OB_SVC_RM
RSTARS

GIBTD

GI Bill Termination Date
PS_N_GIBILL
N_TERM_DT
RSTARS

GIEODE

GI Bill Obligated Eligibility Date
PS_N_GIBILL
N_OB_ELIG_DT
RSTARS

GIEODE1

GI Bill Recomputation Date
PS_N_GIBILL
N_RECOMP_DT
RSTARS

GLD-FL-CNTRY

Geographical Duty Location
PS_JOB
N_GEO_DUTY_LOC
DJMS_AC

Grade

Paygrade
PS_EMPLOYMENT
N_GRADE
DJMS_RC

GRD_CD

Paygrade
PS_EMPLOYMENT
N_GRADE
RSTARS

GS

General Science ASVAB Score
PS_N_TEST
N_GEN_SCI_TEST
SDS

HAIR-COLOR

Hair Color
PS_N_PERS_DATA_RTC XE "RTC" 
N_HAIR_COLOR_CD
SDS

Hair Color
PS_PERSONAL_DATA
N_HAIR_COLOR_CD
SDS

HEIGHT

Height Code
PS_N_PERS_DATA_RTC XE "RTC" 
N_HT_CD
SDS

Height Code
PS_PERSONAL_DATA
N_HT_CD
SDS

HGT-WV

Height Waiver Code
PS_N_RECRUIT
N_HT_WAV_CD
SDS

Height Waiver Code
PS_N_PERS_DATA_RTC XE "RTC" 
N_HT_WAV_CD
SDS

HOME-OF-REC

Home of Record XE "Home of Record"  - State
PS_N_PERS_ADDR
STATE
SDS

Home of Record XE "Home of Record"  - State
PS_N_PERS_DATA_RTC XE "RTC" 
STATE
SDS

HOME_NUM

Home Phone XE "Phone"  Number
PS_N_PERS_ADDR
PHONE
RSTARS

HOMEPHON

Home Phone XE "Phone"  Number
PS_N_PERS_ADDR
PHONE
RSTARS

HOR-COUNTRY

Home of Record XE "Home of Record"  - Country Code
PS_N_PERS_DATA_RTC XE "RTC" 
COUNTRY
SDS

Home of Record XE "Home of Record"  - Country Code
PS_N_PERS_ADDR
COUNTRY
SDS

HOUR-LIBERTY-BEGAN

Page Six Unauthorized Absence Liberty 
PS_N_UNAUTH_ABS
N_AWOL_BGN_TM
SDS

Began Time


HOUR-RETURNED-TO-MIL

Page Six Returned to Military 
PS_N_UNAUTH_ABS
N_RTMJ_TIME
SDS

Jurisdiction Time


HOUR-UA-BEGAN

Page Six Begin Time
PS_N_UNAUTH_ABS
N_START_TIME
SDS

HOUSING

Housing XE "Housing"  Type Code
PS_PERSONAL_DATA
N_HSE_TYPE_CD
SDS

IDT_DT

Inactive Duty for Training Actual Date
PS_N_INA_DTY_TRN
N_IDT_ACTUAL_DT
RSTARS

Inactive Duty for Training Actual Date
PS_N_INA_DTY_TRN
N_IDT_ACTUAL_DT
RSTARS

Inactive Duty for Training Actual Date
PS_N_INA_DTY_TRN
N_IDT_ACTUAL_DT
RSTARS

IDT_PRD XE "PRD" 

Actual Inactive Duty forTraining Period
PS_N_INA_DTY_TRN
N_IDT_ACTUAL_PRD XE "PRD" 
RSTARS

Actual Inactive Duty forTraining Period
PS_N_INA_DTY_TRN
N_IDT_ACTUAL_PRD XE "PRD" 
RSTARS

Original Schedule Inactive Duty for 
PS_N_INA_DTY_TRN
N_IDT_ORIGINAL_PRD XE "PRD" 
RSTARS

Training Period


Incentive Pay Start Date

Incentive Pay Start Date
PS_N_RESERVE
N_INCN_PAY_STRT_DT
DJMS_RC

Incentive Pay Type

Incentive Pay Type
PS_N_RESERVE
N_INCN_PAY_TYP
DJMS_RC

INT-ENL-CODE

Initial Enlistment Code
PS_N_RECRUIT
N_INIT_ENL_CD
SDS

Initial Enlistment Code
PS_N_PERS_DATA_RTC XE "RTC" 
N_INIT_ENL_CD
SDS

IPAY

Incentive Pay Authorized XE "Incentive Pay Authorized" 
PS_N_RESERVE
N_INCN_PAY_AUTH
RSTARS

IPENTMTL

Incentive Pay Months
PS_N_RESERVE
N_INCN_PAY_MO
RSTARS

IPENTYPE

Inactive Duty for Training Incentive Pay
PS_N_INA_DTY_TRN
N_IDT_IPAY
RSTARS

 Code


Incentive Pay Type
PS_N_RESERVE
N_INCN_PAY_TYP
RSTARS

IRAD XE "IRAD" 

Individual Readiness Assessment 
PS_POSITION_DATA
N_IRAD XE "IRAD" _MO_YR_IND
RSTARS

Designator XE "Designator"  Month/Year Indicator


Individual Readiness Assessment 
PS_POSITION_DATA
N_IRAD XE "IRAD" _DEG_FCTR
RSTARS

Designator XE "Designator"  Degredation Factor


Individual Readiness Assessment 
PS_POSITION_DATA
N_IRAD XE "IRAD" _PCT
RSTARS

Designator XE "Designator"  Percentage


JFTR-LCTN

Joint Federal Travel Regulation Location
PS_JOB
N_JNT_FED_TVL_LOC
DJMS_AC

 Code


LANG_CD

First Foreign Language XE "Foreign Language"  Evaluation XE "Evaluation"  
PS_ACCOMPLISHMENTS
N_FGN_LANG_EVAL_MD
RSTARS

Method


LAST-PERF-EVAL-SUBM-DA

Last Evaluation XE "Evaluation"  Date
PS_EMPLOYMENT
N_LAST_EVAL_DT
SDS

LC_EVAL

First Foreign Language XE "Foreign Language"  Evaluation XE "Evaluation"  
PS_ACCOMPLISHMENTS
N_FGN_LANG_EVAL_MD
RSTARS

Method


LEGAL-RES-STATE-CODE

State of Legal Residence
PS_N_PERS_ADDR
STATE
SDS

LIM-DU-DESIG

Limited Duty Designator XE "Designator" 
PS_N_ACTIVE
N_LTD_DUTY_DESIG
SDS

LIMDU

Limited Duty Designator XE "Designator" 
PS_N_ACTIVE
N_LTD_DUTY_DESIG
RSTARS

LOADDT

Ready to Load Date
PS_N_MOBILIZATION
N_RDY_TO_LOAD_DT
RSTARS

LONG_TITL

Activity Long Title
PS_DEPT_TBL
N_ACTY_LONG_TTL
RSTARS/SDS

LOSS-CODE

Navy Loss Code XE "Navy Loss Code" 
PS_JOB
N_NAVY_LOSS_CODE
SDS

LOSSDATE

Date of Death
PS_JOB
EFFDT
RSTARS

Loss Departure Date
PS_JOB
N_LOSS_DPRT_DT
RSTARS

LR_EVAL

First Foreign Language XE "Foreign Language"  Evaluation XE "Evaluation"  
PS_ACCOMPLISHMENTS
N_FGN_LANG_EVAL_MD
RSTARS

Method


LRAD

Date Released from Active Duty
PS_N_RESERVE
N_ACT_REL_DT
RSTARS

LS_EVAL

First Foreign Language XE "Foreign Language"  Evaluation XE "Evaluation"  
PS_ACCOMPLISHMENTS
N_FGN_LANG_EVAL_MD
RSTARS

Method


LSLP

Prior Leave Sold Amount
PS_N_RESERVE
N_PR_LV_SOLD_IND
RSTARS

LT-CHARGED-30-DAY-MO

Page Six Charge Number of Days Lost 
PS_N_UNAUTH_ABS
N_NBR_DAY_30MO_LST
SDS

Time Based on 30 Day Month Field


Page Seven Number of Days Lost Time
PS_N_LEGAL
N_NBR_30DAY2_QTY
SDS

 Based on 30 Day Month Field (2)


Page Seven Number of Days Lost Time
PS_N_LEGAL
N_NBR_30DAY1_QTY
SDS

 Based on 30 Day Month Field (1)


LT-DAY-FOR-DAY

Page Seven Number of Days Lost Time
PS_N_LEGAL
N_NBR_DAY_DAY2_QTY
SDS

 Based on Day for Day (2)


Page Six Charge Number of Days Lost 
PS_N_UNAUTH_ABS
N_NBR_DAY_DAY_LST
SDS

Time Based on Day for Day


Page Seven Number of Days Lost Time
PS_N_LEGAL
N_NBR_DAY_DAY1_QTY
SDS

 Based on Day for Day (1)


LV-AREA

Leave Area Code
PS_ABSENCE_HIST
N_LV_AREA_CD
DJMS_AC

LV-AUTH-NR

Leave Authorization Number
PS_ABSENCE_HIST
N_LV_AUTH_NUM
DJMS_AC

LV-DAYS-GRNTD

Leave Days Granted
PS_ABSENCE_HIST
DURATION_DAYS
DJMS_AC

LV-DAYS-XCS-GRNTD

Leave Days Excess Granted
PS_ABSENCE_HIST
N_LV_DAY_EXCS_GRAN
DJMS_AC

LW_EVAL

First Foreign Language XE "Foreign Language"  Evaluation XE "Evaluation"  
PS_ACCOMPLISHMENTS
N_FGN_LANG_EVAL_MD
RSTARS

Method


MAILING-ADDRESS

Command Address Street
PS_DEPT_TBL
N_STREET_ADDR
SDS

MAILSTAT

Mail Status Indicator
PS_N_PERS_ADDR
N_DLV_STAT_IND
RSTARS

MANNING-AREA-CODE

Telephone Area Code
PS_N_DEPT_TEL_TBL
N_TEL_AREA_CD
SDS

MANNING-PHONE-NO

Phone XE "Phone"  Number
PS_N_DEPT_TEL_TBL
N_TEL_NUM
SDS

MANNING_PHONE_AREA

Telephone Area Code
PS_N_DEPT_TEL_TBL
N_TEL_AREA_CD
RSTARS/SDS

MANNING_PHONE_CODE

Executive Officer Phone XE "Phone"  Designator XE "Designator" 
PS_N_DEPT_TEL_TBL
N_TEL_DESIG
RSTARS/SDS

MANNING_PHONE_NO

Executive Officer Phone XE "Phone"  Number
PS_N_DEPT_TEL_TBL
N_TEL_NUM
RSTARS/SDS

MAPTIS-LAST-EVAL-END-D

Last Corporate Evaluation XE "Evaluation"  Date
PS_EMPLOYMENT
N_LST_CORP_EVAL_DT
SDS

MARITAL-STATUS

Marital Status Indicator
PS_PERSONAL_DATA
MAR_STATUS
SDS

Marital Status Indicator
PS_N_PERS_DATA_RTC XE "RTC" 
MAR_STATUS
SDS

MARTSTAT

Marital Status Indicator
PS_PERSONAL_DATA
MAR_STATUS
RSTARS

Marital Status Indicator
PS_N_PERS_DATA_RTC XE "RTC" 
MAR_STATUS
RSTARS

MASCD

Manpower Availability Status XE "Availability Status"  Code
PS_N_RESERVE
N_MOB_AVAL_STATCD
RSTARS

MASDT

Manpower Availability Status XE "Availability Status"  Date
PS_N_RESERVE
N_MOB_AVAL_STATDT
RSTARS

MBR-DOB

Date of Birth XE "Date of Birth" 
PS_PERSONAL_DATA
BIRTHDATE
SDS

Date of Birth XE "Date of Birth" 
PS_N_PERS_DATA_RTC XE "RTC" 
BIRTHDATE
SDS

MBR-POB

Place of Birth XE "Place of Birth"  - State
PS_PERSONAL_DATA
BIRTHSTATE
SDS

Place of Birth XE "Place of Birth"  - Country
PS_PERSONAL_DATA
BIRTHCOUNTRY
SDS

MC

Mechanical Comprehension ASVAB Test
PS_N_TEST
N_MECH_CMPRHN_TEST
SDS

 Score


MCA

Manning Control Authority Code XE "Manning Control Authority Code" 
PS_DEPT_TBL
N_MAN_CNTL_AUTH_CD
SDS

MCC_CD

Manning Control Authority Code XE "Manning Control Authority Code" 
PS_DEPT_TBL
N_MAN_CNTL_AUTH_CD
RSTARS/SDS

MDC

Mandatory Drill Code
PS_N_RESERVE
N_MAND_DRILL_CD
RSTARS

MEAL-PASS-EXP-DATE

Meal Pass XE "Meal Pass"  Expiration Date
PS_N_ACTIVE
N_MEAL_PASS_EXP_DT
SDS

MEAL-PASS-NO

Meal Pass XE "Meal Pass"  Number
PS_N_ACTIVE
N_MEAL_PASS_NUM
SDS

MEAL-PASS-TYPE

Meal Pass XE "Meal Pass"  Type Code
PS_N_ACTIVE
N_MEAL_PASS_TYP_CD
SDS

MEPS-STA-CODE

Military Entrance Processing Station 
PS_N_PERS_DATA_RTC XE "RTC" 
N_MEPS
SDS

Code


Military Entrance Processing Station 
PS_N_RECRUIT
N_MEPS
SDS

Code


MGIBA-ENROL-CODE

GI Bill Enrollment Code
PS_N_PERS_DATA_RTC XE "RTC" 
N_ENROLL_CD
SDS

GI Bill Enrollment Code
PS_N_GIBILL
N_ENROLL_CD
SDS

MGIBA-ENROL-DEC-DT

GI Bill Enrollment Declination Date
PS_N_PERS_DATA_RTC XE "RTC" 
N_ENROLL_DE_DT
SDS

GI Bill Enrollment Declination Date
PS_N_GIBILL
N_ENROLL_DE_DT
SDS

MIL-CRS-COMPLTED-1430

Military Course Completed Indicator
PS_N_1430_WKSHT
N_MIL_CRS_CMP_IND
SDS

MIL-LV-TYPE

Leave Type Code
PS_ABSENCE_HIST
ABSENCE_TYPE
DJMS_AC

MILOD

Military Obligation Designator XE "Military Obligation Designator" 
PS_EMPLOYMENT
N_MIL_OBLG_DESIG
RSTARS

Military Obligation Designator XE "Military Obligation Designator" 
PS_N_PERS_DATA_RTC XE "RTC" 
N_MIL_OBLG_DESIG
RSTARS

MK

Mathematics Knowledge ASVAB Test 
PS_N_TEST
N_MATH_KNOWL_TEST
SDS

Score


MO-AMT-CHECKAGE

Page Seven Checkage Monthly Amount 
PS_N_LEGAL
N_CHKGM_AMT
SDS

Field


MO-AMT-FORF

Page Seven Monthly Amount of 
PS_N_LEGAL
N_MO_AMT_FORF
SDS

Forfeiture


MOB_EVT_CD

Mobilization XE "Mobilization"  Event Number
PS_N_MOBILIZATION
N_MOB_EVNT_NUM
RSTARS

MOBDT

Mobilization XE "Mobilization"  Date
PS_N_MOBILIZATION
N_MOB_DATE
RSTARS

MOBSTAT

Individual Mobilization XE "Mobilization"  Status Code
PS_N_MOBILIZATION
N_INDIV_MOB_STATCD
RSTARS

MOBTM

Mobilization XE "Mobilization"  Time
PS_N_MOBILIZATION
N_MOB_TIME
RSTARS

MOD

Military Obligation Designator XE "Military Obligation Designator" 
PS_EMPLOYMENT
N_MIL_OBLG_DESIG
SDS

Military Obligation Designator XE "Military Obligation Designator" 
PS_N_PERS_DATA_RTC XE "RTC" 
N_MIL_OBLG_DESIG
SDS

MOD-NBR

Orders, Modification Number
PS_N_ORDERS_DATA
N_MOD_NUM
SDS

MOVEDT

Mobilization XE "Mobilization"  Move Date
PS_N_MOBILIZATION
N_MOB_MOVE_DT
RSTARS

NAME

Name
PS_N_PERS_DATA_RTC XE "RTC" 
NAME
RSTARS

Name
PS_PERSONAL_DATA
NAME
RSTARS

Name
PS_N_PERS_DATA_RTC XE "RTC" 
NAME
SDS

Name
PS_PERSONAL_DATA
NAME
SDS

NAV-RES-DRILL-TM-IN-GR

Navy Reserve Drill Time in Grade
PS_N_1430_WKSHT
N_RSV_DRILL_TM_GRD
SDS

NFQT

Navy Advanced Placement Test Score XE "Test Score" 
PS_N_PERS_DATA_RTC XE "RTC" 
N_NAPT_SCORE
SDS

Navy Advanced Placement Test Score XE "Test Score" 
PS_N_TEST
N_NAPT_SCORE
SDS

NFQT-CD

Navy Advanced Placement Test Code
PS_N_PERS_DATA_RTC XE "RTC" 
N_NAPT_CD
SDS

Navy Advanced Placement Test Code
PS_N_TEST
N_NAPT_CD
SDS

NGIBE

GI Bill Eligibility Code
PS_N_GIBILL
N_ELIG_CD
RSTARS

NGIBR

GI Bill Recoupment XE "Recoupment"  Status Code
PS_N_GIBILL
N_RECOUP_ST_CD
RSTARS

NLC

Navy Loss Code XE "Navy Loss Code" 
PS_JOB
N_NAVY_LOSS_CODE
RSTARS

NO

Numerical Operations ASVAB Test 
PS_N_TEST
N_NUM_OPER_TEST
SDS

Score


No Link to Legacy

Page Seven Expiration of Reserve 
PS_N_LEGAL
N_EXP_RSV_ENL
NONE

Enlistment Date


Page Seven Sequence Number
PS_N_LEGAL
EFFSEQ
NONE

Page Seven Expiration of Active 
PS_N_LEGAL
N_EXP_OBLG_SVC
NONE

Obligated Service Date


Page Seven Date of Offense
PS_N_LEGAL
N_OFNS_DT
NONE

Place of Naturalization XE "Naturalization" 
PS_N_PERS_ADDR
N_ZIP_CODE
NONE

Page Seven Status
PS_N_LEGAL
N_REPORT_STATUS
NONE

Place of Naturalization XE "Naturalization" 
PS_N_PERS_ADDR
N_PROP_NAME
NONE

Place of Naturalization XE "Naturalization" 
PS_N_PERS_ADDR
STATE
NONE

Split Pay XE "Split Pay"  Option Amount
PS_DIR_DEP_DISTRIB
N_SPT_PAY_OPT_AMT
NONE

Page Six Previous Begin Date
PS_N_UNAUTH_ABS
N_PREV_BEGIN_DT
NONE

Address Code
PS_N_PERS_ADDR
N_FOREIGN
NONE

Action Reason Code
PS_JOB
ACTION_REASON
NONE

Page Six Previous Eligibility Date
PS_N_UNAUTH_ABS
N_PREV_ELIG_DT
NONE

Group Number
PS_JOB
N_GROUP_NBR
NONE

Place of Naturalization XE "Naturalization" 
PS_N_PERS_ADDR
N_STREET_ADDR
NONE

Page Seven Effective Date
PS_N_LEGAL
EFFDT
NONE

Page Six Absence Indicator
PS_N_UNAUTH_ABS
N_ABSENCE_IND
NONE

Split Pay XE "Split Pay"  Released Amount
PS_DIR_DEP_DISTRIB
N_SPT_PAY_RLSE_AMT
NONE

Place of Naturalization XE "Naturalization" 
PS_N_PERS_ADDR
N_CITY
NONE

Page Six Deserter Indicator
PS_N_UNAUTH_ABS
N_DESERTER_IND
NONE

Page Seven Number of Months 
PS_N_LEGAL
N_NBR_MO_FORF_STAT
NONE

Forfeiture Status


Page Six Confinement Location
PS_N_UNAUTH_ABS
N_CNFMT_LOC
NONE

Page Six Personal Effects Collected, 
PS_N_UNAUTH_ABS
N_PRSNL_EFF_COLL
NONE

Inventoried and in Safekeeping


Page Six UA for Ten Days, DD 553 
PS_N_UNAUTH_ABS
N_553_ID
NONE

Issued Field


Page Seven Amount of Fine Status
PS_N_LEGAL
N_AMT_FINE_STAT
NONE

Page Seven Checkage Monthly Amount 
PS_N_LEGAL
N_CHKG_MO_AMT_STAT
NONE

Status


Page Seven Checkage Number of 
PS_N_LEGAL
N_CHKG_NBR_MO_STAT
NONE

Months Status


Incentive Pay Reporting for a Month
PS_N_IDT_IPAY_RPT
N_IDT_IPAY_MONTH
NONE

Page Six UIC Member UA From Field
PS_N_UNAUTH_ABS
N_UIC_MBR_FRM_FLD
NONE

Page Seven Monthly Amount of 
PS_N_LEGAL
N_MO_AMT_FORF_STAT
NONE

Forfeiture Status


Incentive Pay Reporting for the Year
PS_N_IDT_IPAY_RPT
N_IDT_IPAY_YEAR
NONE

Rate/Rank Previous
PS_N_LEGAL
N_RATE_RANK_PREV
NONE

Page Six Charge Number of Days 
PS_N_UNAUTH_ABS
N_NBR_DAY_LV
NONE

Leave Number


Time In Rate Previous Date
PS_N_LEGAL
N_TIR_PREV_DT
NONE

Contract Clause XE "Clause"  Detail
PS_WKF_CNT_CLAUSE
COMMENTS
NONE

Page Six UA for Over Five Days
PS_N_UNAUTH_ABS
N_UA_FIVE_DAYS
NONE

Contract Status
PS_CONTRACT_DATA
CONTRACT_STATUS
NONE

Contract Number
PS_CONTRACT_DATA
CONTRACT_NUM
NONE

Contract Classifier
PS_CONTRACT_DATA
N_CNTRT_CLSF
NONE

Page Six Amplifying Remarks XE "Remarks"  Field
PS_N_UNAUTH_ABS
N_RMK_FLD
NONE

Order Process Indicator
PS_N_ORDERS_DATA
N_ORD_PROC_IND
NONE

Contract Type Code
PS_CONTRACT_DATA
CONTRACT_TYPE
NONE

Page Six Sickness in Kind Due to Own 
PS_N_UNAUTH_ABS
N_SICK_MIS_STRT_DT
NONE

Misconduct Start Date


Basic Housing XE "Housing"  Allowance Dependent 
PS_PERSONAL_DATA
N_BAH_DEPN_TYPE
NONE

Type


Action Code
PS_ACCOMPLISHMENTS
N_ACTION_CD
NONE

Contract Clause XE "Clause" 
PS_WKF_CNT_CLAUSE
CONTRACT_CLAUSE
NONE

Temporary Additional Duty Report Date
PS_JOB
N_TAD_RPT_DT
NONE

Correction/Cancel Indicator
PS_JOB
N_CRT_CNCL_IND
NONE

Remarks XE "Remarks"  Clause XE "Clause"  Comment
PS_N_DEPN_CLAUSE
COMMENTS
NONE

Previous Duty Status Code
PS_N_UNAUTH_ABS
N_PREV_DSC
NONE

NO-MO-CHECKAGE

Page Seven Number of Months of Pay 
PS_N_LEGAL
N_NBR_MO_PAY_CK
SDS

Checkage


NO-OF-ENL

Number of Enlistments
PS_N_PERS_DATA_RTC XE "RTC" 
N_NUM_OF_ENL
SDS

Number of Enlistments
PS_CONTRACT_DATA
N_NUM_OF_ENL
SDS

NO-OF-MO-FORF

Page Seven Number of Months of 
PS_N_LEGAL
N_NBR_MO_FORF
SDS

Forfeiture


NOE

Number of Federal Income Tax XE "Tax"  
PS_FED_TAX_DATA
FWT_ALLOWANCES
RSTARS

Withholding XE "Withholding"  Exemptions XE "Exemptions" 

NOENL

Number of Enlistments
PS_CONTRACT_DATA
N_NUM_OF_ENL
RSTARS

Number of Enlistments
PS_N_PERS_DATA_RTC XE "RTC" 
N_NUM_OF_ENL
RSTARS

NOFDEPEN

Number of Dependents
PS_N_PERS_DATA_RTC XE "RTC" 
N_NUM_DEPN
RSTARS

Number of Dependents
PS_N_DEPN_APP
N_NUM_DEPN
RSTARS

NOT-QUAL-NEW-CONST

Availability Not Qualified for New 
PS_N_AVAILABILITY
N_AVAL_NOT_CON_IND
SDS

Construction Duty Indicator


NR-XMPTNS

Number of Federal Income Tax XE "Tax"  
PS_FED_TAX_DATA
FWT_ALLOWANCES
DJMS_AC

Withholding XE "Withholding"  Exemptions XE "Exemptions" 

NRA

Naval Reserve Activity Number
PS_DEPT_TBL
N_NAV_RSV_ACTY_NUM
RSTARS

NRA_CD

Naval Reserve Activity Number
PS_DEPT_TBL
N_NAV_RSV_ACTY_NUM
RSTARS/SDS

NRANAME

Activity Long Title
PS_DEPT_TBL
N_ACTY_LONG_TTL
RSTARS

NRMSMEDL

Eligibility Begin Date, Naval Reserve 
PS_ACCOMPLISHMENTS
N_ELIG_BEGIN_DT
RSTARS

Meritorious Service Medal


Number of FITW XE "FITW"  Exemptions XE "Exemptions" 

Number of Federal Income Tax XE "Tax"  
PS_FED_TAX_DATA
FWT_ALLOWANCES
DJMS_RC

Withholding XE "Withholding"  Exemptions XE "Exemptions" 

NUMBER-OF-INSTALLMEN

Billet Description - Reserves
PS_POSITION_DATA
DESCR
DJMS_AC

O4E

Over Four Year Enlisted Service 
PS_EMPLOYMENT
N_OV4yr_ENL_IND
DJMS_RC

Indicator


OBLGEXPR

Expiration Date of Selected Reserve 
PS_N_RESERVE
N_SEL_RSV_EXPR_DT
RSTARS

Commitment


OCC-SPEC

Occupational Specialty/School 
PS_N_RECRUIT
N_OCC_SPEC_SCHL_CD
SDS

Guarantee Code


ODEPIND

Sea Air Mariner Initial Training Departure 
PS_N_RESERVE
N_SAM_IT_DPRT_CD
RSTARS

Code


ODEPMOS

Number of Months Annual 
PS_N_RESERVE
N_TOT_MONTH_AD_ADT XE "ADT" 
RSTARS

Training/Active Duty for Training


OEIND

Officer/Enlisted Indicator
PS_EMPLOYMENT
N_OFF_ENL_IND
RSTARS

Reserve Billet Number
PS_POSITION_DATA
POSITION_NBR
RSTARS

Billet Officer Enlisted Indicator
PS_POSITION_DATA
SAL_ADMIN_PLAN
RSTARS

OFC-PH-NO

Phone XE "Phone"  Number
PS_N_DEPT_TEL_TBL
N_TEL_NUM
SDS

OFF-ENL-REC-IND

Officer/Enlisted Indicator
PS_EMPLOYMENT
N_OFF_ENL_IND
SDS

Jobcode Officer/Enlisted Indicator
PS_JOBCODE_TBL
SAL_ADMIN_PLAN
SDS

OFF-STAT

Officer Status
PS_DEPT_TBL
N_OFF_STAT
SDS

OFF_AIR

Inactive Duty for Training Officer Air 
PS_DEPT_TBL
N_IDT_OAAAD
RSTARS

Additional Authorized Drills


Inactive Duty for Training Officer Air 
PS_DEPT_TBL
N_IDT_OAAAD
RSTARS/SDS

Additional Authorized Drills


OFF_NA

Inactive Duty for Training Officer 
PS_DEPT_TBL
N_IDT_OAAD
RSTARS

Additional Authorized Drills


OFF_NON_AIR

Inactive Duty for Training Officer 
PS_DEPT_TBL
N_IDT_OAAD
RSTARS/SDS

Additional Authorized Drills


OFF_RGLR

Inactive Duty for Training Authorized 
PS_DEPT_TBL
N_IDT_AUTH_DRILL_O
RSTARS

Drills Officer


Inactive Duty for Training Authorized 
PS_DEPT_TBL
N_IDT_AUTH_DRILL_O
RSTARS/SDS

Drills Officer


OFF_STATUS

Officer Status
PS_DEPT_TBL
N_OFF_STAT
RSTARS/SDS

OFFENLCD

Officer/Enlisted Indicator
PS_EMPLOYMENT
N_OFF_ENL_IND
RSTARS

OFFICE-CODE

Office Code
PS_N_DEPT_TEL_TBL
N_OFC_CD
SDS

OPEX

Operative Extension XE "Extension"  Months
PS_CONTRACT_DATA
N_OP_EXT_MO
SDS

ORD-CONTROL-NR

Order Number
PS_JOB
N_ORDER_NUM
SDS

Order Control Number
PS_N_ORDERS_DATA
N_ORDER_CNTL_NBR
SDS

Order Number

Order Number
PS_JOB
N_ORDER_NUM
DJMS_RC

ORDER-ISSUE-ACTIVITY

Order Issuing Activity
PS_N_ORDERS_DATA
N_ORDER_ISSUE_ACTY
SDS

ORDER-NR

Order Number
PS_JOB
N_ORDER_NUM
DJMS_AC

ORIG_DT

Inactive Duty for Training Original Date
PS_N_INA_DTY_TRN
N_IDT_ORIGINAL_DT
RSTARS

OSC

Source of Initial Entry Code
PS_N_RESERVE
N_SOURCE_CD
RSTARS

OSEAS-DUPREFS-LOC-1

Overseas Duty Location Preference 
PS_N_DUTY_PREF
N_OVSEAS_LOC_PR_1
SDS

Number One


OSEAS-DUPREFS-LOC-2

Overseas Duty Location Preference 
PS_N_DUTY_PREF
N_OVSEAS_LOC_PR_2
SDS

Number Two


OSEAS-DUPREFS-TYPE-2

Overseas Duty Type Preference 
PS_N_DUTY_PREF
N_OVSEAS_DUTY_PR_2
SDS

Number Two


OSEAS-PRIORITY

Overseas Duty Priority Number
PS_N_DUTY_PREF
N_OVSEAS_DUTY_PR_N
SDS

OSEAS-TYPE1

Overseas Duty Type Preference 
PS_N_DUTY_PREF
N_OVSEAS_DUTY_PR_1
SDS

Number One


OSPD

Separation Program Designator XE "Separation Program Designator"  Code
PS_JOB
N_SEPART_DESIG_CD
RSTARS

OVER-4-YR-ENL-SVC-IND

Over Four Year Enlisted Service 
PS_EMPLOYMENT
N_OV4yr_ENL_IND
SDS

Indicator


OVER-FOUR-ACT-ENL

Over Four Year Enlisted Service 
PS_EMPLOYMENT
N_OV4yr_ENL_IND
DJMS_AC

Indicator


PAR-1430

Personnel Advancement XE "Advancement"  Requirements 
PS_N_1430_WKSHT
N_PSNL_ADV_RQR_IND
SDS

Indicator


PASS_UIC

Personnel Support Activity Detachment 
PS_DEPT_TBL
HR_DEPTID
RSTARS/SDS

Unit Identification Code (PPSUIC XE "PPSUIC" )


Pay Date

Pay Date (PEBD)
PS_N_PERS_DATA_RTC XE "RTC" 
N_PEBD
DJMS_RC

Pay Date (PEBD)
PS_EMPLOYMENT
N_PEBD
DJMS_RC

Pay Status Code

Pay Status Code
PS_N_RESERVE
N_PAY_STAT_CD
DJMS_RC

PAY-DATE

Pay Date (PEBD)
PS_N_PERS_DATA_RTC XE "RTC" 
N_PEBD
DJMS_AC

Pay Date (PEBD)
PS_EMPLOYMENT
N_PEBD
DJMS_AC

PAY-GRADE

Paygrade
PS_EMPLOYMENT
N_GRADE
SDS

PAYGRD

Paygrade
PS_EMPLOYMENT
N_GRADE
RSTARS

PAYSTAT

Pay Status Code
PS_N_RESERVE
N_PAY_STAT_CD
RSTARS

PC

Paragraph Comprehension ASVAB Test 
PS_N_TEST
N_PAR_CMPRHN_TEST
SDS

Score


PEBD

Pay Date (PEBD)
PS_N_PERS_DATA_RTC XE "RTC" 
N_PEBD
RSTARS

Pay Date (PEBD)
PS_EMPLOYMENT
N_PEBD
RSTARS

Pay Date (PEBD)
PS_EMPLOYMENT
N_PEBD
SDS

Pay Date (PEBD)
PS_N_PERS_DATA_RTC XE "RTC" 
N_PEBD
SDS

PERCNTG

State Tax Percentage XE "State Tax Percentage" 
PS_STATE_TAX_DATA
PERCENT_OF_FWT
DJMS_AC

PERFORMANCE-AVG-1430

Performance Mark Average
PS_N_1430_WKSHT
N_PERF_MARK_AVG
SDS

PERFORMANCE-TEST-1430

Performance Test Code
PS_N_1430_WKSHT
N_PERF_TEST_CD
SDS

PERMDU-UIC

Unit Identification Code for Permanent 
PS_JOB
N_PERM_DUTY_UIC
SDS

Duty


PERS-AREA-CODE

Telephone Area Code
PS_N_DEPT_TEL_TBL
N_TEL_AREA_CD
SDS

Personnel Officer Telephone Area Code
PS_N_DEPT_TEL_TBL
N_TEL_AREA_CD
SDS

PERS-COM-DSN

Personnel Officer Phone XE "Phone"  Designator XE "Designator" 
PS_N_DEPT_TEL_TBL
N_TEL_DESIG
SDS

PERS-PHONE-NO

Personnel Officer Phone XE "Phone"  Number
PS_N_DEPT_TEL_TBL
N_TEL_NUM
SDS

Phone XE "Phone"  Number
PS_N_DEPT_TEL_TBL
N_TEL_NUM
SDS

PERS_NM

Name
PS_N_PERS_DATA_RTC XE "RTC" 
NAME
RSTARS

Name
PS_PERSONAL_DATA
NAME
RSTARS

PG-ASGN-RATE-ABBR

Orders, Projected Gain Assigned Rate 
PS_N_ORDERS_DATA
N_PRJ_GAIN_ASGN_RT
SDS

Abbreviation


PHASECOD

Billet Phase Code
PS_POSITION_DATA
N_BLT_PHASE_CD
RSTARS

PHONE NUMBER

Home Phone XE "Phone"  Number
PS_N_PERS_ADDR
PHONE
SDS

PHYSL

Date of Last Physical XE "Date of Last Physical" 
PS_PERSONAL_DATA
N_DT_LAST_PHYS
RSTARS

PLANG_ADDR

Plain Language Address
PS_DEPT_TBL
N_PLN_LANG_ADDR
RSTARS/SDS

PLANGADD

Plain Language Address
PS_DEPT_TBL
N_PLN_LANG_ADDR
RSTARS

PMSI

Prior Military Service Indicator
PS_N_RESERVE
N_MILITARY_STATUS
RSTARS

PNEC

Primary Navy Enlisted Classification 
PS_EMPLOYMENT
N_PRM_NEC XE "NEC" _CD
SDS

Code


Availability Earned Navy Enlisted 
PS_N_AVAILABILITY
N_ERN_NEC XE "NEC" _CD
SDS

Classification Code


PNECNOB

Primary Navy Officer Billet 
PS_EMPLOYMENT
N_PRM_NOBC XE "NOBC" _CD
RSTARS

Classification Code


Availability Earned Navy Enlisted 
PS_N_AVAILABILITY
N_ERN_NEC XE "NEC" _CD
RSTARS

Classification Code


Primary Navy Enlisted Classification 
PS_EMPLOYMENT
N_PRM_NEC XE "NEC" _CD
RSTARS

Code


PNOK

Next of Kin XE "Next of Kin"  Primary
PS_DEPENDENT_BENEF
N_NEXT_KIN_PRIM
SDS

PO_PHONE_AREA

Telephone Area Code
PS_N_DEPT_TEL_TBL
N_TEL_AREA_CD
RSTARS/SDS

PO_PHONE_CODE

Executive Officer Phone XE "Phone"  Designator XE "Designator" 
PS_N_DEPT_TEL_TBL
N_TEL_DESIG
RSTARS/SDS

PO_PHONE_NO

Executive Officer Phone XE "Phone"  Number
PS_N_DEPT_TEL_TBL
N_TEL_NUM
RSTARS/SDS

PORTCD

Mobilization XE "Mobilization"  Port of Embarkation
PS_N_MOBILIZATION
N_MOB_PORT_EMBRK
RSTARS

POST_CD

Inactive Duty for Training Post Code
PS_N_INA_DTY_TRN
N_IDT_POST_CD
RSTARS

PPSUIC XE "PPSUIC" _PHONE_AREA

Telephone Area Code
PS_N_DEPT_TEL_TBL
N_TEL_AREA_CD
RSTARS/SDS

PPSUIC XE "PPSUIC" _PHONE_CODE

Executive Officer Phone XE "Phone"  Designator XE "Designator" 
PS_N_DEPT_TEL_TBL
N_TEL_DESIG
RSTARS/SDS

PPSUIC XE "PPSUIC" _PHONE_NO

Executive Officer Phone XE "Phone"  Number
PS_N_DEPT_TEL_TBL
N_TEL_NUM
RSTARS/SDS

PRA-INDICATOR

Pay Record Access Audit Indicator
PS_PERSONAL_DATA
N_PRA_AUD_IND
DJMS_AC

PRD XE "PRD" 

Projected Rotation Date
PS_EMPLOYMENT
N_PROJ_ROT_DATE
SDS

PRE-TRIAL-CONF-FM

Page Seven Pre-Trial Confinement Start
PS_N_LEGAL
N_PRE_START_DT
SDS

 Date


PRE-TRIAL-CONF-TO

Page Seven Pre-Trial Confinement Stop 
PS_N_LEGAL
N_PRE_STOP_DT
SDS

Date


PRENLSVC

Officer Prior Enlisted Code
PS_EMPLOYMENT
N_OFF_PR_ENL
RSTARS

Prior Service Leave Sold

Prior Leave Sold Amount
PS_N_RESERVE
N_PR_LV_SOLD_IND
DJMS_RC

PRIVACT

Privacy Act Disputed XE "Privacy Act Disputed"  Indicator
PS_N_RESERVE
N_PRI_ACT_DISP
RSTARS

PRM_FUNC

Billet Primary Function Sub-specialty 
PS_POSITION_DATA
N_BLT_PFSS_CD
RSTARS

Code


PRM_SRC

Billet Primary Source Sub-specialty 
PS_POSITION_DATA
N_BLT_PSSS_CD
RSTARS

Code


PRMEXPER

Billet Primary Experience Sub-specialty 
PS_POSITION_DATA
N_BLT_PESS_CD
RSTARS

Code


PRMSKLCD

Primary Navy Enlisted Classification 
PS_EMPLOYMENT
N_PRM_NEC XE "NEC" _CD
RSTARS

Code


Primary Navy Officer Billet 
PS_EMPLOYMENT
N_PRM_NOBC XE "NOBC" _CD
RSTARS

Classification Code


PRO-PAY-AUTH

Proficiency Code
PS_EMPLOYMENT
N_PROFICIENCY_CD
SDS

PROF-CRS-COMPLTD-1430

Professional Course Completed 
PS_N_1430_WKSHT
N_CRSE_CMPLT_IND
SDS

Indicator


PROF_SRC

First Foreign Language XE "Foreign Language"  Proficiency 
PS_ACCOMPLISHMENTS
N_FGN_LANG_PRF_SRC
RSTARS

Source


PROG-ENL-FOR

Program Enlisted For Code
PS_CONTRACT_DATA
N_PGM_ENL_FOR_CD
SDS

Program Enlisted For Code
PS_N_PERS_DATA_RTC XE "RTC" 
N_PGM_ENL_FOR_CD
SDS

PROJ-DDLDS

Projected Loss/Departure Date
PS_EMPLOYMENT
N_PROJ_LOSS
DJMS_AC

PROJ-LOSS-DATE

Planned Loss Date
PS_N_TRNS_MISC
N_PLANNED_LOSS_DT
SDS

PROSPECTIVE-RATE-ABBR

Prospective Rate Abbreviation Field
PS_EMPLOYMENT
N_PROSP_RATE_ABBR
SDS

PRRSVSVC

Prior Selected Reserve Service 
PS_N_RESERVE
N_PR_SELRES_SV_IND
RSTARS

Indicator


PSA-PSD-CODE

Personnel Support Activity/Personnel 
PS_DEPT_TBL
N_PSA_PSD_CD
SDS

Support Activity Detachment Code


PSA_PSD_CODE

Personnel Support Activity/Personnel 
PS_DEPT_TBL
N_PSA_PSD_CD
RSTARS/SDS

Support Activity Detachment Code


PSD-AREA-CODE

Personnel Support Detachment Area 
PS_N_DEPT_TEL_TBL
N_TEL_AREA_CD
SDS

Code


Telephone Area Code
PS_N_DEPT_TEL_TBL
N_TEL_AREA_CD
SDS

PSD-COM-DSN

Personnel Support Detachment Phone XE "Phone"  
PS_N_DEPT_TEL_TBL
N_TEL_DESIG
SDS

Designator XE "Designator" 

PSD-PHONE-NO

Phone XE "Phone"  Number
PS_N_DEPT_TEL_TBL
N_TEL_NUM
SDS

Personnel Support Detachment Phone XE "Phone"  
PS_N_DEPT_TEL_TBL
N_TEL_NUM
SDS

Number


PSI-PRD

Projected Rotation Date
PS_EMPLOYMENT
N_PROJ_ROT_DATE
SDS

RACE

Race XE "Race" 
PS_N_PERS_DATA_RTC XE "RTC" 
N_RACE
RSTARS

Race XE "Race" 
PS_PERSONAL_DATA
N_RACE
RSTARS

Race XE "Race" 
PS_PERSONAL_DATA
N_RACE
SDS

Race XE "Race" 
PS_N_PERS_DATA_RTC XE "RTC" 
N_RACE
SDS

RADO-DAYS

Reserve Active Duty Obligation - Days
PS_N_PERS_DATA_RTC XE "RTC" 
N_RSV_ACDU_OBL_D
SDS

Reserve Active Duty Obligation - Days
PS_CONTRACT_DATA
N_RSV_ACDU_OBL_D
SDS

RADO-MOS

Reserve Active Duty Obligation - 
PS_CONTRACT_DATA
N_RSV_ACDU_OBL_M
SDS

Months


Reserve Active Duty Obligation - 
PS_N_PERS_DATA_RTC XE "RTC" 
N_RSV_ACDU_OBL_M
SDS

Months


RANK-RATE

Jobcode Rank/Rate
PS_JOBCODE_TBL
JOBCODE
SDS

RANK/RATE-CODE

Rate/Rank Appropriation Code
PS_N_ORDERS_DATA
N_RATE_RANK_APPROP
SDS

RANKRATE

Rate/Rank
PS_N_PERS_DATA_RTC XE "RTC" 
N_RATE_RANK
RSTARS

Rate/Rank
PS_EMPLOYMENT
N_RATE_RANK
RSTARS

RATE-ABBR

Rate/Rank
PS_N_PERS_DATA_RTC XE "RTC" 
N_RATE_RANK
SDS

Rate/Rank
PS_EMPLOYMENT
N_RATE_RANK
SDS

RATE-ADJ-TO

Page Seven Reduction To Rate
PS_N_LEGAL
N_RATE_RANK_TO
SDS

RATE-CHG-AUTH-CD

Rate Change XE "Rate Change"  Authority Code
PS_EMPLOYMENT
N_RATE_CHG_AUTH
SDS

RBSC

Reserve Billet Number
PS_POSITION_DATA
POSITION_NBR
RSTARS

RCDSFLAG

Billet Record Status Indicator
PS_POSITION_DATA
N_BLT_RCD_STAT_IND
RSTARS

RCKEY

Mobilization XE "Mobilization"  Recall Key XE "Mobilization Recall Key" 
PS_N_RESERVE
N_MOB_RCL_CD
RSTARS

RCL_MEC

Middle East Recall Indicator
PS_N_EMP_RECALL
N_RECALL_INDICATOR
RSTARS

RCOSIGN

Commanding Officer Signature
PS_N_SGNR_MBR
N_SIGNATURE
RSTARS

RCOSSN

Commanding Officer Social Security 
PS_DEPT_TBL
MANAGER_ID
RSTARS

Number


REAS-FOR-PARTICIP-1430

Reason For Participation Code
PS_N_1430_WKSHT
N_RSN_PARTCP_CD
SDS

REC

Recommended
PS_N_1430_WKSHT
N_RECOMMENDED
SDS

REC-DATE

Recommended Date
PS_N_1430_WKSHT
N_RECOMMENDED_DT
SDS

RECONDAT

Billet Reconciliation Date
PS_POSITION_DATA
N_BLT_RCNCL_DT
RSTARS

Billet Reconciliation Date
PS_POSITION_DATA
N_BLT_RCNCL_DT
RSTARS

Billet Reconciliation Date
PS_POSITION_DATA
N_BLT_RCNCL_DT
RSTARS

RECRUITER'S-SSN

Recruiter Social Security Number
PS_N_RECRUIT
N_RCRT_SSN
SDS

Recruiter Social Security Number
PS_N_PERS_DATA_RTC XE "RTC" 
N_RCRT_SSN
SDS

REENCODE

Reenlistment XE "Reenlistment"  Code
PS_CONTRACT_DATA
N_REENLISTMENT_CD
RSTARS

RELIGION

Religion XE "Religion"  Code
PS_PERSONAL_DATA
N_REL_CD
SDS

Religion XE "Religion"  Code
PS_N_PERS_DATA_RTC XE "RTC" 
N_REL_CD
SDS

REMARKS

Transient Tracking Remarks XE "Remarks"  Text Field
PS_N_TRNS_MED
N_RMK_FLD
SDS

RES-CONT-EXT

Reserve Contract Extension XE "Extension" 
PS_CONTRACT_DATA
N_RSV_CNTRT_EXT
SDS

RETAINED-ONBOARD

Page Six Retained on Board Field
PS_N_UNAUTH_ABS
N_RTN_BD_FLD
SDS

RETIN

Retirement XE "Retirement"  Eligibility Indicator
PS_N_RESERVE
N_RET_ELIG_IND
RSTARS

RFACH

Reserve Functional Area Code 
PS_POSITION_DATA
N_HRFAC_CD
RSTARS

Horizontal


RFACV

Reserve Functional Area Code Vertical
PS_POSITION_DATA
N_VRFAC_CD
RSTARS

ROT_DT

Projected Rotation Date
PS_EMPLOYMENT
N_PROJ_ROT_DATE
RSTARS

ROTDATE

Projected Rotation Date
PS_EMPLOYMENT
N_PROJ_ROT_DATE
RSTARS

Routing Transit Number

Routing Transit Number
PS_DIR_DEP_DISTRIB
N_TRANSIT_NUM
DJMS_RC

RPC

Reserve Program Code XE "Program Code" 
PS_DEPT_TBL
N_RSV_PGM_CD
RSTARS

RPC_LN_NO_CD

Reserve Program Code XE "Program Code" 
PS_DEPT_TBL
N_RSV_PGM_CD
RSTARS/SDS

RPC_NO_CD

Reserve Program Code XE "Program Code" 
PS_DEPT_TBL
N_RSV_PGM_CD
RSTARS/SDS

RPC_TYCD

Reserve Program Code XE "Program Code" 
PS_DEPT_TBL
N_RSV_PGM_CD
RSTARS/SDS

RPEC

Reserve Program Element Code XE "Program Element Code" 
PS_DEPT_TBL
N_RSV_PGM_ELEM_CD
RSTARS

Reserve Program Element Code XE "Program Element Code" 
PS_DEPT_TBL
N_RSV_PGM_ELEM_CD
RSTARS/SDS

RPT-DATE

Report Date
PS_N_PERS_DATA_RTC XE "RTC" 
N_REPORT_DT
SDS

Report Date
PS_JOB
N_REPORT_DT
SDS

RPTM

Reserve Program Technical Manager
PS_DEPT_TBL
N_RSV_PGM_TECH_MNG
RSTARS

RPTM_CD

Reserve Program Technical Manager
PS_DEPT_TBL
N_RSV_PGM_TECH_MNG
RSTARS/SDS

RQC-CODE

Reenlistment XE "Reenlistment"  Code
PS_CONTRACT_DATA
N_REENLISTMENT_CD
SDS

Reenlistment XE "Reenlistment"  Quality Control Code
PS_JOB
N_RNLIST_QUAL_CD
SDS

RSC

Record Status Code
PS_EMPLOYMENT
N_REC_STAT_CD
SDS

RSN_CD

Inactive Duty for Training Reason Code
PS_N_INA_DTY_TRN
N_IDT_REASON_CD
RSTARS

RSV_UIC

Inactive Duty for Training Unit 
PS_N_INA_DTY_TRN
N_IDT_UIC
RSTARS

Identification Code


Inactive Duty for Training Unit 
PS_N_INA_DTY_TRN
N_IDT_UIC
RSTARS

Identification Code


Inactive Duty for Training Unit 
PS_N_INA_DTY_TRN
N_IDT_UIC
RSTARS

Identification Code


Inactive Duty for Training Unit 
PS_N_INA_DTY_TRN
N_IDT_UIC
RSTARS

Identification Code


RT_ID

Rate/Rank
PS_N_PERS_DATA_RTC XE "RTC" 
N_RATE_RANK
RSTARS

Rate/Rank
PS_EMPLOYMENT
N_RATE_RANK
RSTARS

RUIC

Reserve Command Unit Identification 
PS_DEPT_TBL
DEPTID
RSTARS

Code


Unit Identification Code Ultimate Duty 
PS_N_ORDERS_DATA
N_UIC_ULT_DTY_STA
RSTARS/SDS

Station


Command Unit Identification Code
PS_DEPT_TBL
DEPTID
RSTARS/SDS

Reserve Command Unit Identification 
PS_DEPT_TBL
DEPTID
RSTARS/SDS

Code


RUIC1

Unit Identification Code
PS_JOB
DEPTID
RSTARS

SAMIND

Sea Air Mariner Program Indicator
PS_N_RESERVE
N_SAM_IND
RSTARS

Sea Air Mariner Initial Training Status 
PS_N_RESERVE
N_SAM_IT_STAT_CD
RSTARS

Code


SCAUTHCD

Security Clearance XE "Security Clearance"  Authorized Code
PS_EMPLOYMENT
SECURITY_CLEARANCE
RSTARS

SCAUTHDT

Security Clearance XE "Security Clearance"  Authorization Date
PS_EMPLOYMENT
N_SCTY_CLRNC_AUTH
RSTARS

SCH-SHTITLE-1

School Short Title XE "Short Title" 
PS_N_TEMDU_CLASS
N_SCH_SHORT_TITLE
SDS

SCH-SHTITLE-2

School Short Title XE "Short Title" 
PS_N_TEMDU_CLASS
N_SCH_SHORT_TITLE
SDS

SCH-SHTITLE-3

School Short Title XE "Short Title" 
PS_N_TEMDU_CLASS
N_SCH_SHORT_TITLE
SDS

SCHOOL-1430

School Code
PS_N_1430_WKSHT
N_SCH_CD
SDS

SCHOOL-PREF

School Preference Code
PS_N_DUTY_PREF
N_SCHOOL_PREF_CD
SDS

SCHST

Education XE "Education"  Certification Code
PS_PERSONAL_DATA
HIGHEST_EDUC_LVL
RSTARS

Education XE "Education"  Certification Code
PS_N_PERS_DATA_RTC XE "RTC" 
HIGHEST_EDUC_LVL
RSTARS

SCIND

Strength Code Indicator
PS_N_PERS_DATA_RTC XE "RTC" 
N_STRNTH_CD
SDS

Strength Code Indicator
PS_EMPLOYMENT
N_STRNTH_CD
SDS

SCINQCD

Security Clearance XE "Security Clearance"  Investigation Type 
PS_EMPLOYMENT
N_CLRNC_INV_TYP_CD
RSTARS

Code


SCINQDT

Security Clearance XE "Security Clearance"  Investigation 
PS_EMPLOYMENT
N_CLRNC_INV_CMPLT
RSTARS

Completion Date


SCREEN-TEST

Screen Test Code
PS_N_RECRUIT
N_SCRN_TEST_CD
SDS

SDCD XE "SDCD" 

Sea Duty XE "Sea Duty"  Commencement Date
PS_N_ACTIVE
N_SEA_DUTY_DT
SDS

SEA-DUPREFS-LOC-1

Sea Duty XE "Sea Duty"  Location Preference Number 
PS_N_DUTY_PREF
N_SEADUTY_LOC_PR_1
SDS

One


SEA-DUPREFS-LOC-2

Sea Duty XE "Sea Duty"  Location Preference Number 
PS_N_DUTY_PREF
N_SEADUTY_LOC_PR_2
SDS

Two


SEA-DUPREFS-PRIORITY

Sea Duty XE "Sea Duty"  Priority Number
PS_N_DUTY_PREF
N_SEADUTY_PR_NBR
SDS

SEA-DUPREFS-TYPE-1

Sea Duty XE "Sea Duty"  Type Preference Number One
PS_N_DUTY_PREF
N_SEADUTY_TYPE_PR1
SDS

SEA-DUPREFS-TYPE-2

Sea Duty XE "Sea Duty"  Type Preference Number Two
PS_N_DUTY_PREF
N_SEADUTY_TYPE_PR2
SDS

SEA-DUTY-EFF-DATE

Sea Duty XE "Sea Duty"  Commencement Date
PS_N_ACTIVE
N_SEA_DUTY_DT
DJMS_AC

SEA/SHORE-CODE

Sea Shore Code XE "Sea Shore Code" 
PS_DEPT_TBL
N_SEA_SHORE_CD
SDS

SEA_SHORE

Sea Shore Code XE "Sea Shore Code" 
PS_DEPT_TBL
N_SEA_SHORE_CD
RSTARS/SDS

SEC-CLEAR-AUTH

Security Clearance XE "Security Clearance"  Authorized Code
PS_EMPLOYMENT
SECURITY_CLEARANCE
SDS

SEC-CLEAR-DATE

Security Clearance XE "Security Clearance"  Authorization Date
PS_EMPLOYMENT
N_SCTY_CLRNC_AUTH
SDS

SEC-CLEAR-ELIG

Security Eligibility Code
PS_EMPLOYMENT
N_SCTY_ELIG_CD
SDS

Security Clearance XE "Security Clearance"  Recommendation 
PS_EMPLOYMENT
N_SCTY_CLRNC_RECCD
SDS

Code


SEC-INVEST-DATE

Security Clearance XE "Security Clearance"  Investigation 
PS_EMPLOYMENT
N_CLRNC_INV_CMPLT
SDS

Completion Date


SEC-INVEST-TYPE

Security Clearance XE "Security Clearance"  Investigation Type 
PS_EMPLOYMENT
N_CLRNC_INV_TYP_CD
SDS

Code


SEC_FUNC

Billet Secondary Function Sub-specialty 
PS_POSITION_DATA
N_BLT_SFSS_CD
RSTARS

Code


SEC_SRC

Billet Secondary Source Sub-specialty 
PS_POSITION_DATA
N_BLT_SSSS_CD
RSTARS

Code


SECEXPER

Billet Secondary Experience 
PS_POSITION_DATA
N_BLT_SESS_CD
RSTARS

Sub-specialty Code


SECSKLCD

Secondary Navy Officer Billet 
PS_EMPLOYMENT
N_SEC_NOBC XE "NOBC" _CD
RSTARS

Classification Code


Secondary Navy Enlisted Classification
PS_EMPLOYMENT
N_SEC_NEC XE "NEC" _CD
RSTARS

 Code


SEP-PROG-DESIG-MIL

Separation Program Designator XE "Separation Program Designator"  Code
PS_JOB
N_SEPART_DESIG_CD
SDS

Reenlistment XE "Reenlistment"  Separation Program 
PS_CONTRACT_DATA
N_SEP_PGM_DESIG_CD
SDS

Designator XE "Designator" 

Separation-Designation Code

Separation Program Designator XE "Separation Program Designator"  Code, 
PS_N_SL_SEP_TEMP
N_SPD_DJMS_CD
DJMS_RC

DJMS


SERV-IN-PAYGRD-ACT-1430

Service in Paygrade
PS_N_1430_WKSHT
N_SVC_PAYGRD
SDS

SERVC1

Awarded Vietnam Decoration Medal
PS_N_RESERVE
N_VIET_MEDAL
RSTARS

SERVC2

Korean Conflict Recall Indicator
PS_N_EMP_RECALL
N_RECALL_INDICATOR
RSTARS

SERVC3

Berlin Crisis Recall Indicator
PS_N_EMP_RECALL
N_RECALL_INDICATOR
RSTARS

SERVC4

Vietnam Conflict Recall Indicator
PS_N_EMP_RECALL
N_RECALL_INDICATOR
RSTARS

SERVC5

Cuban Crisis Recall Indicator
PS_N_EMP_RECALL
N_RECALL_INDICATOR
RSTARS

Sex XE "Sex" 

Sex XE "Sex" 
PS_PERSONAL_DATA
SEX
DJMS_RC

Sex XE "Sex" 
PS_N_PERS_DATA_RTC XE "RTC" 
SEX
DJMS_RC

Sex XE "Sex" 
PS_PERSONAL_DATA
SEX
RSTARS

Sex XE "Sex" 
PS_N_PERS_DATA_RTC XE "RTC" 
SEX
RSTARS

Sex XE "Sex" 
PS_N_PERS_DATA_RTC XE "RTC" 
SEX
SDS

Sex XE "Sex" 
PS_PERSONAL_DATA
SEX
SDS

SEX-SVC-MBR

Sex XE "Sex" 
PS_PERSONAL_DATA
SEX
DJMS_AC

Sex XE "Sex" 
PS_N_PERS_DATA_RTC XE "RTC" 
SEX
DJMS_AC

SGLI-OPTINS

Serviceman's Group Life Insurance 
PS_N_MISC_PGM
N_SGLI XE "SGLI" _OPTION_CD
DJMS_AC

Options


SGLI XE "SGLI" _CD

Serviceman's Group Life Insurance 
PS_N_MISC_PGM
N_SGLI XE "SGLI" _OPTION_CD
RSTARS

Options


SHDCD XE "SHDCD" 

Shore Duty Commencement Date
PS_N_ACTIVE
N_SHORE_DUTY_DT
SDS

SHIP-STATION-LOCATION

Page Six Ship or Station and Location
PS_N_UNAUTH_ABS
N_SSL_NAME
SDS

Page Seven Ship or Station and 
PS_N_LEGAL
N_SSL_NAME
SDS

Location


SHOP

Assigned to Shop XE "Shop"  Code
PS_EMPLOYMENT
N_SHOP_ASGN_CD
RSTARS

SHOP_CD

Assigned to Shop XE "Shop"  Code
PS_EMPLOYMENT
N_SHOP_ASGN_CD
RSTARS

SHORE-DUPREFS-LOC-1

Shore Duty Location Preference 
PS_N_DUTY_PREF
N_SHRDUTY_LOC_PR_1
SDS

Number One


SHORE-DUPREFS-LOC-2

Shore Duty Location Preference 
PS_N_DUTY_PREF
N_SHRDUTY_LOC_PR_2
SDS

Number Two


SHORE-DUPREFS-PRI

Shore Duty Priority Number
PS_N_DUTY_PREF
N_SHRDUTY_PR_NBR
SDS

SHORE-DUPREFS-TYPE-2

Shore Duty Type Preference Number 
PS_N_DUTY_PREF
N_SHRDUTY_TYPE_PR2
SDS

Two


SHORE-TYPE1

Shore Duty Type Preference Number 
PS_N_DUTY_PREF
N_SHRDUTY_TYPE_PR1
SDS

One


SHORT_TITL

Activity Short Title XE "Short Title" 
PS_DEPT_TBL
DESCR
RSTARS/SDS

SKMC-REASON

Page Six Sickness in Kind Due to Own 
PS_N_UNAUTH_ABS
N_SICK_MIS_RSN
SDS

Misconduct Reason


SNECNOB

Secondary Navy Enlisted Classification
PS_EMPLOYMENT
N_SEC_NEC XE "NEC" _CD
RSTARS

 Code


Secondary Navy Officer Billet 
PS_EMPLOYMENT
N_SEC_NOBC XE "NOBC" _CD
RSTARS

Classification Code


SNOK

Next of Kin XE "Next of Kin"  Secondary
PS_DEPENDENT_BENEF
N_NEXT_KIN_SEC
SDS

SPCBR

Spouse XE "Spouse"  Branch of Service
PS_DEPENDENT_BENEF
N_SPS_BR_SVC
RSTARS

SPCCL

Spouse XE "Spouse"  Military Classification Code
PS_DEPENDENT_BENEF
N_SPS_MIL_CLSF_CD
RSTARS

SPCDU

Spouse XE "Spouse"  Duty Affiliation Code
PS_DEPENDENT_BENEF
N_SPS_DUTY_AFFL_CD
RSTARS

SPCL_PGM

Special Program Indicator
PS_N_ACTIVE
N_SPEC_PGM_IND
RSTARS

SPCSC

Spouse XE "Spouse"  Military Service Component 
PS_DEPENDENT_BENEF
N_SPS_MIL_SVC_CD
RSTARS

Code


SPD

Separation Program Designator XE "Separation Program Designator"  Code, 
PS_N_SL_SEP_TEMP
N_SPD_DJMS_CD
DJMS_AC

DJMS


SPECAT

Special Category Detailing Code
PS_N_ACTIVE
N_SPECATDET_CD
SDS

SPECIAL-GROUP-1430

Special Group Indicator
PS_N_1430_WKSHT
N_SPCL_GRP_IND
SDS

SPI

Special Program Indicator
PS_N_ACTIVE
N_SPEC_PGM_IND
SDS

SPLMTTXT

Member Home Address Street2
PS_N_PERS_ADDR
N_STREET_ADDR2
RSTARS

SPOUSE-BR-SERV

Spouse XE "Spouse"  Branch of Service
PS_DEPENDENT_BENEF
N_SPS_BR_SVC
SDS

SPOUSE-DUTY-AFFIL

Spouse XE "Spouse"  Duty Affiliation Code
PS_DEPENDENT_BENEF
N_SPS_DUTY_AFFL_CD
SDS

SPOUSE-MIL-CLASS

Spouse XE "Spouse"  Military Classification Code
PS_DEPENDENT_BENEF
N_SPS_MIL_CLSF_CD
SDS

SPOUSE-MIL-PERS-CLASS

Spouse XE "Spouse"  Military Service Component 
PS_DEPENDENT_BENEF
N_SPS_MIL_SVC_CD
SDS

Code


SPOUSE-SSN

Spouse XE "Spouse"  Social Security Number
PS_DEPENDENT_BENEF
SSN
SDS

SPSSN

Spouse XE "Spouse"  Social Security Number
PS_DEPENDENT_BENEF
SSN
RSTARS

SRC_CD

Subspecialty Source Code
PS_N_PERS_SPEC
N_SRCE_CD
RSTARS

SSED

Submarine Service Entry Date
PS_EMPLOYMENT
N_SUB_SVC_ENT_DT
SDS

Total Operational Submarine Service 
PS_EMPLOYMENT
N_TOT_OPER_SUB_DT
SDS

Date


SSN

Social Security Number
PS_PERSONAL_DATA
EMPLID
RSTARS

Social Security Number
PS_PERSONAL_DATA
EMPLID
RSTARS

Social Security Number
PS_PERSONAL_DATA
EMPLID
SDS

Social Security Number
PS_PERSONAL_DATA
EMPLID
UMIDS

SSN_ID

Social Security Number
PS_PERSONAL_DATA
EMPLID
RSTARS

STADD

State Additional Tax XE "Tax"  Withholding XE "Withholding"  Amount
PS_STATE_TAX_DATA
SWT_ADDL_AMT
RSTARS

STATCD

Individual Mobilization XE "Mobilization"  Status Code
PS_N_MOBILIZATION
N_INDIV_MOB_STATCD
RSTARS

STATDT

Individual Mobilization XE "Mobilization"  Status Date
PS_N_MOBILIZATION
N_INDIV_MOB_STATDT
RSTARS

STATE

Member Home Address State
PS_N_PERS_ADDR
STATE
RSTARS

Member Home Address State
PS_N_PERS_ADDR
STATE
RSTARS

Business State
PS_N_PERS_ADDR
STATE
SDS

Command Address State
PS_DEPT_TBL
STATE
SDS

Member Home Address State
PS_N_PERS_ADDR
STATE
SDS

State of Legal Residence

State of Legal Residence
PS_N_PERS_ADDR
STATE
DJMS_RC

Tax XE "Tax"  Authority - State
PS_STATE_TAX_DATA
STATE
DJMS_RC

State Percentage

State Tax Percentage XE "State Tax Percentage" 
PS_STATE_TAX_DATA
PERCENT_OF_FWT
DJMS_RC

STATE-ID

State of Legal Residence
PS_N_PERS_ADDR
STATE
DJMS_AC

STATE-LOCAL

Member LES XE "LES"  Address State
PS_N_PERS_ADDR
STATE
SDS

Member Separation Address State
PS_N_PERS_ADDR
STATE
SDS

STATE_CD

Member LES XE "LES"  Address State
PS_N_PERS_ADDR
STATE
RSTARS/SDS

Command Address State
PS_DEPT_TBL
STATE
RSTARS/SDS

STRCODE

Strength Code Indicator
PS_EMPLOYMENT
N_STRNTH_CD
RSTARS

Strength Code Indicator
PS_N_PERS_DATA_RTC XE "RTC" 
N_STRNTH_CD
RSTARS

STREET

Member Home Address Street
PS_N_PERS_ADDR
N_STREET_ADDR
RSTARS

Command Address Street
PS_DEPT_TBL
N_STREET_ADDR
RSTARS

Member LES XE "LES"  Address Street
PS_N_PERS_ADDR
N_STREET_ADDR
RSTARS/SDS

Member Home Address Street
PS_N_PERS_ADDR
N_STREET_ADDR
SDS

STREET-LOCAL

Member LES XE "LES"  Address Street
PS_N_PERS_ADDR
N_STREET_ADDR
SDS

Member Separation Address Street
PS_N_PERS_ADDR
N_STREET_ADDR
SDS

STREET1

Member Home Address Street2
PS_N_PERS_ADDR
N_STREET_ADDR2
RSTARS

STREET2

Member Home Address Street3
PS_N_PERS_ADDR
N_STREET_ADDR3
RSTARS

STTAX

Tax XE "Tax"  Authority - State
PS_STATE_TAX_DATA
STATE
RSTARS

SUB-PAY-TYPE

Submarine Duty
PS_EMPLOYMENT
N_SUB_DUTY
DJMS_AC

SUPPLEMENTAL-INSTRUC

Orders, Comments
PS_N_ORDERS_TEMDU
COMMENTS
SDS

TAD-UIC-ACTUAL

Unit Identification Code for Temporary 
PS_JOB
N_UIC_TAD
SDS

Additional Duty (TAD)


TAX-AUTHORITY-CITY-STA

Tax XE "Tax"  Authority - State
PS_STATE_TAX_DATA
STATE
DJMS_AC

TCAT

Training Category Code
PS_N_RESERVE
N_RSV_TRN_CAT_CD
RSTARS

TDAC

Activity Code XE "Activity Code" 
PS_DEPT_TBL
N_ACTY_CD
RSTARS

Activity Code XE "Activity Code" 
PS_DEPT_TBL
N_ACTY_CD
RSTARS/SDS

TDPG1-ACC

Orders, Temporary Duty Station 
PS_N_ORDERS_TEMDU
N_ORD_ACC XE "ACC" 
SDS

Accounting Category Code


TDPG1-CLCVN-DATE

Orders, Temporary Duty Station Class 
PS_N_TEMDU_CLASS
N_ORD_CLS_CVN_DT
SDS

Convening Date


TDPG1-EDA

Orders, Temporary Duty Station 
PS_N_ORDERS_TEMDU
N_ORD_EST_ARRV_DT
SDS

Estimated Date of Arrival


TDPG1-EDD

Orders, Temporary Duty Station 
PS_N_ORDERS_TEMDU
N_ORD_EST_DET_DT
SDS

Estimated Date of Detachment


TDPG1-UIC-ACTUAL

Orders, Temporary Duty Station Unit 
PS_N_ORDERS_TEMDU
DEPTID
SDS

Identification Code


TDPG10-ACC

Orders, Temporary Duty Station 
PS_N_ORDERS_TEMDU
N_ORD_ACC XE "ACC" 
SDS

Accounting Category Code


TDPG10-CLCVN-DATE

Orders, Temporary Duty Station Class 
PS_N_TEMDU_CLASS
N_ORD_CLS_CVN_DT
SDS

Convening Date


TDPG10-EDA

Orders, Temporary Duty Station 
PS_N_ORDERS_TEMDU
N_ORD_EST_ARRV_DT
SDS

Estimated Date of Arrival


TDPG10-EDD

Orders, Temporary Duty Station 
PS_N_ORDERS_TEMDU
N_ORD_EST_DET_DT
SDS

Estimated Date of Detachment


TDPG10-UIC-ACTUAL

Orders, Temporary Duty Station Unit 
PS_N_ORDERS_TEMDU
DEPTID
SDS

Identification Code


TDPG11-ACC

Orders, Temporary Duty Station 
PS_N_ORDERS_TEMDU
N_ORD_ACC XE "ACC" 
SDS

Accounting Category Code


TDPG11-CLCVN-DATE

Orders, Temporary Duty Station Class 
PS_N_TEMDU_CLASS
N_ORD_CLS_CVN_DT
SDS

Convening Date


TDPG11-EDA

Orders, Temporary Duty Station 
PS_N_ORDERS_TEMDU
N_ORD_EST_ARRV_DT
SDS

Estimated Date of Arrival


TDPG11-EDD

Orders, Temporary Duty Station 
PS_N_ORDERS_TEMDU
N_ORD_EST_DET_DT
SDS

Estimated Date of Detachment


TDPG11-UIC-ACTUAL

Orders, Temporary Duty Station Unit 
PS_N_ORDERS_TEMDU
DEPTID
SDS

Identification Code


TDPG12-ACC

Orders, Temporary Duty Station 
PS_N_ORDERS_TEMDU
N_ORD_ACC XE "ACC" 
SDS

Accounting Category Code


TDPG12-CLCVN-DATE

Orders, Temporary Duty Station Class 
PS_N_TEMDU_CLASS
N_ORD_CLS_CVN_DT
SDS

Convening Date


TDPG12-EDA

Orders, Temporary Duty Station 
PS_N_ORDERS_TEMDU
N_ORD_EST_ARRV_DT
SDS

Estimated Date of Arrival


TDPG12-EDD

Orders, Temporary Duty Station 
PS_N_ORDERS_TEMDU
N_ORD_EST_DET_DT
SDS

Estimated Date of Detachment


TDPG12-UIC-ACTUAL

Orders, Temporary Duty Station Unit 
PS_N_ORDERS_TEMDU
DEPTID
SDS

Identification Code


TDPG13-ACC

Orders, Temporary Duty Station 
PS_N_ORDERS_TEMDU
N_ORD_ACC XE "ACC" 
SDS

Accounting Category Code


TDPG13-CLCVN-DATE

Orders, Temporary Duty Station Class 
PS_N_TEMDU_CLASS
N_ORD_CLS_CVN_DT
SDS

Convening Date


TDPG13-EDA

Orders, Temporary Duty Station 
PS_N_ORDERS_TEMDU
N_ORD_EST_ARRV_DT
SDS

Estimated Date of Arrival


TDPG13-EDD

Orders, Temporary Duty Station 
PS_N_ORDERS_TEMDU
N_ORD_EST_DET_DT
SDS

Estimated Date of Detachment


TDPG13-UIC-ACTUAL

Orders, Temporary Duty Station Unit 
PS_N_ORDERS_TEMDU
DEPTID
SDS

Identification Code


TDPG14-ACC

Orders, Temporary Duty Station 
PS_N_ORDERS_TEMDU
N_ORD_ACC XE "ACC" 
SDS

Accounting Category Code


TDPG14-CLCVN-DATE

Orders, Temporary Duty Station Class 
PS_N_TEMDU_CLASS
N_ORD_CLS_CVN_DT
SDS

Convening Date


TDPG14-EDA

Orders, Temporary Duty Station 
PS_N_ORDERS_TEMDU
N_ORD_EST_ARRV_DT
SDS

Estimated Date of Arrival


TDPG14-EDD

Orders, Temporary Duty Station 
PS_N_ORDERS_TEMDU
N_ORD_EST_DET_DT
SDS

Estimated Date of Detachment


TDPG14-UIC-ACTUAL

Orders, Temporary Duty Station Unit 
PS_N_ORDERS_TEMDU
DEPTID
SDS

Identification Code


TDPG15-ACC

Orders, Temporary Duty Station 
PS_N_ORDERS_TEMDU
N_ORD_ACC XE "ACC" 
SDS

Accounting Category Code


TDPG15-CLCVN-DATE

Orders, Temporary Duty Station Class 
PS_N_TEMDU_CLASS
N_ORD_CLS_CVN_DT
SDS

Convening Date


TDPG15-EDA

Orders, Temporary Duty Station 
PS_N_ORDERS_TEMDU
N_ORD_EST_ARRV_DT
SDS

Estimated Date of Arrival


TDPG15-EDD

Orders, Temporary Duty Station 
PS_N_ORDERS_TEMDU
N_ORD_EST_DET_DT
SDS

Estimated Date of Detachment


TDPG15-UIC-ACTUAL

Orders, Temporary Duty Station Unit 
PS_N_ORDERS_TEMDU
DEPTID
SDS

Identification Code


TDPG2-ACC

Orders, Temporary Duty Station 
PS_N_ORDERS_TEMDU
N_ORD_ACC XE "ACC" 
SDS

Accounting Category Code


TDPG2-CLCVN-DATE

Orders, Temporary Duty Station Class 
PS_N_TEMDU_CLASS
N_ORD_CLS_CVN_DT
SDS

Convening Date


TDPG2-EDA

Orders, Temporary Duty Station 
PS_N_ORDERS_TEMDU
N_ORD_EST_ARRV_DT
SDS

Estimated Date of Arrival


TDPG2-EDD

Orders, Temporary Duty Station 
PS_N_ORDERS_TEMDU
N_ORD_EST_DET_DT
SDS

Estimated Date of Detachment


TDPG2-UIC-ACTUAL

Orders, Temporary Duty Station Unit 
PS_N_ORDERS_TEMDU
DEPTID
SDS

Identification Code


TDPG3-ACC

Orders, Temporary Duty Station 
PS_N_ORDERS_TEMDU
N_ORD_ACC XE "ACC" 
SDS

Accounting Category Code


TDPG3-CLCVN-DATE

Orders, Temporary Duty Station Class 
PS_N_TEMDU_CLASS
N_ORD_CLS_CVN_DT
SDS

Convening Date


TDPG3-EDA

Orders, Temporary Duty Station 
PS_N_ORDERS_TEMDU
N_ORD_EST_ARRV_DT
SDS

Estimated Date of Arrival


TDPG3-EDD

Orders, Temporary Duty Station 
PS_N_ORDERS_TEMDU
N_ORD_EST_DET_DT
SDS

Estimated Date of Detachment


TDPG3-UIC-ACTUAL

Orders, Temporary Duty Station Unit 
PS_N_ORDERS_TEMDU
DEPTID
SDS

Identification Code


TDPG4-ACC

Orders, Temporary Duty Station 
PS_N_ORDERS_TEMDU
N_ORD_ACC XE "ACC" 
SDS

Accounting Category Code


TDPG4-CLCVN-DATE

Orders, Temporary Duty Station Class 
PS_N_TEMDU_CLASS
N_ORD_CLS_CVN_DT
SDS

Convening Date


TDPG4-EDA

Orders, Temporary Duty Station 
PS_N_ORDERS_TEMDU
N_ORD_EST_ARRV_DT
SDS

Estimated Date of Arrival


TDPG4-EDD

Orders, Temporary Duty Station 
PS_N_ORDERS_TEMDU
N_ORD_EST_DET_DT
SDS

Estimated Date of Detachment


TDPG4-UIC-ACTUAL

Orders, Temporary Duty Station Unit 
PS_N_ORDERS_TEMDU
DEPTID
SDS

Identification Code


TDPG5-ACC

Orders, Temporary Duty Station 
PS_N_ORDERS_TEMDU
N_ORD_ACC XE "ACC" 
SDS

Accounting Category Code


TDPG5-CLCVN-DATE

Orders, Temporary Duty Station Class 
PS_N_TEMDU_CLASS
N_ORD_CLS_CVN_DT
SDS

Convening Date


TDPG5-EDA

Orders, Temporary Duty Station 
PS_N_ORDERS_TEMDU
N_ORD_EST_ARRV_DT
SDS

Estimated Date of Arrival


TDPG5-EDD

Orders, Temporary Duty Station 
PS_N_ORDERS_TEMDU
N_ORD_EST_DET_DT
SDS

Estimated Date of Detachment


TDPG5-UIC-ACTUAL

Orders, Temporary Duty Station Unit 
PS_N_ORDERS_TEMDU
DEPTID
SDS

Identification Code


TDPG6-ACC

Orders, Temporary Duty Station 
PS_N_ORDERS_TEMDU
N_ORD_ACC XE "ACC" 
SDS

Accounting Category Code


TDPG6-CLCVN-DATE

Orders, Temporary Duty Station Class 
PS_N_TEMDU_CLASS
N_ORD_CLS_CVN_DT
SDS

Convening Date


TDPG6-EDA

Orders, Temporary Duty Station 
PS_N_ORDERS_TEMDU
N_ORD_EST_ARRV_DT
SDS

Estimated Date of Arrival


TDPG6-EDD

Orders, Temporary Duty Station 
PS_N_ORDERS_TEMDU
N_ORD_EST_DET_DT
SDS

Estimated Date of Detachment


TDPG6-UIC-ACTUAL

Orders, Temporary Duty Station Unit 
PS_N_ORDERS_TEMDU
DEPTID
SDS

Identification Code


TDPG7-ACC

Orders, Temporary Duty Station 
PS_N_ORDERS_TEMDU
N_ORD_ACC XE "ACC" 
SDS

Accounting Category Code


TDPG7-CLCVN-DATE

Orders, Temporary Duty Station Class 
PS_N_TEMDU_CLASS
N_ORD_CLS_CVN_DT
SDS

Convening Date


TDPG7-EDA

Orders, Temporary Duty Station 
PS_N_ORDERS_TEMDU
N_ORD_EST_ARRV_DT
SDS

Estimated Date of Arrival


TDPG7-EDD

Orders, Temporary Duty Station 
PS_N_ORDERS_TEMDU
N_ORD_EST_DET_DT
SDS

Estimated Date of Detachment


TDPG7-UIC-ACTUAL

Orders, Temporary Duty Station Unit 
PS_N_ORDERS_TEMDU
DEPTID
SDS

Identification Code


TDPG8-ACC

Orders, Temporary Duty Station 
PS_N_ORDERS_TEMDU
N_ORD_ACC XE "ACC" 
SDS

Accounting Category Code


TDPG8-CLCVN-DATE

Orders, Temporary Duty Station Class 
PS_N_TEMDU_CLASS
N_ORD_CLS_CVN_DT
SDS

Convening Date


TDPG8-EDA

Orders, Temporary Duty Station 
PS_N_ORDERS_TEMDU
N_ORD_EST_ARRV_DT
SDS

Estimated Date of Arrival


TDPG8-EDD

Orders, Temporary Duty Station 
PS_N_ORDERS_TEMDU
N_ORD_EST_DET_DT
SDS

Estimated Date of Detachment


TDPG8-UIC-ACTUAL

Orders, Temporary Duty Station Unit 
PS_N_ORDERS_TEMDU
DEPTID
SDS

Identification Code


TDPG9-ACC

Orders, Temporary Duty Station 
PS_N_ORDERS_TEMDU
N_ORD_ACC XE "ACC" 
SDS

Accounting Category Code


TDPG9-CLCVN-DATE

Orders, Temporary Duty Station Class 
PS_N_TEMDU_CLASS
N_ORD_CLS_CVN_DT
SDS

Convening Date


TDPG9-EDA

Orders, Temporary Duty Station 
PS_N_ORDERS_TEMDU
N_ORD_EST_ARRV_DT
SDS

Estimated Date of Arrival


TDPG9-EDD

Orders, Temporary Duty Station 
PS_N_ORDERS_TEMDU
N_ORD_EST_DET_DT
SDS

Estimated Date of Detachment


TDPG9-UIC-ACTUAL

Orders, Temporary Duty Station Unit 
PS_N_ORDERS_TEMDU
DEPTID
SDS

Identification Code


TERM

Enlistment Term
PS_N_PERS_DATA_RTC XE "RTC" 
N_CNTRT_TERM
RSTARS

Enlistment Term
PS_CONTRACT_DATA
N_CNTRT_TERM
RSTARS

TIR

Time in Rate XE "Time in Rate"  Date
PS_N_PERS_DATA_RTC XE "RTC" 
N_TIR_DT
SDS

Time in Rate XE "Time in Rate"  Date
PS_EMPLOYMENT
N_TIR_DT
SDS

TIR-DATE

Time in Rate XE "Time in Rate"  New Date
PS_N_LEGAL
N_TIR_NEW_DT
SDS

TOSS

Total Operational Submarine Service
PS_EMPLOYMENT
N_TOT_OPER_SUB_SVC
SDS

TOTAS

Total Active Service XE "Total Active Service" 
PS_EMPLOYMENT
N_TOT_ACTIVE_SVC
RSTARS

TRANS-RTE-NUM

Routing Transit Number
PS_DIR_DEP_DISTRIB
N_TRANSIT_NUM
DJMS_AC

TRANSPORTATION-ACCOU

Transportation Account Code
PS_N_ORDERS_DATA
N_TRANS_ACCT_CD
SDS

TXPCT

State Tax Percentage XE "State Tax Percentage" 
PS_STATE_TAX_DATA
PERCENT_OF_FWT
RSTARS

Federal Income Tax XE "Tax"  Percentage
PS_FED_TAX_DATA
N_FED_INCM_TAX_PCT
RSTARS

TYPE-ACQ

Acquisition Code
PS_N_PERS_DATA_RTC XE "RTC" 
N_ACQUISITION_CD
SDS

Acquisition Code
PS_EMPLOYMENT
N_ACQUISITION_CD
SDS

TYPE-COURT

Page Seven Type of Court
PS_N_LEGAL
N_TYP_COURT
SDS

TYPE-LAST-DISCH

Type of Last Discharge XE "Discharge" 
PS_N_PERS_DATA_RTC XE "RTC" 
N_TYP_LAST_DSCHRG
SDS

Type of Last Discharge XE "Discharge" 
PS_EMPLOYMENT
N_TYP_LAST_DSCHRG
SDS

TYPE-OF-ACCT

Bank Account Type
PS_DIR_DEP_DISTRIB
ACCOUNT_TYPE
DJMS_AC

TYPE-OF-RET-ABSENTEE

Page Six Type of Returned Absentee
PS_N_UNAUTH_ABS
N_TYP_RTRN_ABSCN
SDS

TYPE_CD
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Endorsement, 371, 372, 373

Equivalent Training Report, 246
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Flight Status, 204, 304, 344, 640
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Geo Duty Loc, 343

Gratuity, 52, 123, 365

Handicapped, 115
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IDT Individual Cancel, 147, 148, 158
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IMS, 184, 185, 194, 231, 257, 258, 260
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IRAD, 39, 40, 41, 43, 44, 45, 47, 48, 283, 648

LES, 30, 31, 33, 582, 583, 584, 601, 712, 713, 740, 741

LIMDU Classification, 207
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Loco Parentis, 96, 115

LSL, 138, 141, 207, 215, 218

Manning Control Authority Code, 387, 655, 656

MAS, 184, 185, 186, 232, 263, 264, 265

Meal Pass, 232, 265, 656

Medical, 354, 355, 371, 373

MGIB, 85, 86, 90, 91, 341, 350, 351, 357, 358, 360, 361

Military Obligation Designator, 194, 207, 349, 657, 659

Military Spouse, 94, 101, 102, 103, 104, 106, 118, 282, 284
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missing, 49, 122, 123, 294, 332, 333, 334, 335, 461, 462

Mobilization, 39, 81, 184, 185, 186, 194, 207, 220, 232, 257, 258, 260, 263, 264, 265, 304, 306, 318, 347, 364, 554, 555, 576, 633, 658, 659, 680, 689, 711

Mobilization Recall Key, 81, 207, 304, 347, 689
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Naturalization, 103, 188, 189, 190, 191, 382, 383, 661, 662

Navy Loss Code, 215, 359, 363, 650, 661

NEC, 41, 42, 45, 46, 187, 188, 197, 341, 346, 595, 597, 628, 679, 683, 701, 706

Next of Kin, 94, 106, 680, 707

NOBC, 41, 42, 45, 46, 679, 683, 701, 706
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NRMSM, 282

Over 4 Year Enlisted, 338

Participation Record, 180, 250, 251, 252, 253

Pending Transactions Report, 267, 280, 281
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Program Element Code, 389, 693
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