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	Topic #1 “Confusion over the correct E-Mail address to use for the NSIPS Helpdesk”

Issue: Some Detachments have conflicting information on the correct E-Mail address to use for the NSIPS Helpdesk.

Solution: The correct E-Mail address is NSIPSHelpdesk@navy.mil


	Topic #2 “Pass Liaison Representative (PLR) Monthly meeting”

Issue: The Personnel Officer has been asked by a number of PSD’s for PSA Atlantic’s policy regarding PLR meetings.

Solution: OPNAVINST 1000.23 requires all commands supported by a PSD, including those supported for pay only and Naval Reserve Activities, to appoint in writing an individual E-6 or above, as a PLR.  To provide the best customer service possible, customer commands must be kept informed of the current pay, personnel, and transportation procedures.  To support this PSD OIC’s will take the following steps:

A. Promulgate agenda items for each meeting that includes inputs from the customer commands.

B. Conduct PLR meetings on a monthly basis.  Prepare and maintain of file the minutes of each meeting.  Provide a copy of the minutes to PERSUPPACT Atlantic N31, N317, and all customer commands (regardless if they are in attendance or not).




	Topic #3 “TAR (FTS) reenlisted incorrectly as USN (branch class 11)”

Issue:  PSA’s N3 Department has been receiving a high volume of questions regarding how to correct TAR (FTS) (branch class 32) erroneously reenlisted USN (branch class 11). 

Solution:  Enclosure (1) outlines steps you can take to correct this error.


	Topic #4 “DD214 Instruction updated”

Issue: Some of you may have heard that the DD214 Instruction has been updated.

Solution: It’s true the new BUPERS INSTRUCTION 1900.8A can be found on the April 2004 CD ROM or by pointing your Web browser to (https://buperscd.technology.navy.mil/bup_updt/new_instructions/19008.pdf).  This updated version of the DD214 Instruction also contains the NAVPERS 1900/2 (11-01), Separation Travel Orders that have replaced all but the Fleet Reserve/Retirement orders.



	Topic #5 “New Plain Language Address (PLAD) for PSA Atlantic”
Issue:  PSA Atlantic’s PLAD still reflected PSA Norfolk on some messages.

Solution:  In support of PSA’s Norfolk, Jacksonville, and Great Lakes consolidation into PSA Atlantic our PLAD has changed to:

PERSUPPACT LANT NORFOLK VA




	Topic #6 “Creating public Ad Hoc queries in NSIPS”

Issue:  PSA has been contacted by some Detachments on how to create public queries in the NSIPS system.

Solution: Enclosure (2) has step-by-step instructions on NSIPS public Ad Hoc queries. 


	Topic #7 “Attaching NSIPS reports to e-mail”

Issue:  Some Detachments want to send NSIPS reports to their customer commands (TMTR, LIMDU, PG, PL) via e-mail.

Solution:  Enclosure (3) has step-by-step instructions on attaching NSIPS reports to e-mail.  Questions should be directed to N313.  

	Topic #8 “Help understanding the SUSPENDED PAY ACCOUNTS message from PERS 33”

Issue: A few PSD’s have requested help with the codes on the monthly “SUSPENDED PAY ACCOUNTS” message from PERS 33.

Solution: Enclosure (4) has definitions and hints for each of the “T” codes.


	Topic #9 “Printing orders in NSIPS”

Issue: Our last article regarding printing of orders in batch form from NSIPS has raised a few more questions.

Solution: Enclosure (5) has detailed instructions on how to do a batch print from the NSIPS server.


	Topic #10 “Avoiding/Clearing Ghost transactions from the Pending Transactions Report and Work lists”

Issue:  Many PSD’s are having trouble with “Ghost” transactions on reports and work lists.

Solution: Enclosure (6) has instructions on how to avoid and clear ghost transactions from your NSIPS server.


	TARS REENLISTED INCORRECTLY AS BRANCH CLASS 11


(Administrative error only)

Has contract been mailed from PSD yet?

No, PSD is required to open a NSIPS trouble ticket (TT) by contacting the NSIPS Help Desk at 1-877-589-5991 or DSN 647-5110.  PSD will be required to fax a new "corrected copy" typed contract to DSN 647-0342. NSIPSHelpdesk@navy.mil for NSIPS to adjudicate TT.

Yes, once the contract has been mailed, PSD is required to forward under cover letter identifying administrative error, the new original with "corrected copy" centered on the top to PERS-313D for correction to microfiche.  

In cases that are not immediately addressed after reenlistment, the member should be advised to submit a BCNR for correction to contract due to the impact on advancement opportunities.  

Corrective procedures are based on the MILPERSMAN 1070-210 and BUPERSINST 1070.27.
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PUBLIC QUERIES

To create a public ADHOC Report Open NSIPS as SYSTEM ADMIN.

Go to “GO” “PEOPLETOOLS” and “Utilities”
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Encl (2)
Next go to “USE” and “QUERY PROFILES”
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Select “OK”
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Encl (2)
Scroll down to “RC_ADHCI” and highlight it and click on SELECT.
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Now highlight “ALLOW CREATION OF PUBLIC QUERIES” then save it.
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This will allow personnel to create public queries.

Now you must review the PRIVILEGES of personnel that are authorized to create the public queries.  These personnel need to be authorized to create LOCAL ADMIN ADHOC. This will allow the USER to create the PUBLIC QUERIES.  
This is done via ORACLE.  
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ATTACHING NSIPS REPORTS TO E-MAIL

After you query the report and have sent it to the PSNT server.  Go to REPORTS STATUS MONITOR and REPORT STATUS MONITOR – USE – REPORT STATUS MONITOR/PRINT.  The report will show up under REPORT STATUS MONITOR “TAB” and on the right hand side reflect VIEW/PRINT.  

Select PRINT and as soon as the printer changes to “PROCESSING PRINT JOB” cancel the print job on your printer.  

There are 2 tabs “REPORT STATUS MONITOR” and “DETAILED STATUS INFO”, click on DETALIED STATUS INFO.  The ALPHA report will reflect under this tab with the “REPORT NAME”, “INSTANCE”, “FILE NAME” etc.  Write down the file name.  It will be listed with a .lis extension.  

Open “MY COMPUTER” and  the RPT folder, which is located on the drive that the NSIPS resides, either “C” or “D” drive.

The report is listed with a .lis extension.

Open WORD and go to the NSIPS server drive and open RPT folder.  The .lis file you copied down will be there.  

You may have to change the document to LANDSCAPE from PORTRAIT depending on the report, when the report opens in WORD if it does not fit correctly try switching to LANDSCAPE, change the FONT to NEW COURIER and FONT SIZE to 6.

This is done just like any other WORD document.

Open the document in word and save the file to another drive (I use my Home directory “H” drive), (i.e. NSIPS ALPHA).

Next open OUTLOOK and attach the WORD file you saved.
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Suspended Pay Accounts  (T-STAT)

Notes and Hints


When an account is in a "T" status, check the ST FID in MMPA, and look at the reason.  It will list a numeric digit, which corresponds with the following: 


Status Defined:


T1
Fraudulent Enlistment (pending)


T2
Unconfirmed Accession


T3
Pay account suspended based upon Separation Confirmation rec'd from Pers



T4
Expired ETS


T5
Rejected E503


T6
Pay account suspended by ST04 FID submission


T7
E503 posted - account in process of closing (should close 20 days after DOS)



T9
Appellate Leave


Keep in mind, an account which moves to “T” status, solves the immediate problems of stopping member’s paychecks, but until it moves to a “V” status, it continues to “obligate” NAVY MPN funds.  This is the primary reason for the monthly messages.


Our program compares (after the first update of the month) Personnel and Pay databases and identifies discrepancies between the two.  We also pull data for other suspended reasons, such as deserters, confinements and appellate leave cases.  We continually list these because it is apparent that many of these members seem to be “forgotten”.    Keep in mind that after a year, a deserter should no longer show on your message or EDVR.  If they do, then something needs correcting.  Review current MILPERSMAN article (1600-060) and/or contact NACIC.  


Hints:


T2 accounts are the result of the “Confirmation of Accession” not being processed within 120 of coming on active duty.  This is normally done immediately following the actual accession document, but not always.  For enlisted, submit a MM33 FID, and for officer submit a ML33 FID right away.  (See PTG 10101C5 for Officers and 10102B3 for enlisted).


T3 accounts are the result of “Separation Confirmation” (MN33) posting to the MMPA prior to the E503 posting.  The system is supposed to allow the E503 to still post

After this, but I’m seeing cases where it won’t.  My best advice is whenever possible, ensure that E503 is being transmitted at least a day or two prior to the personnel loss going in.  I realize that this is especially difficult since the documents are being released 

From different offices and short-fused discharges only make it worse; but a little coordination on the front end will save time in the long run.


T4 accounts to me (as a DK in the field) were probably the most frustrating.

Basically, once the EAOS expires and there is no soft EAOS (TU line) posted, the pay stops until this is updated.  Besides continued diligence, my only advice is what my policy onboard ship was,…when in doubt, submit a TU04 FID.  The TU04 FID, in the field is used for nothing more than “Continue DDS”.  The only field that is filled is the Extension-Code.  Enter a “9” (see PTG 10223B4).  This can be done within 30 days prior to ETS and will continue pay for 60 days past the ETS, giving Personnel time to post/correct extension or reenlistment.  Additionally, if the member does decide to separate, the E503 will still post and stop pay.  


Encl (4)


T5 accounts are where the E503 has rejected.  These normally will not appear on your message as DFAS has acknowledged ownership of these rejects.  They will appear if the Personnel Loss has not posted at 45 days past DOS.  If an E503 rejects, do not continue to submit, unless you are changing data.  Even though DFAS “owns” the reject

You should still research the error to see if it is something that can be fixed/resubmitted locally.


T6 The ST04 FID creates T6 accounts.  The ST04, whether done at DFAS or in the field is designed as a “temporary fix”.  It will suspend the account and stop pay; however, the E503 will not post with the account in this condition.  Submit an ST06 FID to cancel this status, then submit documentation required to update account appropriately.


T7 accounts are accounts where the E503 has posted and the account is in the process of closing.  If timelines are followed correctly, the E503 will be submitted in advance (personally I think the 30 days in advance is a good mark to send these in) and at 10 days prior to DOS, the account will move to T7.  20 days after DOS the account moves to a “V” status.  Once it goes to V, the system will reject almost any documents you submit.  The 20 days it takes to close is provided just for you to post any last minute documents to the account.  Keep in mind though, that if you are submitting any pay-impactive transactions while account is in a T7 status, the documents will post but watch the NT line,…..it won’t change.  For example, after posting the E503, two days before discharge, you realize there is an outstanding leave period not posted.  You submit the SB03 and see that it has posted, you’ll need to submit an E504 (with same info on it as the E503) to force the system to recompute the NT line.   


T9 accounts are those accounts on Appellate Leave.   (PTG 10255A1a)

Other Status codes defined:


A
Active


B
Leave Status


H
Transit Status


J
UA


P
Deserter


P4
Deserter who’s EAOS has now expired


K
Confinement


L
Deceased


M 
Missing in Action

Encl (4)

Printing Orders in NSIPS

The first step in printing orders from NSIPS is to make sure that you have a printer connected to the NSIPS server.  If you have a LAN printer connected to the NSIPS server you must delete that printer from NSIPS and install/reinstall a dedicated printer to the server.

PG (Prospective Gains) Orders.  

1)
In NSIPS select “GO” “ORDERS” then “PROCESS” “ORDER JOB”

2)
For first time select “ADD” enter a name i.e. PG. Click “OK”.

3)
Click run icon (stoplight) 
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4)
Process Scheduler will open.  Choose “SERVER” and drop down arrow choose “PSNT”.  Select “DIRECTORIES & ORDERS TEXT”. Change output destination to “PRINTER”.  File/Printer will change to LPT1 (on it’s own).
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5) Run occurrence.  Check new and set to run daily before everyone gets in (i.e. 0300).  Note: When you select start date make sure you do not select today’s date, NSIPS will try and run the report if the time has already passed.
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Select OK

Now repeat steps 1-5 and this time choose “TIS HEADER INFO & TIS FILES” instead of “DIRECTORIES & ORDERS TEXT”.

Encl (5)

Next select “USE” and “PROJECTED GAIN PROCESSING” Select no more than 50 records at a time, by checking the check block beside each name and using the scroll bar for that date.  After the orders have been selected click the “PRINT ORDERS” button.  
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A new window will open stating “ORDER MASS PRINT” stating “ORDERS WILL BE PRINTED FOR SELECTED MBRS ON THE LOCAL PRINTER OF THE SERVER” click “OK”.

Orders will now begin to print (if you want a hard copy), if you are trying to make NSIPS think you’ve printed the orders then you select CANCEL when you get the PRINTER ERROR.

Encl (5)

PRINT OUTBOUND ORDERS

In NSIPS select “GO” then “ORDERS”.  Next select “USE” and “PRINT OUTBOUND ORDERS”
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The remainder is exactly the same as the PG orders.

A new window will open stating “ORDER MASS PRINT” stating “ORDERS WILL BE PRINTED FOR SELECTED MBRS ON THE LOCAL PRINTER OF THE SERVER” click “OK”.

Orders will now begin to print (if you want a hard copy), if you are trying to make NSIPS think you’ve printed the orders then you select CANCEL when you get the PRINTER ERROR.
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NSIPS GHOST TRANSACTIONS

Avoiding Ghost transactions:

If a Supervisor prepares a document in NSIPS that requires two personnel to be involved in the work flow, and the SAME supervisor releases the transaction, there is a better than 50% chance that it will create one of these "ghost" documents that sit in your pending transactions file that really are not there.  The document is allegedly sitting in someone’s workflow, but it’s already posted all around and when you try to bring it up as a "pending" document, it says no file found.

Here are a couple solutions:  

(a) Assign two NSIPS codes, (supervisor and clerk) do the document as a clerk, then release it as the supervisor.  

(b) Do the document and send it to another supervisor to release.  

(c) Have someone else do it and send it to you.  Any of these solutions will result in no future "GHOST" transactions. 

Clearing Ghost transactions:

Call or email NSIPS with the SSN and tell them you have a "pending transaction list ghost transaction".  Let them know that the transaction has posted to LOPG and MMPA, if applicable.  They will ask what list it’s being seen on, e.g.: muster, EDVR, etc, tell them it’s on the daily pending transaction report, but you cannot pull it up as a pending transaction.  (MAKE SURE YOU ATTEMPT TO PULL UP THIS DOCUMENT AS A PENDING TRANSACTION, DONT JUST LOOK IN YOUR WORKFLOW.) They will then open a ticket, give you the number and in 2-4 days it will be off the pending transactions report.  Sometimes you may have to wait for a Tuesday update, but generally it's off in a couple days.

Encl (6)
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