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NAVY RESERVE ORDER WRITING SYSTEM (NROWS)

SAILOR USERS GUIDE

TABLE OF CONTENTS

Section 1:  Initial Order Application/Submission
Section 2:  Pullback Order Application
Section 3:  Modify Orders
Section 4:  Canceling Orders
Section 5:  Changing User Information in NROWS (email, phone number, security question/answer, etc.)
Section 6:  Changing Your NROWS Password
Section 7:  Back-to-Back Orders
Section 8:  “For Further Assignment” Orders
SECTION 1: INITIAL ORDERS

· It is important to click “Save” after completing each section of your Initial Application.  If you accidentally close out of your web browser or in the event of a power outage that causes your computer to shut off, all information entered in your application will be lost if it was not saved.  By clicking “Save”, all information will be saved online and none of it will be lost in the event of a power outage on your computer, etc.
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Naval Reserve Order Writing System ( NROWS )

Commands

Important Phone

Numbers Login 10: e
NROWS Help Desk Password; [Frrrrr
(800) 537-4617 Foraot Your Password?
(EIB) G0 ‘Show Your Login 1D
DSN 678-7070
CNRF Travel Assistance: Logn
(677) 583-8671
Help! I'm A New Usert
SKTO Help Desk If you are  Reservist, your iniial Login ID is your SSH without dashes (e g. 123456789)
(800) 353-3999 and your inital password is your DOB in YYY/MH/DD format (e.g. 1367/12/01). The

slashes in the date are required. If you are not  Reservist, or if you are having trouble

Send an e-mail to SATO Toaaing in, chek here.

BQ Reservations: Browser Requirements
(800) 576-9327 To use NROWS, you will need either Internet Explorer (version 5.5 or higher) or Netscape
Wavigator (version & or higher).
NSIPS Help Desk Fe=el
(877) 589-5991
Plug-in Requirements
Important Links To print orders, yau will need Adobe Acrobat Reader.
© Frequently Asked FAY . Adobe
Questions e Reader’
© E-mail the CNRF NROWS o7e
Team
© E-mail the SITC NROWS
Help Desk

© Navy Knawledge Online

© Naval Reserve

© Download a lst of Navy
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© Webmaster
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© Naun Bacriitine Weheite
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Step #1: Enter your login ID and Password in the available fields, then click the “Login” button. 
NOTE:  If you forget your password, click the “Forgot Your Password” link and you will be asked your security question so that you may reset your password.
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Important Phone
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Naval Reserve Order Writing System ( NROWS )

Commands

T prine
| Help | Logout

Welcome LISA KNIGHT to the NROWS Home Page

NROWS Help Desk
(800) 537-4617 Your applications will be processed by: NRC ST PETERSBURG,FL (CLR WATER)
(o e P amber 2 7275517033
DSN 678-7070
CHRF Travel assistance Your Latest Broadcast messages
(877) 583-8671 [0SC - The requirement for Reservists to directly enter Operational Support Codes (OSC) in NROWS.
lapplications is new for Build-Ad. Previously, this entry was accomplished by the Orderwriting Specialist
SATO Help Desk (05); that was only o temporary measure. Together, the member, the unit, and the supported command
3 i lgiven set of orders. Operational Support Officers and Unit COs should wark together to identify the
et an G ST D lappropriate OSC for members' orders. Definitions for Suppart Category, Mission Categary, and Individul
[Development may be found on the Naval Reserve Website's Opportunities Page by logging ento the
BQ Reservations: [Private Side and selecting COMNAVRESFORCOM -> Training/Ops -> Opportunities. STC - Support
(800) 576-9327 [Tracking Codes (STC) replace Peace Time Support Tracking Codes (PTSTS) from prior releases of
NROWS bt contain the same information. Although entered by the individual Reservist, just ke
e (Operational Support Codes, the proper/desired input for these codes should be identificd by the
[If you are a Unit Approver (CO) & you get an error saying you are not authorized to edit an application,
fthe member is cross-assigned, The Sailor will need to pullback the application & resubmit the request. It
e 2005/01/18 [the cross-assigned RUIC is within the same RESCEN, Order Writing Authority can create a profile
° Frequently Asked |containing access to both RUICS in arder to approve. If you have questians, please contact the help desk
o SIS [ NEW WEB BASED TRATNING AVAILABLE** We will be updating NROWS with a new version in mid-
E-mail the CNRF NROWS [anuary. There are many changes in this release, especially for the Reservist, Web Based Training has
Team 2004/12/22 |been developed to ease the transition. You can complete the training at http://nrows raytheonpns,com
© E-mail the SITC NROWS Yol can alsa read sbout the changes and future enhancements by lagging into the Navy Reserve Web
Help Desk |Site at http://reserves.navy.mil and go to Hot Topics on the Private side
° Navy Knowledge Online |Order Specialists: DO NOT pull back an order cancellation. If the cancellation is at NAYPTO, it can be.
© Naval Reserve P dissapproved back to the OS by calling CNRFC N33 (phone 577-583-8671). A pul back causes the order
e e e e e N o et "stuck” and requires additional assistance. If you have any questions, plsase call the NROWS
utcs ICustomer Support Center.
© Travel Claim (PDF) [There is a new report that can be run only by the OS or OWA. This report was developed to better assist
o Travel Claim (Word) [the NRA to iquidate AL orders for SELRES assigned to them. This rsport will st ALL SON's regardless
&1 Web Profil - REGION SOUTHEAST - NRC 5T PETERSBURG,FL (CLR WATER). 2 [@ nternet.
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Step #2:  Your welcoming screen will appear and your name should be visible.  In the pull-down menu to your left, select “Sailor”.
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Naval Reserve Order Writing System ( NROWS )

Commands

T prine
| Help | Logout

Welcome LISA KNIGHT to the NROWS Home Page

Your applications will be processed by: NRC ST PETERSBURG,FL (CLR WATER)
Paint of Cantact is: EM2 KEITH
Phone Number is: 7275317033

Your Latest Braadeast messages

2005/01/26

[0SC - The requirement for Reservists to directly enter Operational Support Codes (OSC) in NROWS.
lspplications is new for Build-Ad. Previously, this entry was accomplished by the Orderwriting Specialist
(0S); that was only a temporary measure. Together, the member, the unit, and the supported command
lhave the best infarmatian, cancerning the specific aperatianal support/training to be perfarmed on a
lgiven set of orders. Operational Suppart Officers and Unit COs should wark tagether to identify the.
lsppropriate OSC for members' orders. Definitions for Support Category, Mission Category, and Individual
IDevelapment may be faund on the Naval Reserve Website's Oppartunities Page by logaing anta the.
Private Side and selecting COMNAVRESFORCOM -> Training/Ops -> Oppartunities. STC - Suppart
[Tracking Codes (STC) replace Peace Time Support Tracking Codes (PTSTS) from prior releases of
INROWS but contain the same information. Although entered by the individual Reservist, just like
[Operational Support Codes, the proper/desired input for these codes should be identified by the
[member's supported command as part of planning before the Reservist enters his/her application on-line.

2005/01/18

If you are a Unit Approver (CO) & you get an error saying you are not authorized to edit an application,
lthe member is cross-assigned. The Sailor will nesd to pullback the application & resubmit the request. It
[the cross-assigned RUIC is within the same RESCEN, Order Writing Authority can create a profile
lcontaining access to both RUICS in order to apprave. If you have questians, please contact the help desk

2004/12/22

[ NEW WEB BASED TRATNING AVAILABLE** We will be updating NROWS with a new version in mid-
Danuary. There are many changes in this release, especially for the Reservist., Web Based Training has
lbeen developed to ease the transition. You can complete the training at http://nrows raytheonpns.com
[¥ou can alsa read about the changes and future enhancements by logging into the Navy Reserve Web
Site at http://reserves.navy.mil and go to Hot Topics on the Private side

2004/03/07

[order Specialists: DO NOT pull back an order cancellation. If the cancellation is at NAVPTO, it can be
[dissapproved back to the OS by calling CNRFC N33 (phone 877-583-8671). & pull back causes the order
lto get “stuck” and requires additional assistance. If you have any questions, please call the NROWS
[Customer Support Center.

[There is a new report that can be run only by the OS or OWA. This report as developed fo better sssist
[the NRA to liquidate ALL orders for SELRES assigned to them. This report will ist ALL SON's regardless
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Step #3:  Select “Create Application” from the “Sailor Menu” in the gray box.
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Naval Reserve Order Writing System ( NROWS )

**To print

Please Select A Menu - | [N INEN

Control Tracking #: N/A Name: YASTRZEMSKI, KEVIN S Start Date: 0000/00/00
Tracking #: 790348/0 SSN: 260343884 Report Date: 0000/00/00 00:00
Order Type: Not Set Grade: 03 End Date: 0000/00/00
Status: INITIAL Total Days: 0
Step 0 of 7: Overview for this Application Section

1. Personnel and Contact Information

Mailing Address on File: 123 MAIN STREET
JACKSONVILLE, FL 32224-3862
Method of Delivery: web -

Deliver Paper Tickets to: Same As Above

2. Duty Period Information

Type of Duty: Not et

Support Tracking Code: Not Set

Operational Support Cad Support Category: Not Set
Mission Category: Not Set
Individual Development: Not Set

Billet Control Number (BCN): Not Set.
Security Clearance Required:  Not St
Duty Locations and Travel
[Date T Travel by | RentalCar | Tocation ]
1 €0 51055 - AR Jcksonvile - oL [ B [@ iemet
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Step #4:  The next screen is the “Overview” screen of your orders application.  Select “Edit” in Section 1: Personnel and Contact Information to begin your application.
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Help is available by dicking on the field labels =l

Fields marked with a red asterisk (*) are required.

Contact Information

Cantact Email
Cantact Phane:

LWATTS@CFLRR COM
4078924957

Mailing and Delivery Address Information
If you live at an apartment, the apartment number must be in the Street Addresst
Your address should not be a Post Office (P.0.) box if you intend for it to be a delivery address.

607 AVOCADO STREET
SAINT CLOUD, FL 347691651

Mailing Address on File:

Does Sailor wish to supply a new Permanent Mailing Address (PMA) and phone number? " ves @ o

Haw does the Sailor wish to receive the orders? € Mail-Out

@ web

*Does Sailor wish to supply an alternate delivery address and phane number for paper airine tiskets? O Yes O No

Other Information

Hame Phane Number: 4078924957
Work Phone Number. (407)333-1338
Date of Birth: 1962/05/23
Marital Status: D

Sex: F

Reserve Unit Identification (RUIC): 83152

Cross Assigned Unit (UMUIC); 83152
Training Category: A

Primary NEC/NOBC 0505

Billet NEC/NOBC:

Pay Entry Base Date: 1985/03/04
Expiration of Obligated Service (EOS):  2009/07/11
Expiration of Active Service (EAS): 1987/12/24
Years of Service: 20

Refresh Persannel Infa

T |

Save & Close

Sove tRoute | _Cancel changes |

] Web Profe - REGION SOUTHEAST - NRC 5T PETERSBLRG, L (CLR WATER)

Bt B @ || Lbavayaosgene

P
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Step #5:  Your “Personnel Info” page will load up.  Double check this page to make sure all the information is correct.  To input a new Permanent Mailing Address, select “Yes” next to where it says “Does Sailor wish to supply a new Permanent Mailing Address (PMA) and phone number?”  Select “Save” to update your information, then click “Next” to move on.

NOTE: Using the “Change of Address” feature for the purposes of traveling from a location other than home due to business or personal reasons is not authorized.  Changing the PMA for unauthorized purposes will be considered a violation of the Uniform Code of Military Justice and may result in disciplinary action against the offending member.
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Step 2 of 7: Duty Period Information Section: |2. Duty Period - 4

Help is available by clicking on the field sbels
Fields marked with a red asterisk (*) are required.

Purpose of Duty
*Type of Duty Requested |

These orders are

ANNUAL TRAINING
INACTIVE DUTY TRAVEL TRAINING

Billet Contral Number (BCH)

Point of Contact Information
Paint of Contact

Phane
Fax
Email
Support Tracking Code | Lookup  Not Set
* Contingency Operations / Flest Not Set
Exercises
*purpose of Support Not Set
* CING / Major Command Supported  Hat Set
* Reserve Program Manager Not Set

Operational Support Code | Lookup

* Support Category Not Set
* Mission Categary Not Set
* Individual Develapment Not Set

Security Clearance

1s Security Clearance Requirsd? Cves @no

| | | BT B IR
&] Wb Profils - REGION SOUTHEAST - NRC ST PETERSBLIRG,FL (CLR WATER) IE
Sstart || () @ || icFavaya e agent .| ). nRows - act.| [T NrowS D, [linbox - Miroso...| B)NROWs_ser G R e = e





Step #6:  At this screen you will input your Purpose of Duty (i.e. AT, IDTT, etc.), Point of Contact Information, Support Tracking Code, and the Operational Support Code.  To select your purpose of duty, use the drop-down menu(s) next to “Type of Duty Requested” and “Duty Sub Type”.  You can use the “Lookup” feature to look up the Support Tracking Code and Operational Support Code or you can get this information from your Orders Specialist.  This is also the screen to input whether a security clearance will be required for these orders.  After entering your info, click “Save” and then “Next” to move on.

NOTE:  It is important to click “Save” periodically to prevent accidental loss of any information you input into the system.
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Help is available by clicking on the field sbels
Fields marked with a red asterisk (*) are required.

Location Information
*Travel Start Date

*Initial Report Date/Time
*End Date for this Lacation

[2005/03/11

200s/03/11 | [C4[07:30 (7:30 Ml =]

200570311 |

[ 7 Confirmation order

HOME: SAINT CLOUD, FL
Depart on 000/00/00

Dtmetsee ek

Travelby Wone Edir
uIC | Loskup 00244 Get address Start Date ooao/oo/00
. outy Thru oos0/00/00
Unit Name FISC SAN DIEGO CA (NWCF) o biaen et Authorizad Jeaic
Street Address | Lookup 937 NORTH HARBOR DR STE 1
WOME: SAINT 6LOUD, FL
*city [SAN DIEGO Travelby Hone Eair
*StateProvince Cafora =] Arive on o0c0/00/00
* Country Unted states &
2ip Code ziaza001
*For Duty With FISC SAN DIEGO CA NWCF.
ITEMPO Information
*15 ths the Sailor's Permanent  ©ves O o
Training Site (PTS)? s n
For Duty Afloat? Cves Gno
Perdiem & Travel Information
*1s this within the corporate Gty (1 ves o
limits of Sailor's residence? Yes CH
At this paint, you can Fillout Travel to this Losation
il out per Diem at this Lacation
add Another Lacation
Delete this Location
L out Travel for the last leq
previous | Nest | | Delete S| ISR IR Iera |

] Web Profe - REGION SOUTHEAST - NRC 5T PETERSBLRG, L (CLR WATER)

Hstart || 1] &
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&Y. 0R0WS - Or. |[E).= NROWS - D [linbox - Microsor...| BTJNROWS.User_G.

® rternet

L Syl 1z




Step #7:  This is the “Duty Locations and Travel” screen.  Start with entering the dates for your duty.  Next, you will enter the UIC and the Unit Name.  You can use the “Lookup” feature to find your UIC.  Be sure to answer ALL items that have a red asterisk beside them.  After filling out this information, click “Save” at the bottom.  After saving, click the link at the bottom that says “Fill out Travel to this Location” or the “Next” button.  Please click here to move on to step #8 of the application process.
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TraveT ST DAt = AT OFer oS o =
; Depart on 000700700 =l
* Initial Report Date/Time 2005703711 J 07:30 [7:30 AM]
*End Date for this Location [zoosroaris | [ Didetse et
nd Date for tis Locat Era| s — e
UIC | Lookup 00244 Get address Start Date a000/00/00
————————————— Outy Thru a000/00/00
* Unit Name [FISC SAN DIEGO CA (NWCF) or plarn ot Authorizad e
Street Address | Lookup 537 NORTH HAREOR DR STE 1

o HOME: SAINT CLOUD, FL
ity [San DIEGO Trsvel by Hone Edit

*State/Province Calfornia = larriva on 0000/00/00
*Country United States - |

Zip Code 521320001

*For Duty With [FISC SAN DIEGO CA NWCF

ITEMPO Information
*1s this the Sailor's Permanent  (ygs @ o
Training Site (PTS)? e il

“Is this within 100 miles or 3 Cygg @ o
hours driving fime of Sailor's x b
permanent dviian residence?

*ITEMPO Category [ -
*ITEMPO Purpose B

For Duty Afloat? Cves @no

Perdiem & Travel Information

*1s this within the corporate city ' ygs o
limits of Sailor's residence? e N

At this point, you can ill out Travel to this Location
Fill aut Per Diem at this Location
Add Another Location
Delste this Location
il out Travel for the last leg

brovious | Wext | _elets | _ save | Savescloss | _ Savesmows | _Gancel changes |
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Sstart || () @ || icFavaya e agent-35... | €).:t NRoWs - Home .. |[ ] = NROWS -Duty L. BIJNROWS User_Guide. X N





When you answer “No” to the first question in the “ITEMPO Information” section of the application, a new question will appear underneath it.  If this second question is answered as “No”, then two pull-down menus will appear asking for the ITEMPO category and purpose.
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Step 3 of 7: Duty Locations and Travel Section: [3. Duty Locations

Help is available by clicking on the field sbels
Fields marked with a red asterisk (*) are required.

Travel Options

*Made of Transportation Commerdial Airline HOME: JACKSONVILLE, FL

Depart on 2005/02/25

[ocal Or Wil Comrmute o TVL <)

Preferred Arrangements
o Commerecial Rental Car.

*Desired Departure Date Commercial Train Travel by Airline Edit
Mo Earlier Than Time. Personal Plane - Adv to Govt Start Date 2005/02/25
Personal Car - Adv to Govt Dty Theu presnein

No Later Than Time Personal Motorcycle - Adv to Govt iy [Wasrimaron, prsTRIcT OF coLumera edn

Persanal Plane
*Departure Airport Fersonal pan

* Arrival Airport | Lookup Personal Matarcycle L S L

Passenger in a POV - Teavel by None Edit
Award YCA Fare arive an 2005/03/12

Departure Airport Justification

Arrival Airport Justification

Special Instructions to Travel |

At this point, you can Eill out Per Diem at this Location
Add Another Location
Edit Location Informati
il out Travel for the last leg

Previous Save & Close Save & Route | Cancel Changes

1 vith th
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Step #8:  You are now at the “Travel Options” page where you will enter all of your travel information for your duty.  First you must select your Mode Of Transportation.  For this example we will use “Commercial Airline” as the Mode of Transportation.  Use the drop-down menu and click on “Commercial Airline”.  Once this is selected, you will be able to enter your Desired Departure Date and desired time to depart.  After entering your dates, click “Lookup” next to “Arrival Airport” to select your Departure and Arrival Airports.  When you click “Lookup” a new window will appear for you to select your airport(s).  After picking your airport(s) from the drop-down menu(s) in this new window, hit “Select” to save the information and return to the “Travel Options” page.  If airport justification is necessary for the airports you selected, then type it in the appropriate field; along with any Special Instructions to Travel.  Once all travel is entered, click “Save” at the bottom of the page.  After the application saves, click “Fill out Per Diem at this Location” or “Next” to move on. 
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Order Type: AT
Status: INITIAL

Grade: 03

Step 3 of 7: Duty Locations and Travel

End Date: 2005/03/12
Total Days: 16

Section: [3. Duty Locations

Help is available by clicking on the field sbels
Fields marked with a red asterisk (*) are required.

Per Diem Location
*Per Diem Location | Lookup  WASHINGTON/DISTRICT OF COLUMBIA
01/01-12/31

Max Lodging: $150

Max Meals: $48

Rental Car Information

*1s a rental car required? @ves o

Quarters and Messing
“available but not directed' is not an acceptable choice for AT duty. Per JFTR.
U1045.B.1, if the duty is not a military installation, government quarters are

considerd not available. If the duty is at a military installation, ‘Available is the

appropriate choice.

xpenses will be up

*Quarters Available At No Cost =
available ember obtains
ot Available

8Q Location [WASHINGTON, DC

*Messing ‘Available And Directed =

At this point, you can

il out Travel to this Location
Add Anther Location

Edit Location Information

il out Travel for the last leg

HOME: JACKSONVILLE, FL
Depart on

2005/02/25

Travel by siline Edit
StartData 2005/02/25

Duty Thru 2005/03/12

Per Dierm WASHINGTON, DISTRICT OF COLUMBLA Edit
HOME: JACKSONVILLE, FL

Travel by None Edit
rive on 2005/03/12

] |

belets | __save |

Save & Close

| sove troute

| _cancel changes |

] €0 51055 - AR Jcksonvile - oL
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Step #09:  At the Per Diem page, first enter your Per Diem Location.  Use the “Lookup” feature to enter the location.  A new window will appear for you to select the location.  Once you select the location from the drop-down menu(s), click “Select” to save the information on the Per Diem page.  Make sure to select whether or not you will need a rental car.  Next you will provide information on whether or not quarters and messing are available.  After all of this is complete, click “Save”.  Once saving is complete, click “Fill out Travel for the last leg” or “Next” at the bottom of this page.
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Gontrol Tracking #: N/A Name: YASTRZEMSKI, KEVIN S Start Date: 2005/02/25
Tracking #: 790347/0 SSH: 260343884 Report Date: 2005/02/26 07:30
Order Type: AT Grade: 03 End Date: 2005/03/12
Status: INITIAL Total Days: 16

Step 3 of 7: Duty Locations and Travel section: [3. Duty Locations =

Help is available by clicking on the field sbels

Fields marked with a red asterisk (*) are required.

breterred arrangements

o Eorer Than Time e B Soewionras

No Later Than Time 18:00 [6:00 PM] =z Per Diem WASHINGTON, DISTRICT OF COLUMBIA Edit
*Arrival Airport | Lookup JAX Jacksonville FL USA m

Award YCA Fare 285.00 Arrive on 2005/03/12
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Step #10:  You are now at the “Travel Options” page for your last leg of travel.  As before, select “Commercial Airline” from the drop-down menu as your “Mode of Transportation”.  Next enter your desired departure date and use the drop-down menus to select you “No Earlier Than” and No Later Than” times.  Again you will use the “Lookup” feature next to “Arrival Airport” to select your Departure Airport and Arrival Airport.  After you click “Lookup”, a new window will appear that is identical to the one from filling out the first leg of travel.  As before, enter Departure/Arrival Airport justification if necessary; along with any Special Instructions to Travel.  Once complete, click “Save” at the bottom to save all the information.  Once everything is saved, click “Next” to move on.
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Step #11:  This is the “Tour and Pay Entitlements” page.  The first thing you need to do is choose the appropriate Government Travel Charge Card justification.  To do this, click “Lookup” and the following box will appear:

NOTE:  “Tour and Pay Entitlements” need to be reviews carefully.  This section will add the appropriate paragraphs to the orders for entitlements.
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Mark the correct justification and click “Select” to save it to the application.

Next, go through all the questions the application asks you and choose the correct response.  The last thing you will need to select is whether there are any special entitlements for the Reservist in these orders.  Click “Lookup” near the bottom of the page and a new window will appear.  Select all applicable special entitlements and click “Select” to save them to the application.  After everything is complete, click “Save”.  Once saving is complete, click “Next” to go to the next step.
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Step #12:  This is the “Paragraph Selection” page.  To include Standard Paragraph(s) in these orders, click on “Add Paragraphs” and 

this window will appear:
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Select the correct Standard Paragraph(s) and click “Select” to save them to the application.

If you need to type in a Non-Standard Paragraph then do so in the box provided.  Once your paragraph is complete, click “Save” to the left of the typing field.  Next, click “Save” at the bottom of the application.  Once saving is complete, click “Next” to move on.
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Step #13:  You are now at the “Funding Information” page.  If these orders were manually generated then click “Yes” and enter the Travel Order Number.  Double check to make sure that the Fiscal Year, Command, and Funding Source Code are correct.  If they need to be changed, use the drop-down menu(s) next to each selection.  After determining the information is correct, click “Save”.  Once saving is complete, click “Next” to move on.

NOTE:  AT is defaulted to the NRA you are assigned and is normally not changed.  IDTT is defaulted to the NRA you are assigned but usually paid by the Program Specific Funding (ex. CB’s, Intel, Wings, etc.).  ADT funding needs to be coordinated through the command requesting the member.
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Step #14:  At the “Justification” page you can enter any General Comments on the orders or Justification for any Hard Holds.  If you enter any comments or justification, click “Save” at the bottom of the page.  Once saving is complete, click “Save & Route” to process the orders.
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Step #15:  The “Order Information” page will appear after clicking the “Save & Route” button.  Here you can review information about your orders.  If you see anything you need to change about these orders then click “Return to Application” to get back into the application and make the necessary changes.  If everything is correct, click “Route Application Forward” to forward the orders for approval.

Back to Table of Contents >
SECTION 2: PULLBACK ORDERS
· An order application should be pulled back only for a change in entitlements or change in support of gaining command.
· Once an application is pulled back, the routing of the application will stop until it is routed forward again.  The application will go through the same routing process as it did prior to the pullback.
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Step #1:  This is the welcome page you see after logging into NROWS.  Use the pull-down menu on the left and click “Sailor”
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Step #2:  The menu on the left is the “Sailor Menu.”  Click “Pull Back Application” from this menu to move to the next step.
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Step #3:  At this menu you will type in the tracking number (NROWS number) for the orders you wish to pull back.  Type this number in the field provided and click “Search.”
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Step #4:  Once your search is complete and you see the orders your wish to pull back in the grey box, click the tracking number.
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Step #5:  This is the Order Information page.  Make sure you double check the information on the screen to make sure you are working with the correct set of orders.  Once you verify this information, click the “PullBack Order” button to pull the orders back.
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Step #6:  Once you’ve pulled back the orders, the “Overview” screen for the orders will appear.  From here you can make any of the necessary changes you wish to make, then re-submit.

Back to Table of Contents >
SECTION 3: MODIFY ORDERS
· An order modification should only be submitted after the application is completed/approved.  When the orders are still pending or in the draft stage, a pullback is more suitable.
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Step #1:  From the “Welcome Screen” click on “Sailor” or select “Sailor” from the pull-down menu.
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Step #2:  From the “Sailor Menu” on the left, click on “Modify Order”.
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Step #3:  From this screen you will enter the tracking number for the orders you wish to modify or the Fiscal Year of the Order Start Date.  Once you enter this information, click “Search” to find the orders.
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Step #4:  When the system finds the set of orders, it will display them above the “Search” field.  From this point, click on the tracking number for the orders you wish to modify.
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Step #5:  This is the “Order Information” page.  From here you can look over the order information to make sure you are about to modify the correct orders.  After verifying all the information, click “Modify Order” to move on.
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Step #6:  You are now at the “Overview” screen.  This is the same screen that you used when filling out your initial orders.  Navigate through the sections and make the necessary changes.  After making the changes, return to the “Overview” screen by using the pull-down menu.
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Step #7:  Once you return to the “Overview” screen, scroll down to Section 7: Justification and click “Edit”.
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Step #8:  At the “Justification” page you will be required to put in a “Reason for Modification”.  This is required for all modified orders.  Type the reason for the modification in the provided space.  When complete, click “Save & Route”.
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Step #9:  At the “Order Information” page you can review all the information about the modification.  After you verify all the information is correct, click “Route Application Forward” to submit your orders for approval.

Back to Table of Contents >
SECTION 4: CANCELING ORDERS
· Cancellation of orders is NOT authorized once expenditures have been paid on a set of orders.  For cases like this, a modification is more suitable.

· Cancellation of a modification cancels the ENTIRE set of orders.
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Step #1:  From the “Welcome Screen” click on “Sailor” or select “Sailor” from the pull-down menu.
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Step #2:  From the “Sailor Menu” on the left, click “Cancel Order”.
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Step #3:  At this screen you must enter the Tracking Number or Fiscal Year of the orders in which you want to cancel.  Enter the Tracking Number/Fiscal Year in the “Search” box and then click the “Search” button.
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Step #4:  After clicking the “Search” button, the order(s) will appear.  Click the Tracking Number of the order you wish cancel to pull it up.
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Step #5:  This is the “Order Information” page.  From this page you need to review the information provided to make sure you are canceling the correct set of orders.  Type in a reason for the cancellation in the space provided.  After typing the reason for cancellation, click the “Cancel Order” button to cancel the orders.
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After you click the “Cancel Order” button, you will be taken back to the “Welcome Screen” and a message will be at the top telling you that the cancellation request has been routed.
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Step #1:  From the “Welcome Screen”, use the pull-down menu and select “Utilities”.

[image: image42.png]Ho Ed Von rovitcs T Hob =
Bk - D @ & Qesch (Aravorkes (Fristory
Address [&] https: abrmd7s.covf.navy.miforowsjutiites. o

SR S — TR

=] @ [Jums
e Tookar Update + | (Ml - @y Yahoo! 7" ersands + (7 shopping ~ [ Games - tusc ~ [Sonin |-

Naval Reserve Order W

Commander, Naval

¥ To print
Please Select A Menu Hom

Welcome LISA KNIGHT to the NROWS Home Page

Your applications will be processed by: NRC ST PETERSBURG,FL (CLR WATER)
Paint of Cantact is: EM2 KEITH
Phone Number is: 7275317033

Your Latest Broadeast messages
[0SC - The requirement for Reservists to directly enter Operational Support Codes (OSC) in NROWS.
applications is new for Build-a4. Previausly, this entry was accomplished by the Orderwriting Specialist
(65); that was only a temporary meastre. Together, the member, the unit, and the supparted command
v the best nformation, concerning the specific operations! supportiraining to be performed on &
diven sat of orders. Operationsl Support Offcers and Lt COs should work tagsther 1o identify the
appropriate OSC for members' arders. Definitions for Support Category, Mission Category, and Individual
AHTES [Development may be found on the Naval Reserve Website's Opportunities Page by logging ento the
[Private Side and selecting COMNAVRESFORCOM -> Training/Ops -> Opportunities. STC - Support
[Tracking Codes (STC) replace Peace Time Support Tracking Codes (PTSTS) from prior releases of
INROWS but contain the same information. Although entered by the individual Reservist, just ke
(Operational Support Cades, the proper/desired input for these codes should be dentified by the
member's supported command as part o planning before the Reservist enters his/her application on-line
[If you are a Unit Approver (CO) & you get an error saying you are not authorized to edit an application,
the memberis cross-assigned. The Sailor will need to pullback the application & resubmit the request. 1t
2005/01/18 [the cross-assigned RUIC is within the same RESCEN, Order Writing Authority can create a profile
containing access o both RUICS in order t spprove, If you have Questions, please contact the help desk
[¥* NEW WEB BASED TRATNING AVAILABLEY* We wil be updating NROWS with a new version in mid-
hanuary. There are many changes i thi release, especialy for the Reservist, Web Based Training has
2004/12/22 |been developed to ease the transition. You can complete the training at http://nrows raytheonpns,com
[Vou can slz0 read abou the changes and furre snhancements by logging o the Ravy Reserve Web
|Site at http://reserves.navy.mil and go to Hot Topics on the Private side
lorder Specialists: DO NOT pull back an arder cancellaion. I the cancellation s at NAVPTO, it can be
dissapproved back t the OS by callng CNRFC N33 (phone 377-583-8671). A pull back causes the order
2004/03/07 [to get "stuck” and requires additional assistance. If you have any questions, please call the NROWS
Customer Support Center,

@] Web Profils - REGION SOUTHEAST - NRC ST PETERSBURG,FL (CLR WATER) 2 [@ Internet.
start || 1] @ 3 || £).:8rOWS -Home i1 -.. | EFJNROWS USER GUIDE - .. |

5= NRows Home 7. . [Olinbox - Mcrosoft outook | [Elmarosoft Excel-prion.. | [B: 11110





Step #2:  From the “Utilities Menu” on the left of the screen, click “My Account”.
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Step #3:  From this screen you can edit your phone number, email address, security question/answer, and notifications for your profile.  After you have made your changes, click “Save Changes” to save them into the system.
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Once your information has been saved, you will be returned to the “Welcome Screen” and there will be a message stating that the save was successful.
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Step #1:  From the “Welcome Screen”, use the pull-down menu to the left to select “Utilities”.
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Step #2:  From the “Utilities Menu” on the left, click “Change Password”.
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Step #3:  From this screen you will need to type in your current password in the top field, and the new password you desire in the middle and bottom field(s).  After filling out these fields, click the submit button.
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If the password change was successful, it will say “Password successfully changed” at the top of the new screen and password fields will be blank.  Your password has been changed.

Back to Table of Contents >
SECTION 7: BACK-TO-BACK ORDERS
· Back-to-back orders are orders that take place consecutively and are in the SAME location.
· When submitting back-to-back orders, the SECOND set of orders must be submitted and APPROVED before the FIRST set is submitted.
· All travel arrangements are entered on the FIRST set of orders.  The SECOND set of orders should have NO travel information.  Only per diem is authorized on the SECOND set.
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Step #1:  When submitting back-to-back orders.  Submit the SECOND duty period orders first.  At the travel section of the application, select “Local or Will Commute – No TVL” from the pull-down menu.  After this has been selected, click “Save”.  When saving is complete, click “Fill out Per Diem at this location” or “Next” to move on.
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Step #2:  From this screen, fill out your Per Diem information. Rental car will be arranged on the orders for the FIRST duty period (check “no” here even if a rental car is required).    After this is complete, click “Save”.  When saving is complete, click “Fill out Travel for the last leg” or “Next” to continue.
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Step #3:  For the second leg of travel, you will also select “Local or Will Commute – No TVL” as the Mode of Transportation.  Select this from the pull-down menu.  Next you will click “Save” and once the saving is complete, click “Next”.

Step #4:  From this point, continue filling out the application as described in Section 1 and route it forward for approval.
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After the second set of orders has been approved, you will submit the FIRST set of orders.
Step #1:  From the travel screen (Duty Locations) select your Mode of Transportation from the pull-down menu.  For this guide we will use “Commercial Airline”.  Fill out the travel in the same manner described under Section 1: Initial Orders.  After you fill out the travel information, click the “Fill out Per Diem at this location” link or “Next” to move on.
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Step #2:  From this screen you can fill out your Per Diem information.  If a rental car is required then indicate it in the space provided.  After you have entered the information, click “Save”.  When saving is complete, click “Fill out Travel for the last leg” or “Next.”
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Step #3:  From this screen you will fill out your return travel information.  Your desired departure date should be the END DATE for these orders.  Type the following in the “Special Instructions to Travel” box:
     “These orders are back-to-back with Tracking # XXXXXXX.  Member requests return flight on mm/dd/yy.”

After all this information has been entered, click “Save”.  Once saving is complete, click “Next”.
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Step #4:  Navigate through the rest of the application until you reach the “Justification” section.  If you need help navigating you can refer to Section 1 of this User Guide.  At the “Justification” section you will see a box asking if the orders are back-to-back.  You MUST be sure to click “YES” in this box.  Be sure to double check that the information in the box is correct and that they are the correct orders.  After you have checked “Yes” on this page, click “Save & Route” to route the application forward.

Back to Table of Contents>
SECTION 8:  FOR FURTHER ASSIGNMENT
· For Further Assignment Orders require a member to perform services at a site other than the initial reporting Unit Identification Code (UIC).

· The main difference between FFA orders and Back-to-Back orders is that FFA orders include travel to a new location.  Back-to-back orders take place at the SAME location.
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Step #1:  When you reach Section 3 of the application you are able to enter FFA information.  After you fill out the travel and per diem information for your first location, click “Add Another Location” at the bottom of the Per Diem screen.
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Step #2:  You are now at a “Location Information” page that is identical to the one you entered your previous information in.  From this screen you need to indicate your dates of travel and where you are traveling.  Once you have entered all the required information, click “Save”.  When saving is complete, click “Fill out Travel to this Location”.
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Step #3:  You are now at the travel page.  All the travel arrangements on this page are for travel to your FFA site.  Fill in this page the same way as previous travel pages.  When you are done entering the information, click “Save”.  When saving is complete, click “Fill out Per Diem at this Location” 
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Step #4:  You are now at the Per Diem page.  Fill out the Per Diem information for your FFA site just as you filled out previous Per Diem page(s).  When all the information has been entered correctly, click “Save”.  When saving is complete, click “Fill out Travel for the last leg”
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Step #5:  This is the travel page for your returning leg of travel.  This will return you home from your FFA site.  Fill this travel page out the same way as previous travel page(s).  Once you have filled everything out, click “Save”.  When saving is complete, click “Next”.

After clicking “Next”, fill the application out and route it forward for approval.  For assistance, refer to Section 1.
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If you answer “No” to this question, more questions will appear that you will be required to answer.  � HYPERLINK  \l "ITEMPO" ��Click here� to see a screenshot of these questions.





This date should be the end date for the second set of orders.
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