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SECTION 1: INITIAL
ORDERS

e |tis 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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Navy Reserve Order Writing System ( NROWS )

imand F

Important Phone
Numbers

Login ID: |esssssssss

NROWS Help Desk: Password: |[eesssssssss|
Toll Free: (300) 537-4617
Comm: (619} 532-2140
DSM 522-2140

CMRF Travel Assistance:

(800) 537-4617 Opt 2

Help! I'm A New User!

SATO Help Desk: If you are a Reservist, your initial Login 1D is your S5N without dashes (e.g, 123456789)

{800} 359-9999 and your initial password is your DOB in YYY¥/MM/DD format (e.g. 1967/12/01). The

Send an e-mail to SATO slashes in the date are required. If you are not a Reservist, or if you are having trouble
logging in, please contact the MROWS Help Desk either by Phone or by Email. Contact

. information is provided to the left on this page.
BG Reservations:

(B00) 576-9327 Browser Requirements
To use NROWS, you will need either Microsoft Windows Internet Explorer {version & or
NSIPS Help Desk: higher) or Mozilla Firefox (version 1.5 or higher)
{877) 589-5991 @ Firefox
MRWS Help Desk: Plug-in Requirements
(866) B30-6466 To print orders, you will need Adobe Acrobat Reader,
IY .. Adobe’|
e Reader

Important Links

2 E-mail the CHNRF NROWS
Teamn

@ E-mail the SITC NROWS
Help Deslk

2 Mavy Knowledge Online

“ MNavy Reserve

* Download a list of Mavy j

el DT 1B [ ot

dstart| | O] tnbox - Mier... | I RE:nROWS ... | &7 Track Flight ... ”W & orbicz: Flight... | &7 Mavy Reserv... | ] 5a1.0R UsE... | B8] Documert1 -... | [« 2 s @ 11:53
Step #1: Enter your login ID and Password in the available fields, and 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.
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Flease Select & Menu

Numbers

MROWS Help Desk:
Toll Free: (800) 537-4617
Comm: (619) 532-2140
DESM 522-2140

CNRF Travel Assistance:
(300) 537-4617 Opt 2

SATO Help Desk:
{800) 359-9994
Send an e-mail to SATO

B Reservations:
(500% 576-9327

NSIPS Help Desk:
(5771 589-5991

MNRWS Help Desl:
(66 B30-6466

Important Links

2 E-rnail the CNRF NROWS
Team

© E-mail the SITC NROWS
Help Desk

® Mavy Knowledge Online

“® Mavy Reserve

2 Download a list of Mavy

[Homelag

Welcorme JOHN DOEA to

Jill need Adobe Acrobat Reade

uide | Help | Log

the MROWS HoXie Page

rour applications will be processed by:
Foint of Contact is:
Khone Mumber is: 444 555-1111

WASHIMGTON

“our Latest Broadcast mes

saQes:

2007/06/13

OPERATIOMAL SUPPORT CODES & SUPPORT TRACKING CODES: Have been changed to reflect U.S. Fleet
Forces Command guidance and policy. This impacts all orders in the system, including historical orders,
Any order in the Sailor, Unit Approver, or Order Specialist Inbox will require the new codes before
proceeding. Additionally, any order that is pulled back or modified will be required to choose the new
codes, Full information and definitions are included on the Navy Reserve Wwebsite (NRWS) {private side),
go to the Commander, Navy Reserve Forces Command Main Menu = Site Map = Training/Operations =
Qperations S0Ps = "MROWS Codes for Operational Support Reporting”,

2007/06/11

4% NROWS ACCESS *** NROWS access will be disrupted for approx 2 hours for a systern upgrade
beginning at 2200 on Monday, 11 JUN 2007,

2007/05/29

All orders that were submitted manually during the NROWS downtime, must be submitted via NROWS and
entitlerments must match the manual orders.

2007/05/19

On Thursday May 24, 2007 to Friday May 25, 2007 from 1800 to 0600 Central Standard Time, MROWS will
be down for maintenance. Please submit and finalize all applications for personnel who will be traveling or
affected during this period, Thank you in advance CNRFC N-33 Force Travel Department,

2007/01/16

There is a 17 day limit on AT orders for FY07, not including travel days {1 day for CONUS & 2 days for
QCONUS), COMNAVRESFORCONNOTE 1001, 13 Sept. 2006

2006/08/22

Weelkend and Monday Travel: Orders supporting travel over the weekend or on Mondays cannot be
processed in time if fund-approved late Friday. The Navy Personnel Transportation Office and
Cormercial Travel Office are not funded to support travel arrangements after normal working hours
(0730-1600 M-F), Effective now, it is required that NOSC or OST Cornmanding Officers contact CHNRFC
M33 ahead of time if there is an operational requirement for these orders to be processed for weekend or
Monday travel,

2006/03/09

There is a 17 day limit on AT arders for FY06&, not including travel days {1 day for CONUS & 2 days for

|@j ‘Web Profile - MAF WASHINGTON (SDC) - MAF WASHINGTOR
d_'Startl I_J-I Inbaox - Microsof ... | ] RE: MROWS Use, ., | @ 088

ttarm

[ |

OCONUS).
l_ l_ l_ l_ E | Internat

MROWS - Ina... | @ The Spot - Page ... ”@ . NROWS - Ho... |£'|_1 SAILOR_USER ... | |£'|_1 Docurnentd - Mic,. . | <€ \¢ Q 11:15

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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ou will need Adobe Acrobat Reade

Please Select & Menu Home | g Change 0 Guide | Help | Logout otto

Welcome JOHN DOEA to the NROWS Home Page

> Your applications will be processed by: NAF WASHINGTON
= | Paint of Contact is: CHIEF FLOWER
Phone Number is: 444 555-1111

Your Latest Broadcast messages:

OPERATIOMAL SUPPORT CODES & SUPPORT TRACKING CODES: Have been changed to reflect U.S. Fleet
Forces Command guidance and policy. This impacts all orders in the system, including historical orders,
Any order in the Sailor, Unit Approver, or Order Specialist Inbox will require the new codes before
2007/06/13 proceeding, Additionally, any order that is pulled back or modified will be required to choose the new
codes. Full information and definitions are included on the Nawy Reserve Website {NRWS) {private side},
go to the Comrmander, Navy Reserve Forces Cormand Main Menu = Site Map = Training/Operations =
Operations SOPs = "MROWS Codes for Operational Suppart Reporting”.

2007/06/11 ok NROWS ACCESS *** NROWS access will be disrupted for approx 2 hours for a system upgrade
beginning at 2200 on Monday, 11 JUN 2007,
2007/05/29 &ll arders that were submitted rmanually during the NROWS downtirne, must be submitted via NROWS and -

entitlements must match the manual orders.
On Thursday May 24, 2007 to Friday May 25, 2007 from 1800 to 0600 Central Standard Time, MROWS will

2007/05/19 be down for maintenance, Please submit and finalize all applications for personnel who will be traveling or
affected during this period. Thank you in advance CHMRFC N-33 Force Travel Department.
2007/01/16 There is a 17 day limit on AT orders for FY07, not including travel days (1 day for CONUS & 2 days for

QCONUS), COMNAVRESFORCONNOTE 1001, 13 Sept. 2006

weekend and Monday Travel; Orders supporting travel over the weekend or on Mondays cannot be

processed in time if fund-approved late Friday. The Mavy Personnel Transportation Office and

2006/08/22 Commercial Travel Offipe are not flunded to support travel arrangements after norjmal working hours
(0730-1600 M-F), Effective now, it is required that NOSC or OST Commanding Officers contact CNRFC

M33 ahead of time if there is an operational requirement for these orders to be processed for weekend or

Monday travel,

2006/03/09 There is a 17 day limit on AT orders for FY06, not including travel days {1 day for CONUS & 2 days for
OCONUS). =

[ &] eb Profile - NAF WASHINGTON (SDC) - NAF WASHINGTON I.' |_|_|_|_|E_|Q Intemet
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Step #3: Select “Create Application” from the “Sailor Menu” in the gray box.
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Contral Tracking #: N/& Marme: DOEA, JOHN Start Date: 0000/00/00
Requirements Tracking #: M/A SSN: 111111111 Report Date: 0000/00/00 00:00
Tracking #: 2068142/0 Grade: 06 End Date: 0000/00/00
Order Type: Not Set Status: INITIAL Total Days: 0
Step 0 of 7: Overview for this Application Section: |0, Overview d
1. Personnel and Contact Information Edit
Mailing Address on File: 111 NROWS STREET
AMMANDALE, VA 22003-4606 b
Method of Delivery: eb
Deliver Paper Tickets to: Same As Above
2. Duty Period Information Edit
Type of Duty: Mot Set
Operational Support Reporting: Cperations / Exercises / Events: Not Set
Mission Priority: Not Set
Command / Capability Supported: Mot Set
Fleet Readiness Enterprise: Mot Set
Provider Enterprise: Mot Set
Billet Control Number {(BCN): Mot Set
Security Clearance Required: Mot Set
3. Duty Locations and Travel Edit
[ Date [ Travel By | Rental Car | Inratinn | j
[ &] eb Profile - NAF WASHINGTON (SDC) - NAF WASHINGTON [ [ [ [5 @ mntemet

Lf_'Start D) Inboy; - Microsoft ©... | =] RE: MROWS User G... 2 NROWS - Overyi... 1t MROWS - Home ¢, | B8 SAILOR_USER_GUL.. ¥ Document1 - Micros.., o« [ & 12:05
A 3

Step #4: The next screen is the “Overview” screen of your orders application. Select “Edit” to the right
of “Personnel and Contact Information” to begin your application.
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-
If you live at an apartment, the apartment number must be in the Street Address! J
# if you intend for it to be a delivery address.
Mailing Address an File: 111 NROWS STREET
AMMAMDALE, VA 220034606
Does Sailor wish to supply a new Permanent Mailing Address (PMA) and phone number? © ves @ N
How d [ PR RN o P -1
pes Sailor wish to supply an alternate delivery address and phone number for paper airline tickets? Cves g )
Other Information
Home Phone Mumber: 444 555-5555
work Phone Nurmber: 444 555-5556
Date of Birth: 1976/04,/01
Marital Status: M
Sex: M
Reserve Unit Identification (RUIC): 52937
Cross Assigned Unit (UMUIC): 32987
Training Category: A
Primary NEC/NOBC: 520
Billet MEC/NOBC: 2505
Pay Entry Base Date: 1988/08/01
Expiration of Obligated Service (EOS):  0000/00/00
Expiration of Active Service (EAS): 1992/08/30
Years of Service: 18 'rs 10 Mths
E-rnail Address:
IMS Code:
Total Active Duty Days: 00 vrs 00 Mths
Physical Risk Code:
MASs Code:
Rate/DESG: 2505G
Strength Code: 1 -
fears of Commissioned Service: 18 'rs 10 Mths
Aviation Service Code:
PETTEN SErvice Date 0000/00/00
| Refresh Personnel Info I ﬂ

SDC) - MAF WASHINGTOMN

l_ l_ l_ l_ ré_ @ internet
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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.” Also, be sure to
answer the question, “Does Sailor wish to supply an alternate delivery address and phone number for
paper airline tickets?” Select “Save” to save 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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Requirements Tracking #: N/A SEM: 111111111 Report Date: 0000/00/00 00:00 d
Tracking #: 2068142/0 Grade: 06 End Date: 0000/00/00
Order Type: AT Status: INITIAL Total Days: 0

Step 2 of 7; Duty Period Information Section: |2, Duty Period d

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

* Type of Duty Requested | ANNUAL TRAINING |
* Duty Sub Type | ANNUAL TRAINING =
These orders are & Reporting 7 Report by Letter Only
Billet Control Murnber (BCN) |
E-Mail Motification Addresses (Please use a semicolon [;] in between each e-mail address)
| .
[
Operational Support Reporti
* Operations / Exercises / Events Mot Set
* Mission Priority Mot Set
* Command / Capability Supported Mot Set
* Fleet Readiness Enterprise Mot Set
* Provider Enterprise Mot Set
I Security Clearance
{ . .
Is Security Clearance Required? Cves g
Frevious ( Mext } Save I Save & Close | Save & Route | Cancel Changes |
e — j
[ &] eb Profile - NAF WASHINGTON (SDC) - NAF WASHINGTON [ [ [ [5 @ mntemet

tij'start| | O] tmbox - Microsoft Ou... ”W &) . NROWS - Travel .., | @RPT_INT_COURSE_S...' IEL]SF\ILOR_USER_GUID...' 8] Document1 -Microso...| ’W
Step #6: At this screen you will input your Duty Type (i.e. AT, IDTT, etc.), Operational Support
Reporting, and Security Clearance information. 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 Operational Support information, or you can get this information from your Orders
Specialist at your NOSC. After entering your info, click “Save” and then “Next” to move on.

NOTE: Itisimportant to click “Save” periodically to prevent accidental loss of any information you
input into the system.
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Requirermnents Tracking #: MN/A SSMr 111111111 Report Date: 2007/08/01 07:30

Tracking #: 2068142/0 Grade; 06 End Date: 2007/08/01

Order Type: AT-AT Status: INITIAL Total Days: 1

Step 3 of 7! Duty Locations and Trawel Section: |3. Duty Locations ;l

Help is available by clicking on the field labels.
Fields marked wj f 7

cation Information
* Travel Start Date

Is this a PCE move? © Yes & No

|2un:fmgma T2l 7 canfirmation rdey

HOME: ANNANDALE, ¥A

* Initial Report Date/Time [z007/09/05 | [F[07:30 [7:30 am] =] Dzpart an 2007/08/01

*End Date for this Location IM E 1. Mot Set Edit
UIC | Lookup [ Get Address ey Sonero8/01 Edt

* Uniit Name |MAVINFO EAST NEW YORK NY 2007/08/01

Mot Authorized Edit
Street Address | Lookup ISDS 3RD AWE 9TH FLR
* City INEW TORK OME: ANNANDALE, VA
ravel by None Edit
* State/Province INew Yark vl Arrive on 2007/08/01

* Country IUnited States d
Zip Code I1DD22?513

* Far Duty With [MAVINFO

Point of Contact ITTier
Point of Contact

Phone

Fax

Email

ITEMPO Information
*1s this the Sailor's Permanent  Cys O j

& Web Frofle - AT WASHINGTON (5DC) - NAF WASHINGTON [ [ [ [5 @ mntemet

tij'start| | O] tmbox - Microsoft Ou... ”m &) . NROWS - Active ... | @RPT_INT_COURSE_S...' IEL]SF\ILOR_USER_GUID...' 8] Document1 -Microso...| m
Step #7: This is the “Duty Locations and Travel” screen. Start with entering the dates for your duty.
Next, you will enter the Unit Name and address. 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.

i

Scroll down for more information that relates to this same screen.
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Point of Contact Information d
Point of Contact

|
Phone I
|
|

b= TTT 302 T s
Training Site (PTS)? Crves o
*Is this within 100 miles or 3 Cves o
hours driving time of Sailar's
perrnanent civilian residence?

*ITEMPO Category IOperation d
* ITEMPO Purpose |Contingency operation d
For Duty Afloat? Cves @ pg
Perdiem & Travel Information
— ! . Yes @n
limits of Sailor's residence? Bs °
*Is this within commuting Coves o
distance from Sailor's
residence?
*Does 53 b =TI
e billeting?
Field Duty Dates | 3t0| i

At this point, yvou can Fill out Travel to this Location
ilout Per Diern at this Logats
Add Ano
Delete this Location
Fill out Travel for the last leg

Previousl Mext | Delete I ‘ Save |D Save & Close | Save & Route I Cancel Changesl

—— j
[ &] eb Profile - NAF WASHINGTON (SDC) - NAF WASHINGTON [ [ [ [5 @ mntemet
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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. The same will happen if you
answer “No” to the “Perdiem & Travel Information” question. If your duty is afloat, input this
information accordingly in the space provided. If you have any Field Duty Dates, this is the section of
the application where you will input these. When you have completed this page entirely, click the blue
link at the bottom of the page that says “Fill out Travel to this Location”.

NOTE: Your start date should be 1 day before your report date if you are traveling INCONUS, 2 days
before if you are traveling OCONUS.
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Step 3 of 7! Duty Locations and Trawel Section: |3, Duty Locations d

Help is available by clicking on the field labels.
Fields marked with a red asterisl; {*} are required,

ravel Options
*Mode of Transportation ial Airli D HOME: ANNANDALE, ¥A

Depatt on 200740908
Preferred Arrangements Commercial Rental Car )
" ) Cornmercial Train 1. NEW WORHK, NY Edit
Desired Departure Date Personal Plane - Adw to Gawt D Travelby Hane -
Mo Earlier Than Time Personal Car - Adv to Govt Start Date 2007/09/08
Personal Maotorcycle - Ady to Govt Duty Thru 2007/09/20
Mo Later Than Time Fersonal Flane Per Diem Mot Set Edit
g Personal Car -
*Departure Ainflrt | Lookup Personal Motorcycle -
B . . h HOME: ANNANDALE, VA
Arrival Airpory] Lookup Passenger in a POY -
Gavernment Plane x Trauel by Mone Edit
Award YCA Fare Arrive on 2007/09/20

Departure Airport Justification |

Arrival Airport Justification |

Special Instructions to Travel d

At this point, you can il out Per Diemn at this Locatio
nother Location
Edit Locafion ITnformation
Fill out Travel for the last leg

Previous | ‘ Mext ’l Delete | ‘ Save’ | Save & Clase Save & Route Cancel Changes

Use of this systemn constitutes agreement with THIS staternent in conjunction with the PRIV

T STATEMENT

[ &] eb Profile - NAF WASHINGTON (SDC) - NAF WASHINGTON [ [ [ [5 @ mntemet
;i*start| | O] tmbox - Microsoft Ou... ”m &) . NROWS - Active ... | @RPT_INT_COURSE_S...' IEL]SF\ILOR_USER_GUID...l 8] Document1 -Microso...| ’W
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.

NOTE: If you are doing back to back orders, annotate this in the ““Travel Special Instructions’ section.
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Per Diem Locatjon d
*per Diem Locatidg | Lookup MANHATTAMN/MNEW TORK HOME: ANNANDALE, VA
01/01-06/30 Depart on 2007709/ 08

Max Lodging: $214
Max Meals: $61

1. MEW YORK, NY Edit
Travel by Aitline Edit

Eq?mt'%sf’.fall $196 Start Date 2007/09/08

M:i Moeagllsn-g$'61 Duty Thru 2007/09/20

' S Per Diem Mot Set Edit

09/01-09/30

Max Lodging: $274 HOME: ANNANDALE, VA

Max Meals: $61 Travel by Hone Edit
Arrive an 200770920

10/01-12/31
Max Lodaging: $274
Max Meals: $61

Rental Car Information
*1s a rental car required? O ve: O Ha

Quarters and Messing

‘Available but not directed’ is not an acceptable choice for AT duty. Per IFTR
U1045.B.1, if the duty is not a railitary installation, government quarters are
considerd not available, If the duty is at a military installation, "Available' is the
appropriate choice,

INot Available d

There is no ¢ available, therefore,a CHA is not
required.

INot Ay ailable =l

At this point, vou can Fill out Travel to this Location
Ad_d Another Location )

Fill out Travel for the last leg

Previous(l Mext “ Delete I ‘ Save |D Save & Close | Save & Route I CanceIChangesl

S —— S — j
[ &] eb Profile - NAF WASHINGTON (SDC) - NAF WASHINGTON [ [ [ [5 @ mntemet
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Step #9: 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”.
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[ |
Control Tracking #: N/A MNarne: DOEA, JOHN Start Date: 2007/09/08
Requirements Tracking #: N/A SEM: 111111111 Report Date: 2007/09/09 07:30
Tracking #: 2068142/0 Grade: 06 End Date: 2007/09/20
Order Type: AT-AT Status: INITIAL Total Days: 13
Step 3 of 71 Duty Locations and Travel Section: |3. Duty Locations d
Help is available by clicking on the field labels.
Fields marked with a red asterisk (*) are required.
Travel Options
*Mode of Transpor‘tation( iCommerciaI Airline S 'I HOME: ANNANDALE, ¥ A
Depart on 2007/09/08
Preferred Arrangements -
i - 1. MEW YORK, NY Edit
* Desired Departure Date IEDD?/DQ/ZD i Travel b sirling Edit
Mo Earlier Than Time |12:DD [Maoan] 'I Eaibate 2007/09/08
) Dty Thru 2007709720
nLaeeThan Tins 17:00 [5:00 PM] = Per Diemn MANHATTAN, HEW TORE Edit
* Departure Airport | Lookup LGA Mew York MY USA
— ) . HOME: ANNANDALE, VA
Arrival Airport | Lookup DCA Washington DT USA D Teauelb - Edit
Award YCA Fare 99.00 Arrive on 200770820
Departure Airport Justification |
Arrival Airport Justification |
Special Instructions to Travel ﬂ
| |
@ Delete @Save & Close Save & Route Cancel Changes
I I I I o

[ ] wiebs Profile - HAF WASHINGTON (SDC) - NAF WASHINGTON T
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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.

NOTE: If you are doing back to back orders, annotate this in the ““Travel Special Instructions’ section.
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J Links &2 Windows Marketplace

Jnddress Iﬁj https: { fnowvweb, corf . navy milinrowsdts fmember _edit_request.do j Go

a
Step 4 of 7: Tour and Pay Entitlements Section: |4. Tour d J

Help is available by clicking on the field labels,
Fields marked with a red asterisl {*) are required,

" Choose thesgppropriate Government Travel Charge Card {GTCC) justification:
| Looku Not Selected
*4ill there be any conference fees associated with this set of orders? ves O No O
If conference fees apply, will an SF 1164 be submitted for reimbursement? ves I No (®
If an SF 1164 will NOT be submitted, please enter Conference Appropriation I
If an SF 1164 will NOT be submitted, please enter Conference SDN |
Enter passport number if rmermber has an Official Passport |
Enter passport number if member has a Tourist Passport |
Has &nti-Terrorism/Force Protection (AT/FP) Training and Certification been ves O No @
completed?
Has wariation of itinerary been authorized? vas 0 Ko (¥
Has dual lodaing been authorized? ves ©  No @®
Has in and around mileage been authorized? ves O Ko ¥
Has mixed mode of travel been authorized? ves I No (¥
Has official long distance phone calls been authorized? ves O Ko
If excess baggage has been authorized, enter number of pieces allowed ID
Has the member been authorized to carry firearms? ves 0 No ¥
will the member be performing duty in a combat zone? ves O No ¥
gntitlernents that are authorized for the Reservist for this period of duty
Frevious q Next‘D Delete I Save Save & Close | Save & Route I Cancel Changes | j
S ——
[ &] eb Profile - NAF WASHINGTON (SDC) - NAF WASHINGTON [ [ [ [5 @ mntemet

[ 3] Startl |£| Inbo - Microsoft Qu.,, |
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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 a new
window will appear (screenshot on next page). Also, you will be required to select “Yes” or “No” as to
whether or not there will be conference fees associated with the orders.

NOTE: “Tour and Pay Entitlements™ need to be reviews carefully. This section will add the
appropriate paragraphs to the orders for entitlements.

Scroll down for more information that relates to this same page.
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J File Edit ‘iew Favorites Tools Help | 'l}l

J I 7 i owweb.cnrf.navy.m NROWS - Government Travel Charge Card :. - Microsoft Internet Ex

Government Travel Charge Card

Go

M\MBER HAS A GOVERMMENT TRAVEL CHARGE CARD(GTCC)

ME\IBER HAS & PRE-FUMDED TRAVEL CARD(PFTC)

b

PEREONMEL WHO HAVE APPLIED FOR THE CARD BUT HAVE NOT YET RECEIVED THE CARD.

PEREOMMEL THAT ARE DETERMINED TO BE INFREQUENT TRAVELERS, AN INFREQUENT TRAVELER IS OME WHO TRAVELS LESS THAN TWO TIMES PER
TEA

PERJOMMEL WHO ARE DEMIED A GTCC BY THE BANK OR WHOSE CARDS HAVE BEEM CAMCELLED FOR FINAMCIAL IRRESPONSIBILITY OR OTHER
SPEQIFIC REASONS.

ALL RRISOMERS,

DIRELCT AND INDIRECT HIRE FOREIGH MATICMALS.

HOSHITAL PATIENTS,

DD DD D[]0 D

PERSEOMNMEL TRAVELING TO OR IN & FOREIGH COUNTRY WHERE THE POLITICAL, FINANCIAL OR COMMUNICATIONS INTRASTRUCTURE DOES NOT
SUPHORT THE USE OF & TRAVEL CHARGE CARD,

PERFOMMEL WHOSE USE OF THE TRAVEL CHARGE CARD, DUE TQ OPERATIONAL SECURITY REQUIREMENTS OR THE CLASSIFIED MATURE OF THE
MISHION, POSES A THREAT TO NATIONAL SECURITY, ENDAMGERS THE LIFE OR PHYSICAL SAFETY OF THEMSELWES OR OTHERS INVOLVED IN THE
MISPION,

FERFOMNMEL TRAVELING ON INVITATIONAL TRAVEL ORDERS WHO DO MOT OTHERWISE HAVE A TRAVEL CHARGE CARD,

PEREOMMEL PERFORMING SEPARATION TRAVEL.

IRRYDOES NOT REQUIRE A GOVERMMENT CREDIT CARD PER CMC LTR S000 RFL-F4 OF 29 MAR 01.

DI DT D

YE‘J MEMBER HAS A PRE-FUNDED TRAVEL CARD (PFTC).

J ( Select)close

_n [&] Done I_I_I_I_E|@ Internet 4 =l
[&] web Profile - MAF WASHINGTON (SDC) - HAF WASHINGTON [ B | |5 @ mtemet
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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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Address IEI https: f fnoveweb, cnef, navey  milfnrowsdes fmember _edit_request.do

-
Track This Application | Yiew Application Details | Print Draft/Official Order _I
Control Tracking #: NAA Mame: DOEA, JOHN Start Date: Z007/09/08
Requiremnents Tracking #: M8 SSM: 111111111 Report Date: 2007/09/09 0730
Tracking #: 206814270 Grade: 06 End Date: 2007709720
Order Type: AT-AT Status: INITIAL Total Days: 13
Step 5 of 7: Paragraph Selection Section: |5. Paragraphs _I
Help is available by clicking on the field labels.
Fields marked with a red asterisk (*) are required.
&dd Paragraphs
Miscellaneous Standard Paragraphs
[ Action I Code Paragraph Text |
| Mo paragraphs selected |
Add Paragraphs
Mon-Standard Paragraphs
Action Paragraph Text
=
) o
I~ S~
Previous I S Mext 2 I Delete I g Sa\-’ez I Save & Close Save & Route I Zancel Changes I
“Tops |
~|

|@'] ‘web Profile - MAF WASHINGTOM {SDC) - MAF WASHIMGTORMN

E{'Startl 13—‘ Inbox - Microsof .. . I -1 FW: Order modif. .. ”@ : NROWS - Par... @ o

MROMWS - Or,

| & RPT_INT_COUR...

| W] SATLOR_USER ...
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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:

la
x

.z NROWYS - Select Paragraphs :.. - Microsoft Internet Explorer provides

Select Paragraphs

=10/ x|

7
i

=

SHIPMENT OF UNACCOMPANIED BAGGAGE IS NOT AUTHORIZED, -
1143Q TRAVEL [N CIVILIAM CLOTHES DIRECTED. -
d B
I™ 1144 | AUTHORIZED REIMBURSEMENT FOR ACTUAL COST OF LODGING NOT TO EXCEED 150% OF THE LOCAL PERDIEM AUTHORIZED LaW FTR U4235,
I™ 1146 lCIVILIAN ATTIRE AUTHORIZED DUE TO THE MATURE OF THE MISSION,
I™ 114 |[PATTLE DRESS UNIFORMS (BDUS) ARE AUTHORIZED.
r OU ARE REQUIRED TO BRING DUNGAREE OR BATTLE DRESS UNIFORM TO PARTICIFATE IN DAMAGE CONTROL TRAINING WHICH REQUIRES
1149 | ANDS 0N TRAINING.
I— MSURE MBR HAS PRESCRIBED SEASONAL UNIFORM AND SUFFICIENT SETS OF KHAKIS, FOR FURTHER REPORTING AMD UNIFORM INFO YOU [
1150 | RrE DIRECTED TO CONTACT HAVAUNSCLSCOM PNCLA FL AT DSH: 9224230 OR CH: (850) 4524230,
r HEN REPORTING FOR DUTY A5 & HEALTH CARE PROVIDER, YOU ARE TO' COMPLY WITH THE CREDENTIALING REQUIREMENTS OF THE
1152 | dR AINING SITE. CONTACT YOUR TRAINING SITE FOR INFORMATION (OPNAVINST 63204 AND COMNAVRESFORNGTE 6320 DTD 07NOVES).
r U ARE DIRECTED TO REPORT TO THE SO AREA LOCATED ON THE SECOND DECK OF CONCOURSE B UPON ARRIWAL AT THE AIRPORT FOR
1157 | 40 ANSPORTATION TO RTC GREAT LAKES, LSO HOURS OF OPERATION ARE 0900 TO 2400 ON YOUR ARRIVAL DATE,
TRAVEL ADWANCE WILL BE POSTED TO YOUR PFTC ACCOUNT AS COMPUTED IAW THE JFTR AND DODFMR VOL 8, CHAP 3, PARA 030302, THE
[RAWEL AND TRANSPORTATION REFORM ACT (TTRA) OF 1398 STIPULATES THAT THE GOVERNMENT SPONSORED, CONTRACTOR [SSUED -
I™ 1170 | JRAVEL CARD SHALL BE USED BY ALL U.S, GOVERNMENT PERSONNEL (CIVILIAN AND MILITARY) TO FAY FOR COSTS INCIDENT TO OFFICIAL
USINESS TRAVEL, YOU ARE TO USE YOUR PFTC UP TO YOUR ESTABLISHED CREDIT LIMIT FOR THIS PURPOSE, TRAVEL CLAIMS FOR THIS
RAWEL MUST BE SUBMITTED TO YOUR MAVY OPERATIONAL SUPPORT CENTER (NOSC) WITHIN 5 DAYE UPOM COMPLETION OF TRAWEL.
HIS PERIOD OF DUTY MAY ENTITLE MEMBER TO DIVING DUTY PAY AS LONG AS ALL ELIGIBILTY REQUIREMENTS HAVE BEEN MET PAY AND
I™ 1175 | FERSONNEL SUPPORT ACTIVITY 15 DIRECTED TO PAY MEMBER DIVING DUTY PAY ONCE ELIGIBILITY 15 CERTIFIED BY PERMANENT DUTY -
TATION COMMANDING OFFICER USING CURRENT DIRECTIVES AND POLICY.
ol ™ 1300 |[FHESE ORDERS PROVIDE FOR REIMBURSEMENT OF UNIFORM ALLOWANCE
F N THE UNLIKELY EVENT OF AN EMERGENCY EVACUATION WHILE EXECUTING THESE ORDERS YOL! ARE DIRECTED TO EVACUATE IN
r [4CCORDANCE WITH THE DIRECTION OF THE REGIONAL COMMANDER., AT THE EARLIEST POSSIBLE OPPORTUNITY UPON RELOCATION, LOG ON
1350 K70 BUPERS ONLINE (BOL) ¥1A THE BUPERS WEBSITE (HTTP://WW W KPC.NAWY. MIL/CHANNELS) FOR VIRTUAL MUSTER. BE PREPARED TO
PROVIDE LOCATION AND' CONTACT INFORMATION AS REQUESTED,
h BY EXECUTING THESE ORDERS YOU ARE CERTIFYING THAT YOU ARE FAMILIAR WITH OPMAVINST 1001.208 AND ARE TN COMPLIANCE WITH ITS
PROVISIONS. IF IT 15 SUBSEQUENTLY DETERMINED THAT YOU ARE NOT TN COMPLIANCE AND THAT YOUR HON-COMPLIANCE MATERIALLY
-I¥ 1409} 4FFECTS YOUR SUITABILITY FOR THE ORDERS, THE ORDERS MAY BE TERMINATED AT THE DISCRETION OF THE CHIEF OF MAYAL PERSONNEL —
(PERS 482), M
)= Done’ T T S 4 memet 4 |
+Tap# |
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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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Help is available by clicking on the field labels. d
Fields marked with a red asterisk {*) are required.

Were manual orders generated?
Enter the Travel Order Number {TOM}, if manual orders were generated

will travel and/or per diem be paid with 'Other Appropriation'? ves I No %

| NAF WASHINGTON (SDC) =l
20070007205DC - MAF WASHINGTONM AT-OFFICER | NAF WASHINGTON ;I

Appropriation Data

Pay and Allowance

SON: MNEG298707RTO0000

LOA: A4 1771405.7210 011 00000 0 068566 20 TOOOOO $29577 715004 0000000000

Per Diem

SDN: NEG298707RTO0000

LOA: AC 1771405,7210 021 00000 0 065566 20 TOODOO 5295877 74501E 0000000000

Travel

SDN: NE298707RTO0000

LOA: AR 1771405.7210 021 00000 0 068566 2D TOOOO0O §2957774500E 0000000000

FICH

SON: Ng§295707RTOO000

LOA: AD 1771405,7210 012 00000 0 065566 20 TOODOO 529877715014 0000000000

Previous | C >| Delete I C > | Save & Close | Save & Route I Cancel Changes | j
[ &] eb Profile - NAF WASHINGTON (SDC) - NAF WASHINGTON [ [ [ [5 @ mntemet
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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.

If you select ““Yes™ for ““Other Appropriation™ then your orders will NOT be sent to NAVPTO/SATO for
travel to be booked. ““Other Appropriation” means that someone else is making your travel reservations
for you.



NROWS - Justificatio Microsoft Internet Explorer provided by NMCI - | = |1|

File Edit ‘iew Favorites Tools Help | lﬂ"

I
JOBack - \_) - \ﬂ \ELI ;‘J | /._-\: Search \j\_{;) Favorites Q-‘:‘
I
J

Links &2 Windaws Marketplace

Address Iféj https:/ fnowweb.cnrf . navy . milinrowsdts/member_edit_request.da j a Go

This is an official 1.5, N ite.
To print ord ou will need Adobe Acrobat Reade

Horme | [Sailor] | Change Profile | Contacts | User Guide | Help | Logout «Bottarms|

Flease Zelect & Menu

Inbox == Application Detail

Track This Application | View Application Details | Print Draft/Official Order

Control Tracking #: N/A Marne: DOEA, JOHN Start Date: 2007/09/08
Requirements Tracking #: N/& SSM: 111111111 Report Date: 2007/09/09 07:30
Tracking #: Z065142/0 Grade: 06 End Date: 2007/09/20
Order Type: AT-AT Status: INITIAL Total Days: 13

Step 7 of 7: Justification Section: I?. Justification =

For this request, travel arrangements will route to the Defense Travel System (DTS): NO

Previousl Delete | Save & Close < , Cancel Changes | _—
«TDD»;I

[&] web Profile - MAF WASHINGTON (SDC) - HAF WASHINGTON [ [ [ |5 @ meermet
[ 2] Startl Ii—l Inbaox - Microsoft Ou,., | -] RE: MROWS User Gui...l @ Lt MROWS - Orders ... | @ < NROWS - Justific... Iﬂ_1 Sailor User Guide 07 ... | Iﬂ_1 SAILOR_USER_GUID... | « Q \Q 14:56

Step #14: At the “Justification” page you can enter any General Comments, 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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ite,
* To print orders, you will need Adobe Acrobat Reade
Horne | [Sailor] | Change Profile | Contacts | User Guide | Help | Logout

Please Select & Menu «Bottarmns

Inbox == Application Detail

Order Information

Tracking Number 206814240
Status IMITIAL

Full Mame DOEA, JOHN
55N 111-11-1111
Start Date 2007/09/0&
End Date 2007/0%/20
Total Days 13

vour application will always route to:
1. Your Unit Approver [UIC: §29&7]
2. Your Reserve Center Orders Specialist

Cepending on the application, it may also route to:

Hard Holds stage

Security clearance and Schools authaorization {simultaneously)
Travel Arrangements

Fund Approval

R

vou can track the progress of your request by:

Logging into NROWS

Selecting the SAILOR menu itern

Selecting the My Inbox menu item

Selecting either Applications In Process (for requests still in routing) or Approved Orders (for official orders) and
then click ¥iew Inbox

Clicking on the specific tracking number

Selecting the appropriate orders tracking section you wish to look at

S :
] vwreb Profile - HAF WASHINGTON (SDC) - MAF WASHINGTON R E -
i 'Startl | )] Inbox - Microsoft Ou... | ] Travel question - Me... | ] .1t MROWS - Orders ... |m 1] sailor User Guide 07 ... | @SAILOR_USER_GUID...' W
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.

foLara

=]

Back to Table of Comments>




SECTION 2:
PULLBACK ORDERS

e Once an application is pulled back, the routing of the application will stop until it is routed
forward again. The application will then go through the same routing process as it did prior to
the pullback.
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Address Iiﬁ https: f inoweweb, cref navy milinrowsdtsfbroadcast. do

Please Selact A
Please Select &

Utilities

[Hame] |

will need Adobe Acrobat Reade
:Botto

Wwelcorne JOHN DOEA to the MROWS Home Page

MROWS Hel — :
A500) 537-4617 Your applications will be processed by: NAF WASHINGTON
Point of Contact is: CHIEF FLOWER
Cornrmn: (619) 532-2140 .
Fh MNumb 1444 555-1111
DEN §22-2140 one Humber is
CMRF Travel Assistance: our Latest Broadcast messages:
(800) 537-4617 Opt 2 OPERATIOMAL SUPPORT CODES & SUPPORT TRACKING CODES: Have been changed to reflect U5, Fleet
Faorces Comrnand guidance and policy. This impacts all arders in the system, including historical orders.
SATO Help Desk: &ny order in the Sailor, Unit Approver, or Order Specialist Inbox will require the new codes before
(800} 359-9999 2007/06/13 proceeding. Additionally, any order that is pulled back or modified will be required to choose the new
q i codes, Full information and definitions are included on the Navy Reserve Website {NRWS) (private side),
Send an e-mail to SATO go to the Comrmander, Navy Reserve Forces Command Main Menu = Site Map = Training/Operations =
_ Qperations SOPs = "NROWS Codes for Operational Support Reparting”.
BQ Ressrvations: 2007/06/11 wEE NROWS ACCESS **% NROWS access will be disrupted for approx 2 hours for a systerm upgrade
(800} 576-9327 beginning at 2200 on Monday, 11 JUN 2007,
2007/05/29 &ll orders that were submitted manually during the NROWS downtime, must be submitted via NROWS and =
NSIPS Help Desk: entitlements must match the manual orders.
(877) 589-5991 On Thursday May 24, 2007 to Friday May 25, 2007 from 1800 to 0600 Central Standard Time, NROWS will
2007/05/19 be down for maintenance, Please submit and finalize all applications for personnel who will be traveling or
NRWS Help Desk: affected during this period. Thank vou in advance CHRFC N-33 Force Travel Department,
(B66) G30-6466 2007/01/16 There is a 17 day limit on AT orders for Fro7, not including travel days (1 day for CONUS & 2 days for
QCONUS), COMNAVRESFORCOMMNOTE 1001, 13 Sept, 2006
Important Links weekend and Monday Travel: Orders supporting travel over the weekend or an Maondays cannot be
o E-rnail the CNRF NROWS processed in time if fund-approved late Friday. The Navy Personnel Transportation Office and
Teamm 2006/08/22 Commercial Travel Office are not funded to support travel arrangements after normal working hours
% E-mail the SITC NROWS (0730-1600 M-F). Effective now, it is required that NOSC or OST Commanding Officers contact CHRFC
Help Desk M33 ahead of time if there is an operational requirement for these orders to be processed for weekend or
. Maonday travel.
El Knowledge Onl - — : :
SO B E0IES (A There is a 17 day limit on AT orders for FY06, not including travel days (1 day for CONUS & 2 days for
® Mavy Reserve 2006/03/09
. QCONUS). j
2 Download a list of Navw — - - ——

[ &] Wb Frofile - AR WASHINGTON

(S0C) - NAF WASHINGTON

l_l_l_l_l—é_|0 Internet -

:f_'Startl JInbox-MicrosoFtO... | @ Lo MROW'S - Orders... ”@ NROWS - Home ... @Welcome ko your me...l nﬂ_]SaiIor User Guide 07... | IE_]SAILOR_USER_GUI... | <« ._']@0 755
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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will need Adobe Acrobat Reade

Please Select & Menu Home g o ] ] t «Botto

Wwelcorne JOHN DOEA to the MROWS Home Page

Your applications will be processed by: NAF WASHINGTON
Point of Contact is: CHIEF FLOWER
< Phone Murnber is: 444 555-1111

Your Latest Broadcast messages:

OPERATIOMAL SUPPORT CODES & SUPPORT TRACKING CODES: Have been changed to reflect U5, Fleet
Faorces Comrnand guidance and policy. This impacts all arders in the system, including historical orders.
&ny order in the Sailor, Unit Approver, or Order Specialist Inbox will require the new codes before
2007/06/13 proceeding. Additionally, any order that is pulled back or modified will be required to choose the new
codes, Full information and definitions are included on the Navy Reserve Website {NRWS) (private side),
go to the Commander, Navy Reserve Forces Command Main Menu = Site Map = Training/Operations =
Qperations SOPs = "NROWS Codes for Operational Support Reparting”.

wEE NROWS ACCESS *** NROWS access will be disrupted for approx 2 hours for a systern upagrade

e beginning at 2200 on Monday, 11 JUN 2007,
&ll orders that were submitted manually during the NROWS downtime, must be submitted via NROWS and
2007/05/29 g -
entitlernents must match the manual orders.
On Thursday May 24, 2007 to Friday May 25, 2007 from 1800 to 0600 Central Standard Time, MROWS will
2007/05/1% be down for maintenance. Please submit and finalize all applications for personnel who will be traveling or
affected during this period. Thank vou in advance CHRFC N-33 Force Travel Department,
2007/01/16 There is a 17 day limit on AT orders for Fy07, not including travel days {1 day for CONUS & 2 days for

OCONUS), COMNAVRESFORCONNOTE 1001, 13 Sept, 2006

weekend and Monday Travel: Orders supporting travel over the weekend or an Maondays cannot be

processed in time if fund-approved late Friday. The Navy Personnel Transportation Office and

2006/08/22 Commercial Travel Office are not funded to suppart travel arrangements after normal warking hours
(0730-1600 M-F). Effective now, it is required that NOSC or OST Commanding Officers contact CHRFC

M33 ahead of time if there is an operational requirement for these orders to be processed for weekend or

Maonday travel.

2006/03/09 There is a 17 day limit on AT orders for FY06, not including travel days (1 day for CONUS & 2 days for

QCONUS). j
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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.”

ternent in conjunctio
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Change Search Criteria
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Tracking Mod # S5N Start Date End Date Order Type Status
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Search
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Step #4: Once your search is complete and you see the orders your wish to pull back, click the tracking
number.
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Pull Back List == Pull Back Information

Track This application | view Application Details | Print Draft/Official Order

Order Information

Tracking Number 2068142
Status IMITIAL

Full Mame DOEA  JOHN
SEN 1111111131
Start Date 2007/09/08
End Date 2007/09/20
Total Days 13

This is currently routed.
Do you wish to delete all routings and pull the order request back to the Sailor?

PullBack Order

Use of this n constitutes agreernent with THIS staternent in conjunction with the PR T STATEMENT

[ &] eb Profile - NAF WASHINGTON (SDC) - NAF WASHINGTON [ [ [ [5 @ mntemet
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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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Please Select & Menu

Track This Application | Wiew application Details | Print Draft/Official Qrder

Control Tracking #: N/A MNarne: DOEA, JOHN Start Date: 2007/09/08
Requirements Tracking #: N/A SEM: 111111111 Report Date: 2007/09/09 07:30
Tracking #: 2068142/0 Grade: 06 End Date: 2007/09/20
Order Type: AT-AT Status: INITIAL Total Days: 13
Step 0 of 7: Overview for this Application Section: |0, Overview ;I
1. Personnel and Contact Information Edit
Mailing Address on File: 111 NROWS STREET i
ANNANDALE, VA 22003-4606
Method of Delivery: Web
Deliver Paper Tickets to: Same As Above
2. Duty Period Information Edit
Type of Duty: ANNUAL TRAINING
AT Type: ANNUAL TRAINING
Dperational Support Reporting: Operations / Exercises / Events: DISTANT THUNDER
Mission Priority: OIF/OEF/GWOT Spt - Direct Op Spt to OEF/OIF
Command / Capability Supported: DOM - Maval Criminal Investigative Service
Fleet Readiness Enterprise: Naval Aviation
Provider Enterprise: Maval Installations Command
Billet Control Number (BCN): Mot Set
Security Clearance Required: Not Set
3. Duty Locations and Travel Edit
[ Date | Travel By | Rental Car | Location | hd|
[ &] eb Profile - NAF WASHINGTON (SDC) - NAF WASHINGTON [ [ [ [5 @ mntemet
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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 necessary changes, then re-submit. When orders are pulled back, they can be
found in the inbox of the individual that pulled them back.

Back to Table of Comments>




SECTION 3: MODIFY
ORDERS

e 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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Wwelcorne JOHN DOEA to the MROWS Home Page

Your applications will be processed by: NAF WASHINGTON
Point of Contact is: CHIEF FLOWER
Phone Number is: 444 555-1111

our Latest Broadcast messages:

OPERATIOMAL SUPPORT CODES & SUPPORT TRACKING CODES: Have been changed to reflect U5, Fleet
Faorces Comrnand guidance and policy. This impacts all arders in the system, including historical orders.
&ny order in the Sailor, Unit Approver, or Order Specialist Inbox will require the new codes before
2007/06/13 proceeding. Additionally, any order that is pulled back or modified will be required to choose the new
codes, Full information and definitions are included on the Navy Reserve Website {NRWS) (private side),
go to the Commander, Navy Reserve Forces Command Main Menu = Site Map = Training/Operations =
Qperations SOPs = "NROWS Codes for Operational Support Reparting”.

2007/06/11 *#HE NROWS ACCESS *** NROWS access will be disrupted far approx 2 hours for a system upgrade
beginning at 2200 on Monday, 11 JUN 2007,
&ll orders that were submitted manually during the NROWS downtime, must be submitted via NROWS and
2007/05/29 g -
entitlernents must match the manual orders.
On Thursday May 24, 2007 to Friday May 25, 2007 from 1800 to 0600 Central Standard Time, MROWS will
2007/05/1% be down for maintenance. Please submit and finalize all applications for personnel who will be traveling or
affected during this period. Thank vou in advance CHRFC N-33 Force Travel Department,
2007/01/16 There is a 17 day limit on AT orders for Fy07, not including travel days {1 day for CONUS & 2 days for

OCONUS), COMNAVRESFORCONNOTE 1001, 13 Sept, 2006

weekend and Monday Travel: Orders supporting travel over the weekend or an Maondays cannot be
processed in time if fund-approved late Friday. The Navy Personnel Transportation Office and

2006/08/22 Commercial Travel Office are not funded to suppart travel arrangements after normal warking hours
(0730-1600 M-F). Effective now, it is required that NOSC or OST Commanding Officers contact CHRFC
M33 ahead of time if there is an operational requirement for these orders to be processed for weekend or
Maonday travel.

2006/03/09 There is a 17 day limit on AT orders for FY06, not including travel days (1 day for CONUS & 2 days for
QCONUS). j
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Step #1: From the “Sailor Menu” on the left, click on “Modify Order”.
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Change Search Criteria

Currently sorted by: Start Date

T+ 4 T+ 4 + 4+ + 4 T+ 4
Tracking Mod # SSN Start Date End Date Order Type Status
|‘ 0 111-11-1111 2007/07/09 2007/07/13 AT-AT INITIAL
Total Records: 1
s Search

By Tracking Murnber: |19377&7
By Fiscal vear:
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Step #2: 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.
The orders will then show up, then click the tracking number to move on.
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Navy Reserve___Order Writing System ( NROWS )
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Please Select & Menu Home | or] | Change Profile | ant. ide Help | Lo

Modify Order List == Madify Order Inforration

Track This application | view Application Details | Print Draft/Official Order

Order Information

Tracking Number 1937787
Status IMITIAL

Full Mame COEA R IOHN
SEN 111-11-1111
Start Date 2007/07/09
End Date 2007/07/13
Total Days 5

This is currently an APPROVED Order.
Do you wish to create a modification to this arder?

Use of thi

stermn constitutes agreement with THIS statement in conjunction with the P

MENT

[ &] eb Profile - NAF WASHINGTON (SDC) - NAF WASHINGTON [ [ [ [5 @ mntemet
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Step #3: This is the “Order Information” page. From here you can look over the order information to
make sure you are modifying the correct orders. After verifying all the information, click “Modify
Order” to move on.
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Address I@j https: | fnowvweb, corf . navy milinrowsdts fmember _modify_info.do j a Go

Flease Select & Menu Hore | [Sailor] | Change Profile | Contacts | User Guide | Help | Logout

Track This &pplication | view Application Details | Print Draft/Official Order

Control Tracking #: N/& Mame: DOEA, JOHM R Start Date: 2007/07/09
Requirements Tracking #: N/A SEN: 111111111 Report Date: 2007/07/09 07:30
Tracking #: 1937757/1 Grade: 05 End Date: 2007/07/13
Order Type: AT-AT Status: MOD Total Days: 5

Step 0 of 7; Overview for this Application 6: 0, Overview 5

—

1. Personnel and Contact Information Edit
Mailing Address on File: 111 NROWS STREET
AMMANDALE, VA 22003-46068
Method of Delivery: eb
Deliver Paper Tickets to: Same As Above
2. Duty Period Information Edit
Type of Duty: ANNUAL TRAINING
AT Type: ANNUAL TRAINING
Operational Support Reporting: Cperations / Exercises / Events: - NO EXERCISE OR COMTIMNGENCY SUPPORTED
Mission Priority: CONTRIBUTORY SUPPORT
Command / Capability Supported: GAINING COMMAND
Fleet Readiness Enterprise: FLEET TRAINING
Provider Enterprise: SEA WARRIOR
Billet Control Number {(BCN): Not Set
Security Clearance Required: Mot Set
3. Duty Locations and Travel Edit
Date Travel By | Rental Car Location
2007407409 Mone Mo Lnit: JOHN DOEA [UIC: 68323]
address: 111 MROWS STREET j
[ &] eb Profile - NAF WASHINGTON (SDC) - NAF WASHINGTON [ [ [ [5 @ mntemet
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Step #4: 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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J File Edit ‘iew Favorites Tools Help | f'
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WASHINGTON, DC -]
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2007/07/13 Mane Ma Linit: HOME
Address: 111 NROWS STREET
ANMANDALE, VA 22003-4606
4. Tour and Pay Entitlements Edit
Gowt Travel Charge Card: Mot Set
Official Passport: Mot Set
Tourist Passport: Mot Set
Conference Fee: Mo
5. Paragraph Selection Edit
6. Funding Information Yiew Cost Breakdown Edit
Fiscal Year Funding Source
2007 NAF WASHINGTON AT-OFFICER [20070007205DC]
Wwork Center: NAF WASHINGTON
7. Justification
Reviewed By Unit Reviewer: Mo
Reason for Modification: Mot Set
Justification: Mot Set
ATFADT over 29 Days: Mot Set
Travel System: SATO
Mext | Delete | Save Save & Close | Save & Route I Cancel Changes | _I
v
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Step #5: Once you return to the “Overview” screen, scroll down to Section 7: Justification and click
“Edit”.
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Control Tracking #: N/A Mame: DOEA, JOHM R Start Date: 2007/07/09

Requirements Tracking #: N/A SEM: 111111111 Report Date: 2007/07/09 07:30
Tracking #: 1937787/1 Grade: 05 End Date: 2007/07/13
Order Type: AT-AT Status: MOD Total Days: 5

Step 7 of 7: Justification Section: | 7. Justification ;I

Help is avail oG on the field labels.
Fie ed with a red asterisk {*) are required.
—

Reason for [[this is where you type the reason for the modification|
Modification

-

General
Comments

Justification
for Hard ﬂ
Holds
{only for
ADT

exceeding -
the limit) J

For this request, travel arrangements will route to the Defense Travel System (DTS): NO

Previousl Delete | Save | Save & Close d Save & Route ’ Cancel Changes |

[ &] eb Profile - NAF WASHINGTON (SDC) - NAF WASHINGTON S [ [ [ [5 @ mntemet =
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Step #6: 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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To print ord vou will need Adobe Acrobat Reade
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order Information
Tracking Number 193778771
Status MO
Full Mame DOEA, JOHN R
SSM 111-11-1111
Start Date 2007/07/09
End Date 2007/07/13
Total Days 5
rour application will always route to:
1. Your Unit Approver [UIC: §2987]
2. Your Reserve Center Orders Specialist
Depending on the application, it may also route to:
1. Hard Holds stage
2. Security clearance and Schools authorization (simultaneously)
3. Travel Arrangements
4, Fund Approval
rou can track the progress of your request by:
1. Logging into NROWS
2. Selecting the SAILOR menu iterm
3. Selecting the My Inbox menu itermn
4. Selecting either Applications In Process (for requests still in routing) or Approved Orders (for official arders) and
then click ¥iew Inbox
5. Clicking on the specific tracking number
6. Selecting the appropriate orders tracking section vou wish to look at
Return to Application Cmnpplication ForwarD
——
“Top®
Usze o t rearnent with THIS staternent in conjunction with the PRIVAC cT S EMENT -
[ @] Web Profile - MAF WASHINGTON (SDC) - NAF WASHINGTON [ [ internet
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Step #7: 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 Comments>




SECTION 4:
CANCELING
ORDERS

e 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.
e Cancellation of a modification cancels the ENTIRE set of orders.
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the NROWS Home Page

Your applications will be processed by: NAF WASHINGTON
Point of Contact is: CHIEF FLOWER
Phone Murmber is: 444 555-1111

sages:

<D Your Latest Broadcast mes

2007/06/13

OPERATIOMAL SUPPORT CODES & SUPPORT TRACKING CODES: Have been changed to reflect U.S, Fleet
Forces Command guidance and palicy. This impacts all arders in the systerm, including historical orders.
Any order in the Sailor, Unit Approver, or Order Specialist Inbox will require the new codes before
proceeding, Additionally, any order that is pulled back or modified will be required to choose the new
codes, Full information and definitions are included on the Navy Reserve Website (NRWS) (private side),
go to the Commander, Navy Reserve Forces Command Main Menu > Site Map = Training/COperations >
Operations SCOPs = "MROWS Codes for Operational Support Reporting”,

2007/06/11

% NROWS ACCESS *** NROWS access will be disrupted for approx & hours for a system upgrade
beqginning at 2200 on Manday, 11 JUN 2007,

2007/05/29

&ll orders that were submitted manually during the NROWS downtime, must be submitted via NROWS and
entitlernents must match the manual orders.

2007/05/19

On Thursday May 24, 2007 to Friday May 25, 2007 from 1800 to 0600 Central Standard Time, NROWS will
be dawn for maintenance. Please submit and finalize all applications for personnel who will be traveling or
affected during this period, Thank you in advance CNRFC N-33 Force Travel Department,

2007/01/16

There is a 17 day limit on AT orders for FY07, not including travel days (1 day for CONUS & 2 days for
QCONUS), COMNAVRESFORCONNOTE 1001, 13 Sept. 2006

2006/08/22

weekend and Monday Travel: Orders supporting travel over the weekend ar on Mondays cannot be
processed in time if fund-approved late Friday, The Navy Personnel Transportation Office and
Cornrnercial Travel Office are not funded to support travel arrangernents after normal working hours
{0730-1600 M-F), Effective now, it is required that NOSC or OST Commanding Officers contact CNRFC
M33 ahead of time if there is an operational requirernent for these orders to be processed for weekend or
Monday travel,

2006/03/09

There is a 17 day limit on AT orders for FY06, not including travel days (1 day for CONUS & 2 days for
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Step #1: From the “Sailor Menu” on the left, click “Cancel Order”.
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Change Search Criteria

Currently sorted by: Start Date

*+ 4 ++ + 4 +* 4
Tymm@' Mod # Start Date End Date Order Type Status
1] 2007/09/08 2007/09/20 AT INITIAL

Total Records: 1

\ Search

By Tracking Mumber: |2068142

By Fiscal vear:
Display: 10 = | per page

( Search }
\/

Use of this system constitutes agreement with THIS staternent in conjunction with the PRIVA CT STATEMENT
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Step #2: 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. When the orders you want to cancel appear, click on their tracking number to move on.
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This is an official U.5. Nav

Please Select & Menu

Cancel Order List == Order Detail

Order Information
Tracking Number 1880975

Status INITIAL

Full Marme JOHN R DOEA
SEN 111-11-1111
Start Date 2006/12/08
End Date 2006/12/410,

Total Days

Reason for Cancellation

The reason for cancellation will be written on the orders, so please use complete sentences,

This CANCEL action will CANCEL the entire Order and not just the last iteration.
If your intent is to CAMCEL the last iteration only, then return to the main menu and create a new
MODIFICATION.

Are you sure that you want to cancel this arder?

Cancel Order

If you do not want to continue with this action, then use the left navigation bar, the renu dropdown, or the inbox breaderumb o

to go to a different area in the application.
|
[ &] eb Profile - NAF WASHINGTON (SDC) - NAF WASHINGTON [ [ [ [5 @ mntemet
W 5tart| | ©] nbos - Microsoft ou... | @ .11 NROWS - Orders .., ||@ £INROWS - Search... | ] YisaJourmey.com - .. | 8] Sailor User Guide 07 ... | |E_I15AIL0R_USER_GUID...| « @' 1019
Step #3: 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.

Back to Table of Comments>




SECTION 5:
CHANGING USER
INFORMATION IN
NROWS



File Edit ‘iew Favorites

Tools  Help

ROWS - Home :. - Microsoft Internet Explorer provided by NMCI - | o |1|

) Search
/ [=Ffn

Links ‘&2 Windows Marketplace

|
Q- ©- A& &
|
|

Address Iiﬁ https: | inoveweb, cref navy milinrowsdes/login,do

NROWS Help Desk:

Toll Free: (800} 537-4617
Cornrmn: (619) 532-2140
DEM 522-2140

CMRF Travel Assistance:
(800) 537-4617 Opt 2

SATO Help Desk:
(800) 359-9999
Send an e-mail to SATO

BQ Reservations:
(800) 576-9327

NSIPS Help Desk:
(877) 589-5991

MNRWS Help Desk:
(B66) 330-6466

Important Links

2 E-mail the CHRF NROWS
Teamn

@ E-mnail the SITC NROWS
Help Desk

° Navy Knowledge Online

® Navy Reserve

2 Download a list of Navw

Please Select & Menu M| [Home] |

Please Sele
Sailor

Wwelcorne JOHN DOEA to the MROWS Home Page

will need Adobe Acrobat Reade
:Botto

Your applications will be processed by: NAF WASHINGTON
Point of Contact is: CHIEF FLOWER
Phone Number is: 444 555-1111

our Latest Broadcast messages:

2007/06/13

OPERATIOMAL SUPPORT CODES & SUPPORT TRACKING CODES: Have been changed to reflect U5, Fleet
Faorces Comrnand guidance and policy. This impacts all arders in the system, including historical orders.
&ny order in the Sailor, Unit Approver, or Order Specialist Inbox will require the new codes before
proceeding. Additionally, any order that is pulled back or modified will be required to choose the new
codes, Full information and definitions are included on the Navy Reserve Website {NRWS) (private side),
go to the Commander, Navy Reserve Forces Command Main Menu = Site Map = Training/Operations =
Qperations SOPs = "NROWS Codes for Operational Support Reparting”.

2007/06/11

*#HE NROWS ACCESS *** NROWS access will be disrupted far approx 2 hours for a system upgrade
beginning at 2200 on Monday, 11 JUN 2007,

2007/05/29

&ll orders that were submitted manually during the NROWS downtime, must be submitted via NROWS and
entitlernents must match the manual orders.

2007/05/19

On Thursday May 24, 2007 to Friday May 25, 2007 from 1800 to 0600 Central Standard Time, MROWS will
be down for maintenance. Please submit and finalize all applications for personnel who will be traveling or
affected during this period. Thank vou in advance CHRFC N-33 Force Travel Department,

2007/01/16

There is a 17 day limit on AT orders for Fy07, not including travel days {1 day for CONUS & 2 days for
QCONUS), COMNAVRESFORCOMMNOTE 1001, 13 Sept, 2006

2008/08/22

weekend and Monday Travel: Orders supporting travel over the weekend or an Maondays cannot be
processed in time if fund-approved late Friday. The Navy Personnel Transportation Office and
Commercial Travel Office are not funded to support travel arrangements after normal working hours
(0730-1600 M-F). Effective now, it is required that NOSC or OST Commanding Officers contact CHRFC
M33 ahead of time if there is an operational requirement for these orders to be processed for weekend or
Maonday travel.

2006/03/09

There is a 17 day limit on AT orders for FY06, not including travel days (1 day for CONUS & 2 days for

pemosl. [

|gj Web Profile - MAF WASHINGTON (SDC) - NAF WASHINGTON

l_l_l_l_l—é_|0 Internet -

i#/start| | O] Inbox - Microsof... | - RE: WROWS Uss. . | £ .:: NROWSS - Or... ||@ ZNROWS - Ho.. € ]Whereis myrec... | 0] Salor User Guide... | 8] 5a10r user_... ||« @ s 2116

Step #1: From the “Welcome Screen”, use the pull-down menu and select “Utilities”.



2 NROWS - Home 3. - Microsoft Internet Explorer provided by NMCI - | o) |£|

File Edit ‘iew Favorites Tools  Help | l‘.:"

|
JOBack &l ﬂ ﬂ .:‘|‘/l"Search ‘U(
|
J

Links &2 Windaws Marketplace

Address Iiﬂ https: finovaweb, cref.navy milfnrowsdts futilities, do j B Go

ou will need Adobe Acrobat Reade
Please Select & Menu ome ilor ge Pr Co ide Help | Logout otto

< > Welcome JOHN DOEA to the NROWS Home Page

Your applications will be processed by: NAF WASHINGTON
Point of Contact is: CHIEF FLOWER
Phone Number is: 444 555-1111

Your Latest Broadcast messages:

OPERATIOMAL SUPPORT CODES & SUPPORT TRACKING CODES: Have been changed to reflect U.S. Fleet
Forces Command guidance and policy. This impacts all orders in the system, including historical orders,
Any order in the Sailor, Unit Approver, or Order Specialist Inbox will require the new codes before
2007/06/13 proceeding, Additionally, any order that is pulled back or modified will be required to choose the new
codes. Full information and definitions are included on the Nawy Reserve Website {NRWS) {private side},
go to the Comrmander, Navy Reserve Forces Cormand Main Menu = Site Map = Training/Operations =
Operations SOPs = "MROWS Codes for Operational Suppart Reporting”.

#EE NROWS ACCESS *** NROWS access will be disrupted for approx 2 hours for a system upgrade

e beginning at 2200 on Monday, 11 JUN 2007,
&ll arders that were submitted rmanually during the NROWS downtirne, must be submitted via NROWS and
2007/05/29 2 -
entitlements must match the manual orders.
On Thursday May 24, 2007 to Friday May 25, 2007 from 1800 to 0600 Central Standard Time, MROWS will
2007/05/19 be down for maintenance, Please submit and finalize all applications for personnel who will be traveling or
affected during this period. Thank you in advance CHMRFC N-33 Force Travel Department.
2007/01/16 There is a 17 day limit on AT orders for FY07, not including travel days (1 day for CONUS & 2 days for

QCONUS), COMNAVRESFORCONNOTE 1001, 13 Sept. 2006

weekend and Monday Travel; Orders supporting travel over the weekend or on Mondays cannot be

processed in time if fund-approved late Friday. The Mavy Personnel Transportation Office and

2006/08/22 Cormmercial Travel Office are not funded to support travel arrangements after normal working hours
(0730-1600 M-F), Effective now, it is required that NOSC or OST Commanding Officers contact CNRFC

M33 ahead of time if there is an operational requirement for these orders to be processed for weekend or

Monday travel,

There is a 17 day limit on AT orders for FY06, not including travel days {1 day for CONUS & 2 days for

OCONUS). =

[ &] eb Profile - NAF WASHINGTON (SDC) - NAF WASHINGTON ”'. I'”I |_|_|_|_|E_|Q Intemet
d_-start| JInbox-Microsof...l | RE: HROWS Use...l £ .1 NROWS - Or.., ||@ NROWS - Ho... & ] Whers is my rec... |nﬂ_]5ailor User Guide...l 8] SAILOR_USER_... | « @y 917
Step #2: From the “Utilities Menu” on the left of the screen, click “My Account”.

2006/03/09




NROWS - My Account . - Microsoft Internet Explorer provided by NMCI - | o |1|

J File  Edit ‘iew Favorites Tools  Help | !?
JOBack 7 B ﬂ \ELI ol ‘ 7/ ! Search ‘v\( Favorites G- = - e ﬁ

J Links &2 Windows Marketplace

Jnddress I@j hitkps: fnovveb, cref navy . milfmrowsdts vy _account.do j a Go

rder Writing System ( NROWS )
Force

will need Adobe Acrobat Reade
Please Select & Menu Home | lor | Change Profile | Use Help | Logout

Phone Number:|555555555
Email Address:

Question:|DOG

Number of Items per Page:l 10 'l (used as a default for inboxes)

Profile Name| =" Notifications e
=
Motify me when my requests become approved orders
SELRES

Motify me when my requests are disapproved orders

me when my requests are modified and/ar C‘L”w

Save Changes )

&5 agrearnent with THI ternent in conjunction with the P T ¢ EMENT

] twieb Profile - FHAF WASHINGTON (SDC) - NAF WASHINGTON R E
/start| | 5] Inbox - Microsof .. | | RE: WROWS Use... | £1.:: ROWIS - Or... ||m &Y vhereismy rec... | ] Salor User Guide... | #]sa10R_User_... | ’W
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.




& NROWS - Home =, - Microsoft Internet Explorer provided by NMCI - | =) |1|

J File Edit ‘iew Favorites Tools Help ;ﬂ"
: A o ! 2

J Links %2 Windows Marketplace

Jnddress Ieﬂ https:/ fnowaweb, corf . navwy . milfnrowsdts/ry _account.do j w4 GO

Please Select & Menu [Home] |

Important Phone —
Numbers

NROWS Help Desk: ~—
Toll Free: {300) 537-4617

Comm: (619) 532-2140
DSH 522-2140

Welcome JOHN DOEA to the NROWS Home Page

CMRF Travel Assistance: Your applications will be processed by: NAF WASHINGTON
{800) 537-4617 Opt 2 Point of Contact is: CHIEF FLOWER
Phone Number is: 444 555-1111

SATO Help Desk:

(300) 359-9939 ‘Your Latest Broadcast messages:
Zend an e-mail to SATO OPERATIOMAL SUPPORT CODES & SUPPORT TRACKING CODES: Have been changed to reflect U.S. Fleet
Forces Command guidance and policy. This impacts all orders in the system, including historical orders,
BQ Reseryations: Any order in the Sailor, Unit Approver, or Order Specialist Inbox will require the new codes before
(BO0) 576-9327 2007/06/13 proceeding, Additionally, any order that is pulled back or modified will be required to choose the new —

codes. Full infarmation and definitions are included on the Navy Reserve Website (NRWS) (private side),
go to the Comrmander, Navy Reserve Forces Command Main Menu = Site Map = Training/Operations >

NSIPS Help Desk: Operations 30Ps = "NROWS Codes for Operational Support Reporting”.

(877} 589-5991

2007/06/11 *EE NROWS ACCESS *** NROWS access will be disrupted for approx @ hours for a system upgrade
beginning at 2200 on Monday, 11 JUN 2007,
NRWS Help Desk: 2007/05/29 all orders that were submitted manually during the NROWS downtime, must be submitted via NROWS and
(866) B30-6466 entitlernents must match the manual orders.

On Thursday May 24, 2007 to Friday May 25, 2007 from 1800 to 0600 Central Standard Time, NROWS will

Im or.tant Links 2007/05/19 be down for maintenance, Please submit and finalize all applications for personnel who will be traveling or
® E-mail the CNRF NROWS affected during this period. Thank you in advance CNRFC M-33 Force Travel Department.,
Teamn 2007/01/16 There is a 17 day limit on AT orders for FY07, not including travel days (1 day for CONUS & 2 days for

° E-mail the SITC NROWS OCONUS), COMNAVRESFORCONNOTE 1001, 13 Sept. 2008

Help Desk . weekend and Monday Travel: Orders supporting travel over the weekend or on Mondays cannot be
° Navy Knowledge Online processed in time if fund-approved late Friday, The Navy Personnel Transportation Office and
2 Mavy Reserve 2006/08/22 Commercial Travel Office are not funded to support travel arrangerments after normal working hours
® Download a list of Mavy (0730-1600 M-F). Effective now, it is required that NOSC or OST Commanding Officers contact CNRFC j
[&] ieb Prafile - HAF WASHINGTON (SDC) - NAF WASHINGTON N

d_'Startl JInbox-MicrosoF...l | RE: MROWYS Use...l @ ot MROWS - O, ”@ NROWS - Ho... @Where IS T FEC, 0 | nﬂ_]SaiIor Iser Guide...l nﬂ_]SAILOR_USER_... | « Q$ 920
Once your information has been saved, there will be a message stating that the save was successful.

Back to Table of Comments>




SECTION 6:
CHANGING YOUR
NROWS PASSWORD



2 NROWS - Home 3. - Microsoft Internet Explorer provided by NMCI

File  Edit View

Favarites

=18 x]

Tools  Help

Favories  {04) ‘ -

Links &2 Windaws Marketplace

Address Ifﬂ https: {{novaweb, cnef.navy mil{nrowsdts broadcast. do

|
JOBack &l ﬂ ﬂ :|‘/ Search ‘\5"‘\(:«'
|
J

Help Desk:
Toll Free: (B00) 537-4617
Comm: (619) 532-2140
DSM 522-2140

CMNRF Travel Assistance:
{800} 537-4617 Opt 2

SATO Help Desk;
{800} 359-9999
Send an e-mail to SATO

BQ Reservations:
{800} 576-9327

NEIPS Help Desl:
{877} 569-5991

NRWS Help Desk:
(866) G30-6466

Important Links

2 E-mail the CHRF NROWS
Team

2 E-mail the SITC NROWS
Help Desk

® Mavy Knowledge Online

® MNavy Reserve

* Download a list of Navy

ou will need Adobe Acrobat Reade
otto

[Home] |

Guide | Help | Logout

Welcome JOHN DOEA to the NROWS Home Page

Your applications will be processed by: NAF WASHINGTON
Point of Contact is: CHIEF FLOWER
Phone Number is: 444 555-1111

“Vour Latest Broadcast messages:

OPERATIOMAL SUPPORT CODES & SUPPORT TRACKING CODES: Have been changed to reflect U.S. Fleet
Forces Command guidance and policy. This impacts all orders in the system, including historical orders,
Any order in the Sailor, Unit Approver, or Order Specialist Inbox will require the new codes before
proceeding, Additionally, any order that is pulled back or modified will be required to choose the new
codes. Full information and definitions are included on the Nawy Reserve Website {NRWS) {private side},
go to the Comrmander, Navy Reserve Forces Cormand Main Menu = Site Map = Training/Operations =
Operations SOPs = "MROWS Codes for Operational Suppart Reporting”.

ok NROWS ACCESS *** NROWS access will be disrupted for approx 2 hours for a system upgrade
beginning at 2200 on Monday, 11 JUN 2007,

&ll arders that were submitted rmanually during the NROWS downtirne, must be submitted via NROWS and
entitlements must match the manual orders.

On Thursday May 24, 2007 to Friday May 25, 2007 from 1800 to 0600 Central Standard Time, MROWS will
be down for maintenance, Please submit and finalize all applications for personnel who will be traveling or
affected during this period. Thank you in advance CHMRFC N-33 Force Travel Department.

There is a 17 day limit on AT orders for FY07, not including travel days (1 day for CONUS & 2 days for
QCONUS), COMNAVRESFORCONNOTE 1001, 13 Sept. 2006

weekend and Monday Travel; Orders supporting travel over the weekend or on Mondays cannot be
processed in time if fund-approved late Friday. The Mavy Personnel Transportation Office and
Cormmercial Travel Office are not funded to support travel arrangements after normal working hours
(0730-1600 M-F), Effective now, it is required that NOSC or OST Commanding Officers contact CNRFC
M33 ahead of time if there is an operational requirement for these orders to be processed for weekend or
Monday travel,

There is a 17 day limit on AT orders for FY06, not including travel days {1 day for CONUS & 2 days for

2007/06/13

2007/06/11

2007/05/29

2007/05/19

2007/01/16

2006/08/22

2006/03/09

[

|§|] Wb Profile - MAF WASHINGTOM (SDC) - NAF WASHINGTON

OCONUS),
’_’_’_’_ré_|0 Internet

d_-start| | ©] nbos - Microsoft ou... | @ .11 NROWS - Orders .., ||@ INROWS - Home .. | | YisaJourney.com - .. | 8] Sailor User Guide 07 ... | @SAILOR_USER_GUID...' « @' L0:26

Step #1: From the “Welcome Screen”, use the pull-down menu to the left to select “Utilities”.
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File Edit ‘iew Favorites Tools  Help | l‘.:"

|
JOBack &l ﬂ ﬂ .:‘|‘/l"Search ‘U(
|
J

Links &2 Windaws Marketplace

Address Iiﬂ https: finovaweb, cref.navy milfnrowsdts futilities, do j B Go

ou will need Adobe Acrobat Reade
Please Select & Menu ome ilor ge Pr Co ide Help | Logout otto

Welcome JOHN DOEA to the NROWS Home Page

Your applications will be processed by: NAF WASHINGTON
Point of Contact is: CHIEF FLOWER
Phone Number is: 444 555-1111

Your Latest Broadcast messages:

OPERATIOMAL SUPPORT CODES & SUPPORT TRACKING CODES: Have been changed to reflect U.S. Fleet
Forces Command guidance and policy. This impacts all orders in the system, including historical orders,
Any order in the Sailor, Unit Approver, or Order Specialist Inbox will require the new codes before
2007/06/13 proceeding, Additionally, any order that is pulled back or modified will be required to choose the new
codes. Full information and definitions are included on the Nawy Reserve Website {NRWS) {private side},
go to the Comrmander, Navy Reserve Forces Cormand Main Menu = Site Map = Training/Operations =
Operations SOPs = "MROWS Codes for Operational Suppart Reporting”.

2007/06/11 ok NROWS ACCESS *** NROWS access will be disrupted for approx 2 hours for a system upgrade
beginning at 2200 on Monday, 11 JUN 2007,
2007/05/29 &ll arders that were submitted rmanually during the NROWS downtirne, must be submitted via NROWS and -

entitlements must match the manual orders.
On Thursday May 24, 2007 to Friday May 25, 2007 from 1800 to 0600 Central Standard Time, MROWS will

2007/05/19 be down for maintenance, Please submit and finalize all applications for personnel who will be traveling or
affected during this period. Thank you in advance CHMRFC N-33 Force Travel Department.
2007/01/16 There is a 17 day limit on AT orders for FY07, not including travel days (1 day for CONUS & 2 days for

QCONUS), COMNAVRESFORCONNOTE 1001, 13 Sept. 2006

weekend and Monday Travel; Orders supporting travel over the weekend or on Mondays cannot be

processed in time if fund-approved late Friday. The Mavy Personnel Transportation Office and

2006/08/22 Commercial Travel Offipe are not flunded to support travel arrangements after norjmal working hours
(0730-1600 M-F), Effective now, it is required that NOSC or OST Commanding Officers contact CNRFC

M33 ahead of time if there is an operational requirement for these orders to be processed for weekend or

Monday travel,

2006/03/09 There is a 17 day limit on AT orders for FY06, not including travel days {1 day for CONUS & 2 days for
OCONUS). =

|§'] https: ffnowweb,coef navy  milfnrowsdtsnav_chanae_password,do B l ’_’_’_’_ré_|0 Internet :
d_-start| | ©] nbos - Microsoft ou... | @ .11 NROWS - Orders .., ||@ INROWS - Home .. | | YisaJourney.com - .. | 8] Sailor User Guide 07 ... | @SAILOR_USER_GUID...' « @' L0z7
Step #2: From the “Utilities Menu” on the left, click “Change Password”.




NROWS - Change Password 3. - Microsoft Internet Explorer provided by NMCI - | o) |£|

J File Edit ‘iew Favorites Tools  Help | ;'}'
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J Links 2 Windaws Marketplace

Jnddress I@j https: { fnoveweb, corf . navy milfnrowsdtsfnayv_change_password.do j a Go

der Writing System ( NROWS )

Fo

ou will need Adobe Acrobat Reade
Please Select & Menu Home | lor | Change Profile E Guide | Help | Logout

To change your password, please enter the following fields. Passwords must
be between § and 30 characters, have at least one letter and one digit, cannot
match your Login ID, and cannot contain the double-quote (") character,

Current Password: |
Mew Password:

\erify Mew Password:

Use of thi stermn constitutes agreement with THIS statement in conjunction with the P

MENT

[ &] eb Profile - NAF WASHINGTON (SDC) - NAF WASHINGTON [ [ [ [5 @ mntemet
i 'Startl | O] tmbox - Microsoft Ou... | 7.1t NROWS - Orders .. ||@ ;iNROWS - Chang... | & ] ¥isaJourney.com -3 ... | 8] Sailor User Guide 07 ... | @SAILOR_USER_GUID...' « @' L0:z8
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.




: NROWS - Change Password :. - Microsoft Internet Explorer provided by Navy Marine Corps Intranet ;Iilﬂ
J File Edit W“iew Favorites Tools Help ﬁ
J GBack » = - £ ) | Qisearch (G Favorites (4 History | By & - ¥
JAddress I@ https: f{abnmd?. cnrf . navy. milfnrows/change_password,do j 6o |J Links *
J Y_’ - g 'I [Search Web |v| MEW Toolbar Update - Mail = @ My Yahoo! %7 Personals = ) Games »  §b Music = [Sign In |v|

Order Writing System { NROWS )
R ve Fo

To print ord u will need Adobe Acrobat Reade

Please Select & Menu Home or | Change Profile | Help | Logout

Qword successfullyD

To change your password, please enter the following fields. Passwords must
be between & and 30 characters, have at least one letter and one digit, cannot
match your Login ID, and cannot contain the double-quote (") character,

Current Password: ||
Mew Password: I
Werify Mew Password: I

Usze of thi

m constitutes agreement with THIS staternent in conjundion with the PRI STATEMENT

@] web Profile - REGION SOUTHEAST - NRC ST PETERSBURG,FL (CLR WATER) [ 2 |4 wternet
:astart”J & = |J [ inbox - Microsoft ... | &Y.:: nRoWS - activ...| [Emicrosoft Excel-P...”@_: NROWS - Cha.. yMyDocuments | @wrowsusereur.| [{ed 1221

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 Comments>




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.




NROWS - Travel :. - Microsoft Internet Explorer provided by NMCI - | = |1|

J File Edit ‘iew Favorites Tools Help | ;'}’
J O Back - /- \ﬂ ﬂ o ‘ 7 search 5,.{ Favorites = - - ﬁ
J Links ®2 Windows Marketplace
JAddress IﬁEj https:/ inowweb. cnef . nawy. milfnrowsdts/member_edit_request.do j a Go
0 rou will need Adobe Acrobat Reade
Flease Select & Menu M| Home | [Sailor] | Change Profile | Contacts | User Guide | Help | Logout «Bottormns
Track This &pplication | view Application Details | Print Draft/Official Order
Contral Tracking #: M/& MNarme: DOEA, JOHM R Start Date: 2007/07/09
Requirements Tracking #: N/A SEN: 111111111 Report Date: 2007/07/10 07:30
Tracking #; 1937787/1 Grade: 05 End Date: 2007/07/15
Order Type: AT-AT Status: MOD Total Days: 7
Step 3 of 7: Duty Locations and Travel Section: |3, Duty Locations d
Help is available by clicking on the field labels.
Fields marked with a red asterisk (*) are required.
Travel Options
Made of Transportatiog Local Or will Cornrute - Mo TWL = HOME: ANNANDALE, VA
Depatt on 200740709
Special Instructions to Travel N .
1. SAN DIEGD, CA Edit
S Travel by Maone Edit
Start Date 200770709
j Cuty Thru 2007/07/15
Per Diem Mot Set Edit
&t this point, you can HOME: ANNANDALE, ¥A
Travel by None Edit
E T T trerrrrrherrrrestrerT Arvive an 2007/07/15
Fill aut Travel for the last leg
Previous | Delete | Save & Close Save & Route Cancel Changes
“Top#
Use of this system constitutes agreement with THIS staterment in conjunction with the PR STATEMENT -
[ ] wiebs Profile - HAF WASHINGTON (SDC) - NAF WASHINGTON T

&+ -start| ] nbos - Microsoft Ou... | & .11 NROWS - Orders ., ||@ NROWS - Travel ... & ] Welcome to your me... | 5] Sailor User Guide 07 ... | lﬂ_]SAILOR_USER_GUID...l « @4 1104
NOTE: This is SECOND set of orders that is being shown.

Step #1: When submitting back-to-back orders. Submit the SECOND set of 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.



3 : NROWS - Per Diem 3. - Microsoft Internet Explorer provided by NMCI _ | g | ﬁl

J File Edit ‘iew Favorites Tools  Help | ,'
S AL O 0 ] ﬁ
J GBack L7 B \ﬂ \ELI | A Search 5. Favorites ej = - - _]
J Links &2 Windows Marketplace
Jnddress Iﬁj https: { fnowvweb, corf . navy milinrowsdts fmember _edit_request.do j Go
Contral Tracking #: N/& Marne: DOEA, JOHN R Start Date: 2007/07/09 d
Requirements Tracking #: M/A SSN: 111111111 Report Date: 2007/07/10 07:30
Tracking #: 1937757/1 Grade; 05 End Date: 2007/07/15
Order Type: AT-AT Status: MOD Total Days: 7
Step 3 of 7: Duty Locations and Trawel Section: |3, Duty Locations d

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

Per Diem Locatip

*Per Diem Locatid SAN DIEGO/CALIFORMIA HOME: ANNANDALE, VA
01/01-12/31 Depatt on 2007/07/09
Max Lodging: $131
Max Meals: §61 1. SAN DIEGO, CA Edit
Travel by None Edit

Rental Car Information Start Date 2007/07/09

*1s a rental car required? v 0 Dty Thru 2007707415
2 PerDiem Mot Set Edit

Quarters and Messing

. . . . HOME: ANNANDALE, ¥A
‘Available but not directed' is not an acceptable choice for AT duty, Per JFTR .

. ! - ; - Travel by Mone Edit
U1045.B.1, if the duty is not a military installation, government quarters are [ —— 200770715

considerd not available, If the duty is at a military installation, "Available' is the
appropriate choice.

* Quarters INot Available ;I
There is no Q available, therefore,a CMA is not
required.
*Messing INot Available d
At this point, you can Fill out Travel to this Location

Add Another Location

Fill out Travel for the last leg

Previous |._| Delete I Save | Save & Close | Save & Route I Cancel Changes | j
[ &] eb Profile - NAF WASHINGTON (SDC) - NAF WASHINGTON [ [ [ [5 @ mntemet
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Step #2: From this screen, you can fill out your Per Diem information. Rental car will be arranged on
the FIRST set of orders, therefore, check “no” on the second set 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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Start Date 2007/07/09
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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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Order Type: AT-AT Status: MOD Total Days: 7
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ﬁercial Airline ) HOME: ANNANDALE, ¥ A

Travel Options

Mode of Transportation

Depart on 200770709
Preferred Arrangements L. R B, G B
i = 2 Edit
*Desired Departure Date IZDD?KD?KDQ j S Travelb Mame Edit
Na Earlier Than Time [ra:00 [ra:00 aMl <] SETHEED AR U
) Duty Thru 2007/07/15
Mo Later Than Time |16:DD [4:00 PM] 'l Per Diem SAN DIEGO, CALIFORNLA Edit
* Departure Airport | Lookup DCA wWashington DC USA
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Award vCA Fare 297.00 Arrive on 2007707715 R

Departure Airpart Justification |

Arrival Airport Justification I

Special Instructions to Travel d

At this point, you can < Fill out Per Diermn at this Location >
Edit Location Informmation

Fill out Travel for the last leg
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NOTE: This is the FIRST set of orders that is being shown.

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. 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 3 of 7: Duty Locations and Trawel Section: |3, Duty Locations d

Help is ava|lable by clicking on the field labels,
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Per Diem Location

Per Diem Location | Lookup SAN DIEGO/CALIFORMIA HOME: ANNANDALE, VA

01/01-12/31 Depatt on 2007/07/09
Max Lodging: $131
Max Meals: $61 1. SAN DIEGD, CA Edit
Travel by Aitline Edit
Rental Car Information Start Date 2007/07/09
Is a rental car required? * Yes Mo Duty Thru 2007707715
D Per Diem SAN DIEGO, CALIFORMIA Edit
Quarters and Messing
. . . . HOME: ANNANDALE, VA
‘Available but not directed' is not an acceptable choice for AT duty, Per JFTR = . .
ravel by Mone Edit

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.

Arrive an 2007707715

* Quarters INot Available ;I
There is no @ available, therefore,a CHA is not
required.
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Add Another Location
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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 of 7; Duty Locations and Travel Section: |3, Duty Locations ;I

Help is available by clicking on the field labels.
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Travel Dptions

*Mode of Transportation ICommerciaI Airline ;I HOME: ANNANDALE, VA
Depatt on 200707709
Preferred Arrangements 1. SAN DIEGS, CA B
; = o a Edit
* Desired Departure Date Z007/07/15 j Travel b Mone Edit
Mo Earlier Than Time 09:00 [3:00 AM] = Start Date 2007/07/09
. Dty Thru 2007707715
Mo Later Than Time |18:DD [&:00 PM] 'I Per Diarm Mot Set Edit
* Departure Airport | Lookup SAN San Diego CA  USA
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. . . I
Arrival Airport sk T T
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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 the FIRST 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/yyyy.”
This statement lets N33 Travel know that they must adjust the date of the return flight to match the
second set of orders.
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. After you have checked “Yes” on this
page, click “Save & Route” to route the application forward.

Back to Table of Comments>




SECTION 8: FOR
FURTHER
ASSIGNMENT

e For Further Assignment Orders require a member to perform services at a site other than the
initial reporting Unit Identification Code (UIC).

e 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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Help is available by clicking on the field labels.
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Per Diem Location
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01/01-12/31
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Fill out Travel for the last leg

HOME: ANNANDALE, ¥A

Cepart on 200770709
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Step #1: When you reach section 3 of the application, you will be 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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HOME: ANNANDALE, ¥A
Point of Contact Information Travel by None Edit
. Artive on 2007/07/20
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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. If you need help with filling out this section, please refer to Section 1 of this
User Guide. 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” to move on.



2 NROWS - Travel :i. - Microsoft Internet Explorer provided by NMCI - | o) |£|

File Edit ‘iew Favorites Tools  Help | :'

|
J @Back - -\_) - \ﬂ \ELI _;\] ‘ /..") Search “:':‘:(‘ Favarites @3‘ <~ k_f E _] ﬁ
|
|

Links &2 Windows Marketplace

Address Iﬂj https: { fnowvweb, corf . navy milinrowsdts fmember _edit_request.do j Go
Tracking #: 1937757/1 Grade: 05 End Date: 2007/07/23 d
Order Type: AT-AT Status: MOD Total Days: 15
Step 3 of 7; Duty Locations and Trawvel Section: | 3. Duty Locations d

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

Travel Options

*Mode of Transportation ICommerciaI Airline d HOME: ANNANDALE, ¥A
Cepart on 200770709
Preferred Arrangements TS my
) - 1. SAN DIEGO, CA Edit
* Desired Departure Date IZUU?ID?f"Zl i Travel b sirling Edit
No Earlisr Than Time [06:00 [e:00 A1 =] Start Date 2007/07/0%
) Dty Thru 2007/07/20
Mo Later Than Time |19:DD [7:00 PM] vl per Diem SAN DIEGO, CALIFORNIA Edit
* Departure Airport | Lookup SAN San Diego CA  USA
* Arrival Airport | Loakup ATL Atlanta GA USA s T Hane "
Award YCA Fare 527.00 Start Date 2007/07/21 e
Departure Airport Justification | Duty Thru 2007/07/23
Per Diemn Mot Set Edit

arrival airport Justification | T
HOME: ANNANDALE, ¥A

Special Instructions to Travel = Travel by None Edit
Artive on 2007707723
=
At this point, yvou can Fill out Per Diem at this Locatio

Edit Location Information
Fill aut Travel for the last leq

Previousl Mext | Delete I ( Save h Save & Close | Save & Route I Cancel Changesl

A ||
[ &] eb Profile - NAF WASHINGTON (SDC) - NAF WASHINGTON [ [ [ [5 @ mntemet
W 5tart| | ©] tmbox - Microsaft Qutlaok | | RE: MROWS User Guide -, | 8] Sailor User Guide 07 - Mi. . | 8] SATLOR_USER _GUIDE (R, | | &1 . NROWS - Travel . - .. « @4 12111

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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Order Type: AT-AT Status: MOD

Step 3 of 7; Duty Locations and Travel

Start Date: 2007/07/09 d
Report Date: 2007/07/10 07:30

End Date: 2007/07/23

Total Days: 15

Section: | 3. Duty Locations =l

Help is available by clicking on the field labels.
Fields marked with a red asterisk {*} are required.

Per Diem Locatjes
*Per Diem Locati

ATHEMS/GEORGIA

HOME: ANNANDALE, ¥ A

01/01-12/31 Depatt on 2007/07/09
Max Lodaing: $81
Max Meals: $36 1. SAM DIEGD, CA Edit
Travel by Airline Edit
Rental Car Information Start Date 2007/07/09
*1s a rental car required? ®ves O Ho Dty Thru 20a7707/20
Per Diemn SAM DIEGO, CALIFORMIA Edit
Quarters and Messing :
. i . . 2, ATHEMS, GA Edit
‘Available but not directed’ is not an acceptable choice for AT duty. Per IFTR m'_ Aitline E_Iut
U1045.B.1, if the duty is not a railitary installation, government quarters are m:“' 2007707721 —
considerd not available, If the duty is at a military installation, 'available' is the art Date
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3 Per Diermn Mot Set Edit
* Quarters INot Available d T E A TR EGE, M,
B ]
Therg is no O available, therefore,a CHA is not Travel b Mone Edit
required. Artive on 2007/07/23
* Messing INot Available d
At this point, vou can Fill out Travel to this Location
Add Another Location
Fill out Travel for the last leg
Previous | Mext | Delete I { Save b Save & Close | Save & Route I Cancel Changes | j
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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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Control Tracking #: N/A Marne: DOEA, JOHN R Start Date: 2007/07/09
Requirements Tracking #: N/A SSM: 1111111311 Report Date: 2007/07/10 07:30
Tracking #: 1937767/1 Grade: 05 End Date: 2007/07/23
Order Type: AT-AT Status: MOD Total Days: 15
Step 3 of 7; Duty Locations and Travel Section: | 3. Duty Locations ;I
Help is available by clicking on the field labels.
Fields marked with a red asterisl (*} are required.
Travel Dptions
*Mode of Transportation |C0mmercia| Airline ;I HOME: ANNANDALE, VA
Depart on 200707709
Preferred Arrangements -
. - 1. 5AM DIEGD, CA Edit
*Desired Departure Date |2DD?HD?H23 E] Travel b Airline Edit
Na Earlier Than Time [a7:00 [7:00 aMT =] Start Date 2007/07/09
. Duty Thru 200770720
Mo Later Than Time Il?:DD [S:00 PM] 'I Per Diarm SAN DIEGO, CALIFORNLA Edit
* Departure Airport | Lookup ATL Atlanta GA  USA
. . - 2, ATHEMS, GA Edit
* e AITIENE, SR ==
Arrival Airport | Lookup DCA Washington DC USA Traval b Tl Edit
Award YCA Fare 108.00 Start Date 2007/07/21
Departure Airport Justification | Duty Thru 2007707723
Per Diern ATHEMS, GECQRGIA Edit
Arrival Airport Justification I
HOME: ANNANDALE, ¥A
Special Instructions to Travel = O Travelby Hone Edit
Artive on 2007707723
=
Previous | Mext | Delete I Save | Save & Close Save & Route I Cancel Changes | _I
v
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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, or it will take you to your next FFA site (if there is one). 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 rest of the application out and route it forward for approval. For
assistance with this, refer to Section 1 of this User Guide.
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