
 

 

 

Secrets Revealed
The Little Black Book of Secrets 

RIA –6

Admin: 817-782-6464 x100,108

SSO:817-782-6464 x121

BRIT:  8
17-782-6464 x115

Admin Cell phone:  8
17675-1351



  

Acronyms 
 

ADT .............................Active Duty for Training 
APF..............................Annual Planning Figure 
AT................................Annual Training 
AT/FP ..........................Anti-Terrorism/Force Protection 
BA................................Budget Activity 
BCN .............................Bureau Control Number or Billet 
BEA .............................Budget Execution Activity 
BSEA ...........................Budget Sub-Execution Activity 
CANTRAC...................Catalog of Navy Training Courses 
CDP .............................Course Data Processing (Code) 
CIN ..............................Course Identification Number 
CINC............................Commander In Chief 
CNRF...........................Commander, Naval Reserve Force 
CO................................Commanding Officer 
EOS..............................Expiration of Service 
FA................................Fund Approval (Authority) 
FM ...............................Fund Manager 
FSC ..............................Funding Source Code 
FY ................................Fiscal Year 
GTCC...........................Government Travel Charge Card 
IDTT ............................Inactive Duty Training Travel 
IMAPMIS ....................Inactive Manpower and Personnel Management Information 

System 
INCONUS....................Inside Continental United States 
IRR...............................Inactive Ready Reserve 
ISIC..............................Immediate Superior in Command 
JFTR ............................Joint Federal Travel Regulations 
MYR ............................Mid-Year Review 
NAVPTO .....................Navy Passenger Transportation Office 
NOWS (NROWS) ........New Order Writing System (Naval Reserve Order Writing 

System) 
NRA.............................Naval Reserve Activity 
NSIPS ..........................Navy Standard Integrated Personnel System 
OCONUS .....................Outside Continental United States 
OS ................................Order Specialist 
OWA............................Order Writing Activity 
PMA.............................Permanent Mailing Address 
POV .............................Privately Owned Vehicle 
PTSTC .........................Peace Time Support Tracking Code 
RESFMS(HQ) ..............Reserve Financial Management System (Headquarters) 
RHS .............................Reserve Headquarters System 
RIMS-FM.....................Reserve Information Management System-Financial 

Management 
RPN .............................Reserve Personnel Navy 
RTSS............................Reserve Training Support System 
TAD .............................Temporary Additional Duty 
TCATX ........................Training Category X 
TO................................Training Officer 
TON.............................Travel Order Number 
U.S.C............................United States Code 
VTU.............................Volunteer Training Unit 
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1.  WHAT IS THE PURPOSE OF NROWS? 
 
The purpose of Naval Reserve Order Writing System (NROWS) is to electronically process all 
Annual Training (AT), Active Duty Training (ADT), Inactive Duty Training Travel (IDTT), and 
Individual Ready Reserve (IRR) muster orders. NROWS will take you from application entry to 
verification, travel arrangements, and final approval.  
 
 

2.  WHAT IS THE PURPOSE OF THIS GUIDE? 
 
This guide is written to aid the first time NROWS user with the order application process.  If at 
any point you run into problems or have questions, do not hesitate to contact the RIA-16 full 
time support staff (phone numbers are on the front cover).   
 
Before you begin, you should have the following information with you to complete your orders 
application: 

1. Dates of your AT/ADT/IDTT 
2. The UIC and location of the command you are going to 
3. The CIN/CDP number of the class you are attending (if applicable) 
4. The quota control number for your class (if applicable) 
5. Point of Contact information for the command you are going to 
6. The funding line for your ADT  

 
Commonly attended course information 
Name Command UIC CDP CIN 
ISA RES NMITC Dam Neck, VA 0387A 0191 J-150-2978 
NIOBC RES NMITC Dam Neck, VA 0387A 0385 J-3A-2979 
NIOBC RES FITCPAC San Diego, CA 0388A 0119 K-3A-2979 
DCO NSAC Pensacola, Fl 30500 809N Q-9B-0024 
 

3.  WHERE IS NROWS? 
 
NROWS is accessed by the going to the following web site: https://nows.cnrf.navy.mil/nrows/ 
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4.  HOW DO I GET IN? 
 
1. Enter the URL or Address: https://nows.cnrf.navy.mil/nrows/ 
2. Login ID: SSN must be entered without dashes. 
3. Password: For new users must be YYYY/MM/DD format. (the slashes are required) 

· Depress Log In button or 
· Press Enter KEY on your keyboard. 

 
Mistakes/Forget Password: 
 
No need to worry! Simply enter your Login ID (SSN with no dashes) next to the Validate 
button and click "Validate" to help you reset your password back to the original password 
(DOB:YYYY/MM/DD). 

 
 
5.  SO NOW THAT I AM LOGGED ON, NOW WHAT? 
 
The initial screen presented to you after a successful log on is the Web Broadcast Screen.  A 
menu tab is located on the top of the screen with the following options: 

 
 
 
 
 
 
 
 
 
 
 
 

 
 
 Home 

Return to broadcast or 
home screen 

Sailor 
1.New Applications 
2.Saved Applications 
3.In Process 
4.Current Orders 
5.Orders History 

Account 
1.E-mail Address 
2.Passwords 

Logout 
Log off NROWS Web 
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Plan ahead!!!! 

 
Start your application early!!!!



  

6.  THE ORDER APPLICATION PROCESS 
 
This section will go through the process of applying for orders. The following is applicable to the 
order process: 

• All Fields that are marked with a highlighted asterisk (*) are required to be filled in  
• Highlighted question marks   will take you to the applicable help file  
• The Section drop-down menu allows you to go to any step in the process 
  

The buttons at the bottom of the screen allow you to go to the previous or next window; delete, 
save and close, or review and submit the request; or cancel any changes you have made 
 
Click the Sailor menu option on the Broadcast Screen. 
 
The Sailor menu lists two choices: New Application and My Inbox. New Application allows you 
to apply for orders. My Inbox allows you to check on the status of previously submitted orders.  
 
Click New Application to continue. 
 
 

 

 
 
 
 
 
 
 
 
 

Quotas 
Secure quotas for schools via your unit 
Training Officer and RIA-6  before 
submitting orders.  Be prepared to provide 
at least three choices for school dates.  
Most school quota requests require a long 
lead-time. 

Save Often!!!!
Ensure that you save your orders application 

before proceeding on to each next step.  
There have been reports of users losing 

applications during input. 
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All ADT funded orders require the 
Supporting Command to fax a funding 
document to RIA-6 at 817-782-6460  



  

6a.  STEP 1 OF THE ORDER APPLICATION PROCESS 
 
 
The first step in the New Application process is to select the type of duty. From the Type of 
Duty Requested drop-down menu you can choose Annual Training, Active Duty for Training, 
or Inactive Duty Travel Training. 
 

 
 
 

Type of Duty 
Requested 
 

This is the type of duty being requested. 
Valid selections (based on your training category) include:  
· Annual Training (AT) 
· Active Duty for Training (ADT) 
· Inactive Duty Travel and Training (IDTT) 
· Pay Category F Orders 
· IRR Muster Orders 
This is a required item. 

AT Type 
ADT Type 
IDTT Type 
 

Certain types of duty have more than one variation. For example, AT, ADT, and 
IDTT can be paid orders or no-cost orders. AT and ADT can also be school 
orders or reimbursables. This choice is available if the “Type of Duty Requested” 
has more than one variation.  
This is a required item.  

Reporting 
Report by Letter 
 

Indicate if these orders will require you to report to a military facility for duty. 
For example, you should select “Reporting” if your duty requires you to sign in 
with a local base. 

 
Click on Next button at bottom of screen to continue. 
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6b.  STEP 2 OF THE ORDER APPLICATION PROCESS 
 
The second step in the New Application process is to verify your mailing and contact 
information and make changes as required. 
 

 
 
NOTE: Choosing Yes and changing your PMA gives your RESCEN the authority to 
permanently make this change in NSIPS, which changes your entitlements. 
 

 
 
   
 
 
 
 
 
Click on Next button at bottom of screen to continue. 
 

You cannot change your 
PMA to accommodate 

your travel preferences.
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6c.  STEP 3 OF THE ORDER APPLICATION PROCESS 
 
The third step in the New Application process is to enter your duty location information. 
 

 
 

1. Enter the Travel Start Date. 
2. Select report date: Date you need to report to Supported Command. 
3. Select end date: Date you will complete duty. 
4. Enter the UIC or select the UIC via List options. The Look Up option automatic 
populates the Unit information. If unit is not in our table or you choose No to Navy 
facility you will required to enter the following: 
5 -9. Enter Duty's Address, City, State, Zip Code, and Country  
10. Enter Unit Name in the For Duty With. 
11. Select if this Afloat Duty. 
12. Select your Mode of Transportation.  [When you select Mode of Transportation the 
Duty Locations window changes to display this screen] 

    
Click on Next on bottom of window to continue. 

“For Duty With” RIA-6 units… 
use the RIA-6 UIC: 47918.  
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When you select Mode of Transportation the Duty Locations window changes to 
display this screen, from here you will select the preferred departure and arrival 
information for your orders. In addition, you will select your rental car, if 
approved, and your quarters requirements if necessary.  
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Rental Cars 
 

Rental cars require approval from the 
Unit Chain of Command and are subject 
to sharing if more than one person is 

traveling to the same location. 



  

6d.  STEP 4 OF THE ORDER APPLICATION PROCESS 
 
The fourth step in the New Application process is to enter the supporting information listed. 
 

 
 
1. Enter POC. 
2. Enter POC Phone Number (Number Only). 
3. Enter POC Email. 
4. Enter the BCN: Billet Control Number if one is required by your Supported Command. 
5. Enter the Justification of Orders. 
6. Enter if a Security Clearance is required. 
7. Enter if you have a Government Travel Charge Card. 
 
Click Next at bottom of window to continue. 
 

If a clearance is required, you should 
contact the SSO to verify it was sent to 
the Supporting Command & carry the Date 
Time Group (DTG) with you. 

If you do not have a Government Travel 
Charge Card, click “No”.  If you need 
advanced lodging and per diem, contact 
RIA-16 Admin at least 10 working days 
prior to executing your orders. 
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For Security Clearances, do not just enter 
“required for access” or “for classified 
training”.  You need to enter the course 
name or title (if applicable).  The SSO does 
not receive a full copy of your orders and 
needs this information to ensure your 
clearance is sent. 



  

6e.  STEP 5 OF THE ORDER APPLICATION PROCESS 
 
The fifth and final step in the New Application process is funding information. Select any special 
pay entitlements you are authorized. 
 

 
 
 
To continue, click the Review & Submit button.
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6f.  THE OVERVIEW STEP OF THE ORDER 
APPLICATION PROCESS 
 
The Overview window will show you all the data you have entered for your orders. After 
reviewing everything, you can click Submit This Application or Submit to CO/TO (Commanding 
Officer/Training Officer) to route your application. If there are problems or if you are not ready 
to submit the orders, you may click Save to save your application, or Save & Close, to save your 
application and exit the software. 
 

 
 

To continue, click the Submit to CO/TO button. 
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6g.  SUBMITTING ORDERS FOR APPROVAL 
After your order request has been submitted to your unit CO/TO, this screen is displayed. This 
page is divided into two sections, the top of the page details the process your order request will 
follow through the approval or disapproval of your orders. The bottom portion displays a 
summary of your order request.  
Notice: At the top of the page that you are provided with a Tracking Number, you should record 
this number for tracking your orders through the approval process. 

 
This information page shows that your orders have been saved and routed for 
approval. Click Return to Home or Return to Inbox to continue. 
 
 

Incomplete applications, (i.e. no UIC, 
course number, quota number) will cause 
your application to be disapproved at the 
RIA level.  Do not make the RIA Order 
Writer guess where you want to go. 
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7.  YOUR INBOX 
 
You can select My Inbox to see the status of your orders. 
 

 
 
 

 
This is the Inbox window. You can view Orders that are in progress or approved by 
using the View Inbox drop-down menu. Click View Inbox to continue. 
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This is the Inbox window. You can view Orders that are in progress or approved by 
using the View Inbox drop-down menu. 
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Hard holds occur when a member has a medical, 
dental, or clearance deficiency.  All hard holds are 
cleared by the RIA Order Writer, but will require the 
member’s timely assistance to prevent delay of order’s 
approval (i.e. update medical physical, provide dental 
forms, etc.) 



  

 
 

 
 

To print OFFICIAL orders, the orders must be approved by the fund approver 
through NROWS. Once your application becomes official, navigate to Sailor -> 
Current Orders and choose the tracking number you want to display. Once the 
detail displays, click PRINT OFFICIAL ORDER (PDF). This will give you a 
view only PDF file you can print 

When you print your orders, ensure the 
watermark at the top of the page says 
“ORIGINAL”, if it says “DRAFT”, it means 
the orders aren’t approved yet. 
 

No orders = No Duty! 
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Do not wait until the last minute to 
review your orders, if your orders 
have not been approved on time 
contact RIA Admin immediately. 



  

8.  THE UTILITIES MENU 
 
 

 
Click on Utilities to begin reviewing this section of the NROWS web menu. 

My 
Account 

Change 
Password 

Change 
Profile 

System 
Comments 

You have four selections under the utilities menu: My Account, Change Password, 
Profile, and System Comments. Click on My Account to continue. 
 

 
This is the My Account window. You can update your phone number, your email 
address, your password question, and your answer hints. You can also request 
that you be notified when orders are approved, disapproved, or 
modified/cancelled. Click Next to continue. 
 
 
 

Changing Passwords 
 
Click on Change Password to continue. 
 

 

This is the new password window; it allows you to change your password. To 
change your password you must have your old password. This is not the password 
recovery window. Click Submit to continue 
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