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How to route your Orders 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

NROWS WEBSITE: https://nrows.dc3n.navy.mil/nrows/secure/login.jsp  

Log into your NROWS profile. 
Use your PIV CAC certificate. 

Click on “Sailor” from 
the Drop down menu 
or on the menu bar.  

https://nrows.dc3n.navy.mil/nrows/secure/login.jsp


 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

To find new orders, click on “Create 
Application from Approved Requirement”. 

Click on the Requirement 
number to open the new orders.  



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

SECTION 0: Overview 

This is the general overview of 
your orders. Click “Next” to 
proceed to the next section.  



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Ensure that your Contact information is correct. 
You can use an email that is not a Navy email. 
Do Not use the Program office number (800-
535-2580). We need to be able to call you if 
necessary, calling ourselves is not how we get in 
touch with you. If there’s a problem and your 
contact info is incorrect, you will not get orders. 

SECTION 1: Personnel Info 

Ensure that your Primary Residence is correct. If 
it is not, you will need to log into NSIPS and 
update your address.  

Even if you are flying from another location 
other than your HOR (i.e. work) this will 
ALWAYS be no. IRR members are not given 
GTCCs on our line of funding. If you have one 
through your civilian employer, this will still be 
NO. 

Ensure that your RED/DA Page 2 was verified 
before you route your orders forward, failure 
to do so may delay your pay. 

Click Next to proceed to the next section. 



 

 

 

 

 

 

 

SECTION 2: Duty Period 

There is nothing to do on this page. Click next to proceed to next section.  



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

SECTION 3: Duty Locations 

Travel/Start Date: 

LOCAL: If you live within 50 miles of the 
gaining command, you are considered 
local and your Travel/Start Date will match 
your Initial report Date. 

NON-LOCAL: If you live more than 50 miles 
from your reporting location you will need 
to change your travel day to 1 day before 
you are to report. (i.e. 2019/11/02) 

OCONUS: If you live OCONUS or are going 
to be going on OCONUS orders you will 
need to change your travel day to 2 days 
before you report. (i.e. 2019/11/01)  

Change to: 07:30 

If you have questions on your orders 
reach out to the Point of Contact.  

ITEMPO Information:  

Permanent training site: Always No.  

Within 100 miles or 3 hours driving 
time of sailor’s permanent civilian 
residence: Use your best judgement. If 
you say no, then ITEMPO Category and 
Purpose will populate.  

ITEMPO Category and Purpose: Always 
Individual training and Unknown.  

 
Duty Afloat: If you will be getting on a 
ship that will be going underway you 
will need to select yes, type in the ship 
name, and then the embarkation and 
disembarkation ports.  

Per Diem & Travel Information:  

-Is this within corporate city limits of sailor’s residence?  

Local (<50 miles): Yes     Non-Local (>50 miles): No 

-Commuting Distance: No, unless in and around mileage 
is authorized.  

- Commute vice Billeting: Always No. 

-Field Duty Dates: ALWAYS LEAVE BLANK. 

Click Next to proceed to next section.  

PCS Moves (order length >139 
days)  

CONUS: Partial or Full 

OCONUS: None 



 

 

 

 

 

 

SECTION 3: Duty Locations continued (Non-Local) 

NO Travel Authorized if starting in place/already on station. 

Commercial Rental Car: you can request 
to travel to duty location in a rental car if 
you live less than 400 miles away. The 
time will always be 0000. Locations must 
be airports. We cannot book rentals from 
anywhere else. Class will always be 
compact. Unless there’s a reason you 
need something else. If so, type it in the 
rental car justification box to let us know.   

Personal Car – Adv to Govt: You can drive 
your POV if you live less than 400 miles from 
the duty location. You will be reimbursed for 
mileage to and from duty location. If you are 
local (<50 miles) you will be expected to 
provide your own transportation to and from 
the duty location. If you live too far away, we 
will fly you to the duty location.  

Commercial Airline:  

Non-local orders: change date to match travel day (regardless 
of CONUS or OCONUS orders). Time will always be 0000 unless 
there is a good reason why you must have a flight during a 
specific time range. Please type it into the text box. Select your 
departure and arrival airport.  

Click Next to proceed to next section, after you’ve chosen your Mode of Transportation.  



 

 

 

 

 

 

 

 

SECTION 3: Duty Locations continued (Non-Local)  

Ensure that the Per Diem location is 
correct. It should match the city that you 
will be reporting to. If you flew and you 
are authorized a rental car, click yes. The 
pick-up and drop-off location will be the 
airport code that you arrived at and the 
dates will be your travel day and your 
departure day. Time will always be 0000. 
Rental car class will always be COMPACT, 
unless there is a good reason for 
something else. If there is, please type it 
in the rental car justification box.  

Click Next to proceed to next section.  



 

 

 

 

 

 

 

 

 

 

 

SECTION 3: Duty Locations continued (Non-Local)  

This page is for your return travel home. However you 
arrived is going to be the same way that you will return. If 
you have specific times that you must travel home at, be 
sure to explain it in the Special instructions to Travel box.  

If you wish to end your orders in place (stay in the area) 
click No Travel Authorized.  

Click next to proceed to next section.  



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

Section 4: Tour (local orders skip directly here)  

Sailor has a Government Travel Charge 
Card: This should always say NO. 

If it says yes, you will need to remove 
the GTCC from your NROWS profile. We 
do not give GTCCs to our members.  

LUMP SUM LEAVE: If you 
are on orders for more 
than 30 days you will 
accrue leave. If you wish to 
sell that leave back at the 
end of your orders check 
Yes, if not check no. Any 
orders less than 30 Days 
will not accrue any leave 
therefore check no. 

Click next to proceed to next section.  



 

 

 

 

  

 

 

 

 

 

 

 

SECTION 5: Paragraphs 

There is nothing for you to do on this page. 
Click next to proceed to next section.  



 

 

  

 

 

 

 

SECTION 6: Funding Information  

You can view how much your orders will 
pay you by clicking on View Order Cost 
and looking at the grand total in the first 
section.  

Make sure that there is a funding source 
on your orders.  

Click Next to proceed to next section. 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

SECTION 7: Justification 

In the general comments 
type in anything that you 
think is important for OPS 
to know in processing your 
orders. If you’re going on 
OCONUS orders, this is a 
great place to type in your 
passport number and 
expiration date.  

If you don’t have any 
comments, copy the 
requirement owner 
comments from the first 
box and paste in all of the 
boxes.  

Check all of the 
boxes. Make 
sure that you’ve 
done what you 
are checking off.  

Make sure that you click “SAVE & ROUTE”. Otherwise your orders will not route 
to the program office for processing and will instead be saved in your inbox.  



 

Click “Route Application Forward” and it 
will send the orders to the Program Office 
for further routing and processing. 

***If you clicked Save and Route, then you will see the below page. If you 
don’t see this page you will need to open your inbox under the Sailor Menu*** 


