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General Information

ROWS Overview

The Reserve Order Writing System (ROWS) automates the entire Reserve order writing process from the
initial request for orders through the final settlement of those orders and includes the capability to track
orders throughout the process. Tracking provides such information as, where the orders request is within
the routing process, how long it has been in each step within the routing process, and who completed the
action at each step within the routing process.

Orders Life Cycle

The critical path for orders processing is Request Entry, Fund Approval (if there are
entitlements), and Authentication. After the request for orders has been saved and
routed, the request is routed to Reservations. It is also routed simultaneously to Security
and Reserve Affairs Waivers, if necessary. Once approved in all the affected areas, the
request is routed to Fund Approval, then to Authentication. Once the request is
authenticated, it becomes an official set of orders. If travel reservations are associated
with the orders, they are routed to TMO to book the tickets. Disapproval in any area prior
to authentication returns the request back to Request Entry.

ROWS is comprised of the following primary areas:

Request Entry

The orders process begins when the user generates a request for individual orders or
Mass/Members Traveling Together on orders. ROWS generates an order tracking
number which allows users to track all information for that set of orders such as, which
routing step the orders are in, any modifications that relate to that set of orders, and any
approval/disapproval actions that have been taken against that set of orders.

The user has the option to save the request in a file of “saved” orders or to save and
route the request for further processing.

Reservations

Based on the request for orders, the Reservations Office updates the requests with the
necessary airline and rental car reservations and the estimated travel costs and attaches
comments, as appropriate. Any other additional information relating to the member’s
travel or transportation is addressed at this point. IDT orders are routed here as well as
POV not advantageous to the government where the TMO enters the information.

Security

If the member requires a certain level of security via the orders request, the request is
routed to Security. Security personnel validate that the member possesses the
appropriate level of security required by the orders request and select an appropriate
Security paragraph. Security can approve or disapprove the request and attach
appropriate comments, if applicable.

Reserve Affairs

If the member requires a waiver in order to perform the requested duty, the request is
routed to Reserve Affairs for approval or disapproval. The types of waivers are:

e The member has over 16 years of total active service.
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e The request takes the member's accumulated active duty for the current FY over
179 days.

e The request is for a period in excess of 139 days and per diem is authorized.
e The request is for Permanent Change of Station (PCS) orders.

e The request is for extended annual training.

e The request is for an additional annual training.

The Reserve Affairs office either approves or disapproves the request for orders and
attaches comments, as appropriate.

Fund Approval

Requests are routed to Fund Approval to ensure funding is available and obtain financial
approval for the member to perform the duty. Fund Approvers are identified by the
Comptrollers when the funds are suballocated down. After funding is approved, the
request is routed to Authentication.

Authentication

The authenticating unit has administrative control over the traveler. The Authenticator
should have “By Dir” authority.The request is routed to this office for final approval to
perform the duty. Once authenticated, the request is an official set of orders.

Travel Management Office

If reservations are attached, after the request is authenticated, the orders are routed to
the Travel Management Office (TMO). TMO purchases the appropriate type ticket or
approves the arrangements made by the Reservation office, i.e., if travel by rental car.
TMO enters the final travel arrangements for the orders. If TMO disapproves the orders,
they are routed back to Request Entry as a modification request. If the Reservation
Amount is increased by the TMO over $250, the TMO can approve the orders, but the
orders will be returned to Fund Approval for approval of the increase.

Final Settlement

This process allows the member’s administrative unit to enter information regarding the
orders after the duty is completed and the traveler submits the orders and travel claim for
liquidation. It tracks the pay, per diem, and travel reimbursements, as well as any
problems that the disbursing office encountered, while trying to settle the travel claim.
Discrepancy notices are also tracked for incorrect or incomplete travel settlements. When
the user inputs dates that cover a period greater than was authorized on the official set of
orders, a system-generated modification request is automatically routed to Request
Entry.

Reconciliation

This process receives pay and allowance payments data from MCTFS and Travel and
Per Diem payments from CERPS. It liquidates the money and calculates variances in
ROWS based on the difference between the liqguidated amount and the obligated amount.
It also allows the comptroller to manually input records that have not posted correctly.

Comptroller

This process allows the Comptroller to input funds and information regarding those funds.
Once the funds are input, the Comptroller can allocate money to the funds and select
units that are authorized to perform Fund Approval utilizing the given funds.
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ROWS Login

Thiswindow controls access to ROWS and ensures the integrity of ROWS data. From this window you
can start the ROWS application and, when it is expanded, change your password.

How Do | Get Here?

1.

2.

Begin on your Desktop. If you are an internet user, you must access the MFR web site.
The web site is: http://mfr.usmc.mil. From there, you access the RNET Services
section from the homepage. On the next web page, select ROWS. This will access
another web page where you will select ROWS. If you have never logged in, you will
have to load the CITRIX software as a one-time load to your machine. After that you
can access ROWS via the icon.

Choose the ROWS icon. The ROWS Login window opens.

ROWS LOGIN E

UserlD  [CHUGHES | oK |
Passward || Cancel |
Servert ame IFI WwWSTEST Change Pazsword |

To Log in to ROWS

1.
2.

In the User ID box, type your user ID assigned by the System Administrator.

In the Password box, type your password. If your password has expired or you ID is
locked, you must contact the ROWS Help Desk.

In the Server Name box, type the server name. The default value is the name of the last
ROWS server you connected to.

Choose OK. After a successful login, the ROWS frame and the Broadcast Information
window open.

To Change Your Password

1.
2.

Choose Change Password. The ROWS Login window expands.

Complete the steps in the To Log In to ROWS section earlier in this topic for the User
ID, Password, and Server Name boxes.

In the New Password box, type a new password. (Passwords must be at least seven
characters in length and contain at least one special character and one numeric
character).

In the Verify box, type the new password again.

Choose OK. After a successful login, the ROWS frame and the Broadcast Information
window will open.


http://mfr.usmc.mil/
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Rowsioan |
User ID [CHUGHES ak |
Faz=word I LCancel I

ServerMame |FEEIW5TE5T

M ew Pazsword I
Werify Pazzwiord I—

To Exit this Window

» Choose Cancel. You return to the Desktop.
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Broadcast Information
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The Broadcast | nfor mation window displays dated broadcast messages from the Systems Administrator.
Y ou should review these each timeyou log in. Thedateisin YYYY/MM/DD format. Messagesdisplay in
reverse chronological order. Thisisanon-scrolling window and when the window is full, the oldest
message is removed from the bottom of the window. Thiswindow does not close.

Roles and Admin Authorities

Orders processing requires many checks and balances to ensure the integrity of the orders and trust of
public funds, and creates an audit trail of accountability of the process and accounting data. These checks
and balances are applied through the use of roles and administrative authority.

Roles are listed on the profile windows in their order of precedence whereby many roles have blanket
authority to the roles below or to the right of them on the list.

This topic identifies roles and admin authorities available in ROWS and describes the authority exceptions,
if any, and available functionality for each role.
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Roles
Systems Administrator Funds Approver
Comptroller Request Entry
Sub Comptroller Security
RA Waivers Reservations
TMO Reviewer
Command Entity Authentication
OWA Final Settlement
OWA TASO IPP Requestor
Individual Marine
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Authorities

Admin Authority

Theindividual assigned this authority for aroleis responsible for adding, modifying, and deleting users for
the same role within the same command and order writing activity (OWA). Admin authority may be
assigned independently of whether or not the individual is assigned the role for which they hold the
authority. Admin authority is not required to default the command and OWA from the user that assigned
therole.

10
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Authority within the assigned organization:

e Must be explicitly granted (the Admin Authority check box is marked for the
applicable role). Exceptions are noted for the affected roles.

e When granted this authority, the individual may assign additional users to that

specific role. This includes assigning the role to himself or herself, i.e., an individual
may have admin authority for a role not assigned in his or her profile.

e When granted this authority, the individual may further assign the authority to users
for that specific role. Exceptions are noted for the affected roles.

Roles

System Administrator

Theinitia System Administrator is established when the ROWS server is set up. Thisindividual assigns
theinitial users and additional roles. System Administrators are functional representatives at MCRSC.
There are alimited number of these roles.

Authority within the assigned organization:

e All Commands and All Order Writing Activities are the default organizational
values for this role.

e Has default admin authority to assign all roles and authorities to any other user
except another System Administrator. (The profile windows do not indicate this
authority, but it is available.)

e Can add, modify, and delete all users and assign any combination of roles and
authorities to those users.

Access:

e Has access to all functionality within ROWS.

Comptroller

Theindividual assigned to thisrole is responsible for building funds and loading allocations to those funds
for Reserve orders. The Comptroller sub-allocates money, and upon building afund, assigns the units
authorized to approve money utilizing the fund. The Comptroller assigns the Sub Comptroller roles and has
the ability to associate line item entries to funds.

Authority within the assigned organization:

e Has default admin authority to assign the Comptroller or Sub Comptroller role and
authorities to any other user. (The profile windows do not indicate this authority, but it
is available.)

e Can add, modify, and delete the Sub Comptroller role for all users and assign any
combination of the role and authorities to those users.

11
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Access:
e Has access to the following functionality within ROWS:

¢ File menu

Selection menu

Comptroller menu

Utilities menu:

e User Access (with Admin Authority)
e Views, Reports: Comptroller

e Change Profile (If user has multiple profiles)

Sub Comptroller

Theindividual assigned to thisrole, assigned by the Comptroller, isresponsible for further sub-allocating
money that has been allocated by the Comptroller.

Authority within the assigned organization:

e With admin authority, Sub Comptroller can assign other users the Sub Comptroller
role and Admin authority. (The profile windows do not indicate this authority, but it is
available.)

e Can add, modify, and delete the Sub Comptroller role for all users and assign any
combination of the role and authorities to those users.

Access:

e The individual assigned to this role has the same areas enabled as the Comptroller
except:

e Comptroller: Copy Fund Definitions to New Year

RA Waivers (Reserve Affairs)

RAM 7 isresponsible for granting waivers on members with active service approaching 17 years (current
system edits for 16 years), over 179 days of active duty in afiscal year, and over 139 days of active duty
orders requesting per diem, and PCS orders.

Reserve Affairs Coordinator (RAC) is responsible for granting waivers regarding extended annual training
and additional annual training.

Authority within the assigned organization:

e Admin Authority is available for this role.

e The Command and OWA must reflect CMC and Reserve Affairs, respectively.

12
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Access:
e Has access to the following functionality within ROWS:

e File menu

e Selection menu
e Approvals: RA Waivers

o Utilities:
e User Access (with Admin Authority)
o Views/Reports: Reserve Affairs

e Change Profile (if user has multiple profiles)

Transportation Management Office (TMO)

Theindividual assigned to thisrole isresponsible for purchasing transportation tickets and ensuring that the
actual transportation costs are entered into the system.

Authority within the assigned organization: Admin Authority is available for this role.

Access:
e Has access to the following functionality within ROWS:
e File menu
e Selection menu
e Travel: TMO
e Utilities: All except:
e System Administration

e Views/Reports

Command Entity

Theindividual assigned to thisrole is the commanding officer of major subordinate commands such asto
act asthe Systems Administrator for their commands.
Thisroleis currently being used by MCRSC only.

Authority within the assigned organization:

e With admin authority Command Entity can assigh the OWA and OWA/TASO roles
and authorities to any other user. (The profile windows do not indicate this authority,
but it is available.)

e Can add, modify, and delete the OWA and OWA/TASO roles for all users and assign
any combination of the roles and authorities to those users.

13
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Access:
e Has access to the following functionality within ROWS:
o File
e Selection
e Utilities
e User Access
e Views and Reports

e Change Profile

Order Writing Authority (OWA)

Theindividual assigned to thisrole isresponsible for initiating the request for orders process within the
OWA.

Authority within the assigned organization:

e With admin authority, OWA can assign the OWA/TASO role and Admin authority to
any role and authority. (The profile windows do not indicate this authority, but it is
available.)

Access:
e Has access to all functionality within ROWS except:
e Approvals: RA Waiver
e Comptroller menu
e Travel
o Utilities:
e Systems Administration
e Views/Reports
¢ Reserve Affairs

e Comptroller

OWAI/TASO

This role is subordinate to the OWA. The individual assigned to this role is responsible
for assigning roles within the OWA.

Authority within the assigned organization:

e With admin authority, OWA TASO can assign any role and admin authority to any
other user. (The profile windows do not indicate this authority, but it is available.)

14
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Access:
e Has the same access to the same functionality within ROWS as the OWA except:

e Approvals: Authenticate/Review: Release TTCs

Funds Approver

Theindividual assigned to thisrole isresponsible for approving the funding for orders requests generated
out of request entry. The Funds Approver is assigned by the OWA tofill thisrole. If the fund on the
request is not allocated enough money, the Funds Approver is responsible for contacting the Comptroller to
have more money allocated to the fund. If the Comptroller will not allocate more money, the Funds
Approver must disapprove the orders request. The unit Funds Approver can only to approve fundsiif the
Comptroller assigned the unit as an authorized approver when the fund was built.

Authority within the assigned organization:

e Admin Authority is available for this role.
Access:
e The individual assigned to this role has the following areas enabled:
o File menu
e Selection menu
e Approvals: Fund Approval
o Utilities: All except Systems Administration

o Utilities: Views/Reports: Orders Comptroller

15
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Request Entry

The individual assigned to thisroleis responsible for entering order requests within ROWS. The
operational sponsor or unit that wants a member to perform a particular duty assignment initiates the

request.

Authority within the assigned organization:

e Admin Authority is available for this role.
Access:
e Has access to the following functionality within ROWS:
e File menu
e Selection menu
e Order Processing: All except Final Settlement
e Utilities: All except: Systems Administration
o Views/Reports All except:
e Reserve Affairs
e Final Settlement

e Comptroller

Security

Theindividual assigned to thisrole is responsible for obtaining or verifying security clearances requested.

When the Request Entry requests a security clearance, the orders request is routed to security. The
individual can either approve or disapprove the security request.

Authority within the assigned organization:

e Admin Authority is available for this role.
Access:

e Has access to the following functionality within ROWS:
e File menu
e Selection menu
e Approvals: Security
o Utilities: All except System Administration
e Utilities-Views/Reports-Orders:

e Security Clearance by Fiscal Year

e Inbound Report

Reservations

Theindividual assigned to thisrole isresponsible for entering travel costs and information regarding the
travel itinerary into the orders request. When travel information is required, the system will route the
request to Reservations. Thisindividual will be located at the MARFORRES (New Orleans) or MCRSC
(Kansas City).

16
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Authority within the assigned organization:

e Admin Authority is available for this role.

Access:

e Has access to the following functionality within ROWS:

Reviewer

File menu
Selection menu
Travel: Reservations
Utilities: All except:
e  System Administration

o Views/Reports

Theindividual assigned to thisrole is responsible for reviewing requests for completeness and accuracy
before forwarding it to the authenticator for final approval. Thisroleis optional.

Authority within the assigned organization:

e Admin Authority is available for this role.

Access:

e Has access to the following functionality within ROWS:

File menu
Selection menu
Approvals:
e Authenticate/Review: All except Release TTCs

Note: This role only allows the reviewer to approve vice authenticate
either the individual or mass requests. It allows view only of the
Orders on Hold window.

Utilities: All except System Administration
Utilities: Views/Reports: All except:

e Comptroller

e RA Waiver

Authentication

Theindividual assigned to thisroleisresponsible for fina approval of the request, which becomes the
original set of orders. The Authenticator has administrative responsibility for the member who isto
perform the duty outlined in the orders request.

Authority within the assigned organization:

e Admin Authority is available for this role.
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Access:
e Has access to the following functionality within ROWS:
e File menu
e Selection menu
e Approval:
e Authentication
e |PP Approval
o Utilities: All except System Administration
o Utilities: Views/Reports: All except:
e Reserve Affairs

e Comptroller

Final Settlement

Theindividual assigned to thisrole isresponsible for generating or validating unit diary transactions at the
completion of orders, and for processing al liquidations. A unit diary clerk completes any diary
transactions and atravel clerk processes any travel documentation necessary to complete the process.
Authority within the assigned organization:

e Admin Authority is available for this role.
Access:
e The individual assigned to this role has the following areas enabled:
e File menu
e Selection menu
e Orders Processing: Final Settlement
o Utilities: All except Systems Administration

o Utilities: Views/Reports: Final Settlement

In Progress Payment (IPP) Requestor

Theindividual assigned to thisrole isresponsible for submitting requests for in progress payments (1PP).
The IPP Requestor is also responsible for tracking and researching | PP requests that have been
disapproved, and if required, resubmitting the request for approval.

Authority within the assigned organization:

e Admin Authority is available for this role.
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Access:
¢ Anindividual assigned to this role, has the following area enabled:

¢ File menu

Selection menu

Order Processing: IPP Request
Utilities:

e User Access

e Change Profile

Individual Marine

Thisrole, although visible, is not available and will be turned on with a future release.

Authority within the assigned organization:

e Admin Authority is not available for this role.

Access:
¢ Anindividual assigned to this role, has the following area enabled:

e To be determined

ROWS Help

The ROWS help facility is designed to assist you as much as possible in learning and using ROWS.

How Do | Get Here?
1. Begin on any ROWS window.

2. From the ROWS frame, choose Help. The Help menu opens.

ROWS help has the following categories

e Contents

e What's New

e Window Help
o Release Notes
e About
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Contents Topics window for ROWS

The standard Help Topics window for ROWS functions in the same manner as all other application help
facilities. It consists of the Contents, Index, and Sear ch tabs. These all open an on-line document of
ROWS topics

What's New

This opens the same document as the Contents option.

Window Help

Most of the ROWS objects are programmed with the Shift+F1 help access. This allows you to enter
Shift+F1 and the ROWS help facility opens to the corresponding help topic.

When the devel opment software does not alow the use of Shift+F1, such as on pop-up windows, the
window may contain a Help button to provide you the same access to the ROWS help facility.

There are afew exceptions to the Window Help functionality. These exceptions usually result from the
fact that a pop-up window is too small on which to place aHelp button. There will still be a help topic
corresponding to the window title. If you click on the Window Help of the drop down, it will open the
same document as the Contents and What's New selections above.

Release Notes

The Release Notes opens up an area which explains the latest changes that have been made to

the ROWS programs. It gives the version date and the date it was generated and in in the third
column, it explains the specific changes.

About

Clicking on the word “About” will display the current program version of ROWS.

Help Format
The standard format of the ROW S help facility consists of the following areas:

e Topic Title

e Purpose

e How Do | Get Here?
e Options Available

e Buttons Option

e Hyperlink To

e See also
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o Reserve Order Writing System =] eI
File Edit Eookpark Options Help
Help Iopicsl EBack I Print I = I - I

About ROWS

This window displays the version of the ROWS application and the -
recaommended operating systems. This information is important when trying
to resolve problems. All rales can view this windowe.
Howw Do 1 Get Here?
1. Begin on any ROWYS window.

2. From the Help menu, choose About. The About ROWS
window opens.

This window displays the following infarmation:

Operating System

2 Reszerve Order WIiting.System

File Edit Bookmark Options Help
Help Iopic:sl Back I Frint I << I o3 I

About ROWS

Operating System =l
The line below the system name identifies the recommended operating environment for ROWYS., See
the Hardware/Software Requirements topic for more information
YWersion
The version number of the application currently installed on your PC. The ¥Y¥Y%.# FPP format reflects
the year, release, and patch. Ex: 2000.1.00 is the first release for 2000 and no patches have been
applied.
To Exit this Window

3 Choose OK.

Topic Title
To assist you in accessing an appropriate help topic, ROWS windows have a corresponding help topic

where the topic title matches the window title. Exceptionsto this standard are message boxes and the Help
Topics window for ROWS.

Topics without a one-to-one relationship to a ROWS window are titled to reflect the functionality or
information they describe.

Purpose

Each topic contains a paragraph to inform you of the purpose of the ROWS window or functionality or
information they describe.

How Do | Get Here?

Each topic contains the steps from the applicable ROWS window or menu subsequent to the ROWS
window or function. The steps assume you are logged on to ROWS unless indicated otherwise.
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Options Available

Each topic lists the steps you take to input information, to initiate and complete processes, and access all
functionality available to you on the ROWS window.

Where a procedure consists of just one step, an arrow bullet precedes the step. For example:

Buttons Option

This area explains any available buttons to click and what happens when they are clicked.

Hyperlink To

This area explains the sections you can go forward to and backward from in this section.

Hardware/Software Requirements

The following identifies the system hardware requirements and the additional software that supports
ROWS.

Computer Hardware Requirements: Recommended Minimum

Processor: Pentium 400 MHz Pentium 333
MHz

RAM: 128 Mb 64 Mb

CDROM: 4x

Hard Disk: 4 Gb

Backup: N/A

Mouse: Recommended

Video: VGA, 800x600 minimum resolution

Operating System: Windows 95/Windows 98/Windows

2000/Windows NT 4.0

Software Included:

The following software is supplied with the installation package, a ong with instructions to modify the
configuration for Microsoft Windows and NT environments.
Database: Oracle 9i

Application Support DLLs: PowerBuilder 8.0 DDDK and DLL files

Troubleshooting

If problems or errors occur that cannot be solved, do the following:
1. Capture and print a screen shot of the occurrence, if possible.

Note: Oracle failures have print screen capabilities. You can press the Ctrl+P keys
or by press the Print Scrn key.

2.  Write down the Window ID, if available, e.g., BC121, associated with the problem
and a short explanation of how the problem occurred.

3. Report the occurrence to the user(s) listed in the Technical Assistance topic.
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Technical Assistance

Users are encouraged to contact MCRSC/MFR ROWS System Administrator s with questions,
comments, or recommendations that would assist in improving this software.
The main points of contact for ROWS are Cindy Thon and Harold Smith. Y ou may reach them by phone
or email:
Telephone: 1-800-255-5082 ext: 3460/58 (816) 843-3460/58 DSN: 894-3460/58
E-Mail: thonck@mfr.usmc.mil

smith@mfr.usme.mil

Tool Bar Buttons

Gold Fish Icon — If selected, will enable User Instant Tracking through the Order Tracking process.
Lightening Rod Icon — If selected, will allow User to View the Order in Letter Form
Pencil and Grid Icon —If selected, will allow User to View Request in Detail

Printer Icon — If selected, the Preview/Print Order window will open to enable User to select order by
Tracking number, Control Tracking Number, SSN, Last Name.

Door Icon — If selected, will allow User to exit ROWS immediately.

X lcon —will close current window.

Close a Window
This functionality allows you to close an open ROWS window.

How Do | Get Here?
1. Begin on any ROWS window.

2. From the File menu, choose Close. You return to the previous window.
Exit ROWS
Thisfunctionality allows you to exit the ROWS application.

To Exit the Application
1. From the File menu, choose Exit.

2. The ROWS application closes.
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File/Order Tracking

Thiswindow allows you to track orders by tracking number, control tracking number, SSN, or last name.
The Comptroller will use the TON/FY option.

How Do | Get Here?
1. Begin on any ROWS window.
2. From the File menu, choose Order Tracking. The Order Tracking window opens.

3. After following the steps in the To Select Orders section, later in this topic, the
Order Tracking For: window opens.

To Select Orders
1. Inthe Select Order by area, do one of the following:
e To view the orders for a specific tracking number, select Tracking Number.

e To view the orders for a specific control tracking number (Mass Orders), select
Control Tracking Number.

Enter the Tracking Number for the order you wish to view. ROWS will ask if you
want to view a Mass Summary List. If the user clicks ‘yes’, then ROWS will display the
list of Tracking Numbers associated with that Mass Control Tracking Number, with the
status of routing for each. The user can then click on a individual tracking numbers that
will take him to the orders tracking screen.

2. Choose OK. The Order Tracking For: window opens (See Tab Summary).
.
¢ |f you want to view a list of orders for a specific SSN, select SSN.
¢ |f you want to view a list of orders for a specific last name, select Last Name.
o If available, if you want to view the orders for a specific Travel Order Number
(TON), select TON (For Comptroller’s use).
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3. Inthe value box, type the appropriate search value you want.
Note: The box label changes based on your Select Order by selection.

4. Choose OK. The Order Tracking For: window opens.

Tab Summary
» Do any of the following

e If you want to view standard identifying information or travel itinerary, choose the Order
Detail tab.

o If you want to view the status and the date action was taken, choose the Routing Status tab.
e |f you want to view a detailed status list with comments, choose the Tracking History tab.

e |f you want to view orders data for all iterations of the order under current or historical data,
choose the Orders History tab.

o If you want to view any comments or discrepancies generated within Request Entry and Final
Settlement for that order, choose the Request Comments tab.

Order Detail Tab

Thistab allows you to view standard identifying information, start and end date of orders, the Requestor,
point of contact, and Authenticator, and if there are any hard hold against the orders.

Member's name

SSN

Grade

Invitational Orders (If available)

Start Date

End Date

Order Status

Current Modification

Control Tracking Number (if available)
Requestor

Point of Contact

Authenticator

Hard Holds

URL (If any travel itinerary was given in Reservations/TMO)

Routing Status Tab

Thistab allows you to view which areas have seen the orders, its status, and the date action was taken.
e Approver

e Status

e Action Date
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: Order Tracking for - 751717
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i ROWS P ]

Fil=  Selection Order Processing Approvals Comptroller Travel Utilities  window Help

F e S0 x

: Order Tracking For - 751717

Order D etail

; Tracking Hiztom ] Orders Histomp ] Reguest Comments

Approver Status Action Date

FReserve Affairz [Mot Routed |

Security Clearance  [Mot Routed |

Fund Appraval [Routed [2001 /07 /06
Feservations I2pproved |2001 /07 /09
Authentication [Routed [2001 /06220
ThO Mot Routed |
Request Entry [Mat Bouted |

Ready Jul 19, 2007 217:30 prm

Tracking History Tab

Thistab allows you to view the complete tracking history of an order, the action taken, rank and tracking
comments.

Modification number
Routed To

Action Type

Action Date and Time
Last Name

Rank

Tracking Comment
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Orders History Tab

Thistab allows you to view all requests and orders for that Tracking Number, in a current or historical
status.

Modification number
Start Date

End Date

Total Days

Order Type
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Request Comments Tab

Thistab allows you to view any comments generated during the orders process, and final settlement.
e Request Entry Comments

e Modification Comments

e Cancellation Comments

e Security Information

e TMO Comments

e Final Settlement Comments
e Discrepancy Comments

e Discrepancy Reason
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Print Labels/Orders

Thiswindow allows you to preview and print labels that can be used for folders and mailing labels, and to

preview and print orders. The Comptroller has additional options.

How Do | Get Here?
1. Begin on any ROWS window.

2. From the File menu, select Print, and then choose Labels or Orders. The
Preview/Print Labels or Preview/Print Orders window opens, respectively.
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To Select Orders to Print
1. Inthe Select Order by area, do one of the following:

¢ If you want to print labels/orders for a specific tracking number, select Tracking
Number.

¢ If you want to print labels/orders for a specific control tracking number, select
Control Tracking Number.

o If you want to view a list of orders for a specific SSN, select SSN.
o If you want to view a list of orders for a specific last name, select Last Name.

e |f available, if you want to print labels/orders for a specific TON, select TON
(Comptroller).

2. Inthe value box, type the appropriate search value you want to print labels or orders
for.

3. Choose OK. The appropriate print selection window opens.

Note: The box label changes based on your Select Order by selection.
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To Exit this Window

» Choose Cancel.
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Printer Setup

Printer setup is not controlled viaROWS. ROWS will use your default printer. If you experience printer
failure and you are an internet ROWS user, contact the MARFORRES G6 Help Desk and tell them you are
unable to print from ROWS, asthisisa CITRIX issue.

To Exit this Window

» Choose Cancel.

Selection

Duty Interest

Thiswindow allows you to enter the type of duty and location a member prefers and how the member
should be contacted.

How Do | Get Here?
1. Begin on any ROWS window.

2. From the Selection menu, choose Duty Assignment Interest. The Enter SSN window

opens.
In the Enter SSN box, type the member’'s SSN.
Choose OK. The Duty Interest window opens.
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Tab Summary
» Do any of the following:
e To enter preference of duty information, choose the Preference Info tab.
e To enter additional addresses and e-mail information, choose the Addresses tab.

e To enter a comment, choose the Comments tab.

Preference Info Tab

To Enter Duty Preferences

1. Toindicate a situation that would preclude a member from being ordered to duty, in
the Special Action list, select a situation (This update is done by Special Actions
Branch at MCRSC).

2. To indicate how a member would like to travel to an assignment, from the Travel
Preference list, select the mode of transportation.

3. To indicate where a member would like to serve, from the Region Interest list, select
a location.

To indicate a member’s passport is current, choose the Passport Current check box.

The Unsettled Orders Over 90 Days check box is currently unavailable and will be
turned on in a future release.

6. If the reservist wants to be considered for a special duty assignment, in the Special
Interest area, choose the appropriate check boxes.

To Add Dates Available for Duty

I HL Lty |mdpwepl b DRI P asualyy nyoall B Lasll | g hod DBalg Fra iy

Gl L Selecion Do Proceaars  apseovss  Covphobe  Tiaesl Lidan  winscss  Help = e ]
e W & =

mem|-mum|w|

Biguad Aciion ﬁa yE =il LsLE ;' — Btirs
Teawel Proteren=r: | = [0 AT | s 2001 A0 |
Rlagie | e L £EH L [ 300 AT A | i [ A |
Passgarat Cay v ™ Lessitedd Drbsas Dress 30 Dugas T
Specsl | ntermnd

Gl B oo o - et Doty 5 pee b Yo' r Lksiates Aok [hades

Frawel Bunrman dboad ™ Aoreres Counbrpest Tererg [ E deiain |

Eoi | Dewie | e | Cecw |

ey Jul 18, 20N 14 28 om

33



02/02/04
L:\AMCRSC\G-6\Entire ROWS Users Manuall.doc

You may enter up to six date ranges that the member will be available for duty.

1. Inthe Update Available Dates area, choose Add. A date range opens in the Available

Dates area. The default value for the beginning date is today’s date.

2. Type the beginning and the closing date in YYYY/MM/DD format. Another date range
opens.

To Delete Dates Available for Duty
1. Select the date range.

2. Choose Delete.

Addresses Tab
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MCTFS Information
The member’ s home of record displays from the ROWS database.

To Enter a Temporary Address
1. If the member wants to be contacted at another address, do the following:
a) Type the city.
b) Type the street address.
c) Type the two-character state or county abbreviation.

d) Type the zip code.

Type the from and to dates the member will be available at the temporary address, in
YYYY/MM/DD format.
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To Enter Available E-mail Addresses
The MCTFS does not currently contain e-mail addresses.

1. Type the member’s business or work e-mail address.

2. Type the expiration date in YYYY/MM/DD format, if applicable.
3. Type the member's home e-mail address.

4. Type the expiration date in YYYY/MM/DD format, if applicable.

Comments Tab
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Type additional information about the member’s duty preferences, up to 100 characters.

To Print the Record
» Choose Print.

To Delete the Record

1. Choose Delete. A message prompts you to confirm the delete process.
2. Do one of the following:
o To delete the record, choose Yes. You return to the previous window.
. To cancel the delete process, choose No. You return to the previous window.

Confirmation |

@ Are pou sure you want to delete thiz Duty Azzignment Interest record?.

BC121
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To Exit this Window

» Do one of the following:

e To save all of the changes you have made to the record, choose OK. You return to
the previous ROWS window.

e To cancel the changes you have made to the record, choose Cancel. You return to
the previous window.

MCTES Search

Thiswindow allows you to create, edit, and reuse search profiles to find groups of individuals on the
ROWS database. Y ou may view the results online or print them.

How Do | Get Here?
1. Begin on any ROWS window.
2. From the Selection menu, select Selection Lists, select Create or Maintain, and

choose MCTFS Search. The MCTFS Search window opens and displays the Selection
List tab.

Selection Lists Tab

This tab contains the following information:
o Identification Number
e  Selection Name (User will enter Selection Name.)
. Created Date
. User’s last name
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To Create a New Search Profile
1. Do one of the following:

e If Create selected, type in a name for the search profile (up to 50 characters) In

the Selection Name box. Be sure and give it a name that will be meaningful.
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¢ |f Maintain selected, choose the desired search.
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2. Choose OK. The Search Criteria tab opens.
Complete the steps in the Narrow Your Search section later in this topic.
4. Do one of the following:
e If you want to begin the search, choose Search. The Search Results tab opens.

e Select Cancel.

To Edit a Search Profile

1. Choose the Selection Lists tab.

2. Select the search profile you want to edit.

3. Choose OK. The Search Criteria tab opens.

4, Complete the steps in the Narrow Your Search section later in this topic.

5. Do one of the following:
. If you want to begin the search, choose Search. The Search Results tab opens.
) Select Cancel.
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To Search from an Existing Profile

1. Choose the Selection Lists tab.

Select the search profile you want to run.

2
3. Choose OK. The Search Criteria tab opens.
4

Enter criteria. Choose Search. Search Results tab opens.

To Remove a Search Profile

» Select the search profile from the list and choose Delete.

Search Criteria Tab
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None of these parameters are required, but the more parameters you select, the more narrow your search
becomes. Broader searches take more time.

To Narrow Your Search

Do any of the following.

1.

If you want to search on the member’s grade:
e Select the Low grade in the range.

o Select the High grade in the range.
If you want to search on the member’s Expiration of Active Service (EAS) date range:

e TypetheLow EASdatein DD-MM-YYYY format.
e TypetheHigh EASdatein DD-MM-YYYY format.
If you want to search on military occupational specialties, type up to four MOS codes.

If you want to search for members who want to serve on a selection board, select the
Selection Board Interest check box.

If you want to search for members who want counterpart training, select the Reserve
Counterpart Training Interest check box.

If you want to search for members interested in performing special activities while on
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active duty, select the ADSW Interest check box.
7. If you want to search for members whose job requires that they travel abroad, select
the Overseas Travel Interest check box.

If you want to search by monitored command code, type the MCC.

9. If you want to search by component, select a valid Reserve Component Code from
the MMS Codes Manual (MDP10-80.20).

10. If you want to search by training pay, select a Training Pay Category from the MMS
Codes Manual (MDP10-80.20).

11. If you want to search by ethnicity, select a Race code from the MMS Codes Manual
(MDP10-80.20).

12. If you want to search by citizenship, type the Citizenship Code from the MMS Codes
Manual (MDP10-80.20).

13. If you want to search by reporting unit code, type the Reserve RUC.

14. If you want to search for members with a specialized skill, type the School code from
the MMS Codes Manual (MDP10-80.20).

15. If you want to search for members who can speak a specific language, type the
Foreign Language code from the MMS Codes Manual (MDP10-80.20).

16. If you want to search for members of a specific gender, select a Sex.

17. If you want to search for members interested in serving in a specific area, choose the

Region Interest. No Preference is the default value.

To Search for Available Members

1. Follow the steps in To Narrow Your Search.
2. Choose Search. The tab opens.
3. If the search has been changed, a message prompts you to confirm that you want to

overwrite the previous results.

Search Reszults |

& Ovenarite exizting results

EC121

Do one of the following:
. To proceed with the search, choose Yes. The Search Results tab opens.

. To cancel the search, choose No.
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Search Results Tab

The results include the following data:
e Search profile name (print only)

e Last Name

e Social security Number

e Grade

e Primary military occupational specialty

¢ Reporting unit code

e Total records (online only)

To Remove a Member from the List

> Select the member’s name from the list and choose Delete.

To Print the List

» Choose Print Results.

To Exit this Window
» Do one of the following:

e To save all of the changes you made to the search profile, choose OK. You return to
the Broadcast window.

e To cancel the changes you made to the search profile, choose Cancel. You return
to the Broadcast window.
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Manual Selection List

This window allows you to select individual members to generate requests for duty. You can
create these custom lists and add or remove members from these lists if you know the social
security numbers for the desired members.

How Do | Get Here?
1. Begin on any ROWS window.
2. From the Selection menu, select Selection Lists, select Create or Maintain, and
then choose Manual List. The Manual Selection List window opens.
3. Choose the Selection Lists tab.

Selection Lists Tab

1. To create a new search or to select a previous search, do one of the following:

¢ If you selected Create, in the Selection Name box, type the name of the search, up
to 50 characters.

ADWS - [Manual Selecton List]
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o If you selected Maintain, choose the desired search.

RS - M amsial e

2. Choose OK. The Marines tab opens.

To Delete a List

> Select the list and choose Delete.

Marines Tab
Thistab alows you to add members to the list and contains the following information.

Selection list name (print only)

Last Name

Social security number

Grade

Primary military occupational specialty
Reporting unit code

Total records (online only)
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To Add a Member

1. In the SSN box, type the member’s Social Security Number.
2. Choose Tab Key to automatically populate MCTFS Data.
3. Choose Add to add another SSN.

To Remove a Member from the List

> Select the member’s record and choose Delete.

To Print the List

> Choose Print Results.

To Exit this Window

» Do one of the following:

e To save all of the changes you made to the search profile, choose OK
the Broadcast window.

. You return to

e To cancel the changes you made to the search profile, choose Cancel. You return to

the Broadcast window.

ORDER PROCESSING

Reserve Orders Request Worksheet

This multi-tabbed window allows you to view information on a member and input or modify arequest for
orders. Thisisthe first major window in the orders request process. Use this topic to complete the Reserve
OrdersRequest Worksheet (Template). All windows will be displayed after each tab topic. Some

windows will appear as two pictures to ensure that each element is described.

How Do | Get Here?
1. Begin on any ROWS window.

2. From the Order Processing menu, select Request Entry, select New Request, and

then choose Individual. The Enter SSN window opens.
In the Enter SSN box, type the member’'s SSN.
. Choose OK.

> ow

5. If Reserve RUC is missing, an Enter Reserve Reporting Unit Code box opens on the
Enter SSN window (Reserve Orders WorkSheet only). Enter Reserve RUC, and

then choose OK.

Reserve Orders WorkSheet |

Enter S5M
|I:|
Enter Rezerve Reparting Unit Code

——

ok | Cancel |
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6. The Reserve Orders Request Worksheet window opens.

Thiswindow displays the following information in the upper right corner of al tabs once the request is
saved or on cancelled orders:

e Tracking Number
e Social Security Number
e Name

Tab Summary
» Do any of the following:
e To view basic information on the member, select the MCTFS tab.

Note: Enter information in each of following tabs in sequential order. You
cannot proceed to the next tab unless you have entered or saved all the
required data from the previous tab.

e Toindicate reasons for a special assignment, select the Justification tab.

e The system defaults to this tab when the orders open. To view or modify the information
about when and where the member will be travelling, select the Travel Period/Gaining Cmd
tab.

e To view or update information about how to contact the member or deliver documents to the
member, select the Address tab.

e To select funding, lodging requirements, mode of travel, quarters, and messing availability,
select the Travel & Tour tab.

e Toindicate any security clearance the member requires, select the Security tab.

e To attach miscellaneous standard paragraphs into the member’s orders, select the Misc Std
Paragraphs tab.

e To attach any customized paragraphs into the member’s orders, select the Non-Std
Paragraphs tab.

Each Tab will be described on individual pages that follow.
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MCTFS Tab (Worksheet Only)

This tab contains four additional tabs that display information about the member from the ROWS database.
Thisinformation is displayed from the MCTFS master file. It is downloaded to ROWS after each MCTFS

cycle. If aset of orders has been written on aMarine, it will not refresh the MCTFS information on that

set, unless you click on the “Refresh MCTFS* button.

MCTFS Page 1

Name

Present Grade Code
Street Address

City

State Abbreviation
Zip Code

Home Phone Number
Work Phone Number
Date of Birth

Marital Status

Sex
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MCTFS Page 2

Primary Military Occupational Specialty

First Additional Military Occupational Specialty
Second Additional Military Occupational Specialty
Billet Military Occupational Specialty

Pay Entry Base Date

Reserve Expiration of Current Contract
Expiration of Active Service

Years of Service

Accumulated Active Duty Days

Platoon Code

Date of Last Physical

Physical Risk Code

HIV 11l Tested

Weight Control Quantity

Weight Control Status

Department of Defense Training Category
Prime Pay Grade

Prime Pay Grade From Date
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MCTFS Page 3

Reenlistment Recommendation Code

Reserve Monitored Command Code (MCC)
Reserve Reporting Unit Code (RUC)

Present Reporting Unit Code (RUC)

Training Category (Training Category Pay Group)
Component Code

Reserve Component Code

Reserve Record Status Code

Basic Allowance for Housing Difference Pay Code
Quarters Credit Pay Code
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MCTFS Page 4

Dependent Information
e First Name
Middle Initial
Last Name
Relationship
Birth Date
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General Comments/Justification Tab
Thistab alows you to indicate reasons for a specia assignment.

1.
2.
3.

In the Special Project Description box, type the description.
In the PME School Selected list, select the appropriate school.

In the Justification for Request box, type an explanation for the request for a
special project, confirmation order, or any Reserve Affairs approvals.

In the Enter Authorization box, type name of the authorizing document.

In the Authorization POC box, type the name of the point of contact for the
authorization.

In the POC Phone box, type the POC’s work phone number in NNN NNN NNNN
format.

In the Reference | box, type the name of the reference if there is a specific document
which justifies the orders.

General Comments pertains to any unusual circumstance which pertain to these
orders, that will be displayed in the tracking comments.

Passing Instructions is an area to enter the receiving individual if the orders are being
sent as a message, vice a letter.

10. Team is an obsolete field that should be left blank.

- DRCE) Reserve Deder Writing System { =10 =]
A Seleciean  Onder Py Approval Trowd Ll Wimudows Faip

| o @B =

‘Special Projeci Descipian: |
PWE GrtoolSeeched | x|
Jushifastion Fot Faguss:

[E b il i et
oz saon PO F":':P"‘ME l -

Hefeienoe
Aafiinsm il
15 sl o Flaprng | rpbuchions:

- Reseree Driders Reguest Werkehest 5k obrs Covide= DMITERAL] _.J_uﬁ]
WCTFS | Gmmersl Commants / Justification | [vay Paiod / GaringCed | Adcbess | Tuwel b Tow | Secuiy | Wisc Sed Parsgrad Lt

RGE O3F4-85-0&7Z
SECRTST, LUEE E

Cledmay e WS sulantiosion anke
TEd

Yiawe Al0iderz | Flobach WCTFS | Sovw | SvwandFouts|  Doss |

50



02/02/04
L:\AMCRSC\G-6\Entire ROWS Users Manuall.doc

Note: The default value for the Reference Il box is the orders tracking number and
start and end dates. This information is fixed, and only pertains to Modification
and Cancellation screens.

Travel Period/Gaining Cmd Tab
This tab begins the orders request process.
If the system is down and if the travel orders must be produced before the system is available again, you
can enter manual travel order numbers (TON). These numbers are generated outside of ROWS.
1. Under Were manual orders generated, do one of the following (Worksheet Only):
e If no manual orders were generated, select No.

¢ If manual orders were generated, select Yes and, in the First Travel Order
Number (TON) box, type the 4-character number in Z### format.

Note: If you enter a manual TON, Appropriation Data tab under the Travel &
Tour tab contains the manual TON and related appropriation information.
This data may be edited.

2. Inthe Start Date box, type the start date of the duty to include any travel days in
YYYY/MM/DD format or choose the ellipses (...) icon to add the date from the
Calendar function.

3. Inthe End Date box, type the end date of the duty to include any travel days at the
end of the duty in YYYY/MM/DD format or choose the ellipses (...) icon to add the
date from the Calendar function.

If the Start Date for arequest occurs the next day after the End Date of another request, the
Back-to-Back Orders area becomes available.

4. If available, in the Back-to-Back Orders area, do one of the following:
e If the orders are consecutive, select Yes.

e |If they are not, select No, and then change the duty dates (unless the duty is for
medical or legal hold, Appropriate and Associate).

5. Inthe Report No Later Than area,
a. Inthe Time box, type the deadline in HH:MM format.

b. Inthe Date box, type the date which the Marine must report to the appropriate
person in YYYY/MM/DD format or choose the ellipses (...) icon to add the date
from the Calendar function.

6. Tour Daysand Fiscal Year are calculated automatically.

7. Under Are drills in conjunction with this set of orders, do one of the following:
e |f drills are in conjunction with this set of orders, select Yes.
e If not, select No.

Note: Drill must be after the end date of the orders.
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8. If you selected Yes in the preceding step,

c. Inthe Drill Start Date box, type the date the drills start in YYYY/MM/DD format
or choose the ellipses (...) icon to add the date from the Calendar function.

d. Inthe Drill End Date box, type the date the drills end in YYYY/MM/DD format or
choose the ellipses (...) icon to add the date from the Calendar function.

9. If the orders request is for a period greater than 139 days, in the PCS Move list, select
the option from the drop down list.

10. If the number of Tour Days is greater than 30 days, in the If period of duty is
greater than 30 days select Comp Code list, select the Reserve Active
Duty/Component Code that the person will change to for the duty.

11. Under Duty,
e. Inthe Type of Active Duty Request list, select the type.

f. If you selected ADSW or AT in the preceding step select the specific type of
ADSW or AT duty.

12. Under Duty, if the Type of Active Duty Request is Presidential Recall, in the
Voluntary or involuntary duty area, do one of the following:

e |f the tour of duty is voluntary, select Voluntary.
e If not, select Involuntary.

13. In the Activity list, select the activity (i.e., operation, exercise, project), if applicable.
Note: This field is used for tracking purposes only.

14. Under These Orders Are, do one of the following:

e |If the orders are non-reporting, select Non-Reporting.
e |f the member is to report in at the gaining command, select Reporting.

15. Under Is Duty Site a Marine Corps facility, select the appropriate answer. If the
duty is at a civilian site, such as a hotel, answer “No”. If you answer, “No”, you will
not be required to enter an MCC or gaining command RUC.

16. If available, under Duty Involving Flying, do one of the following:

o |If the member is assigned duty in a flight status, select Operational (DIFOP).
e |If the member is not assigned duty in a flight status, select Denied (DIFDEN).
17. Under Reporting Information, answer each of the questions.

18. Inthe Report/Proceed To box, type the name of the person to whom the member
will report (i.e., CO, MAC 24, etc.).

19. In the next area, answer each of the General questions. (Most are concerned with
OCONUS orders.) They are defaulted to “No”. The question on Reporting to SIA or
Theatre is asking where the Marine is to report first to a station of initial assignment,
such as Camp Lejeune or directly to the theatre (which is a war zone). Enter neither
if it does not apply to these orders.
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20. Under Gaining Command Information,

a. If available in the RUC box, type or select the reporting unit code using the
ellipses (...) icon. Some fields in Gaining Command Information and Duty
Address Information are auto-populated from the ROWS database.

b. Inthe MCC box, type the monitored command code.

c. Inthe Unit Name box, type the name.

d. Inthe POC box, type the point of contact name.

e. Inthe Phone box, type the phone number for the assignment location in
XXX XXX XXXX format.

f. In the FAX box, type the fax number for the assignment location in

XXX XXX XXXX format.
g. Inthe Email box, type the e-mail address for the assignment location.
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21. Under Duty Address Information,

22.

a. Inthe Address boxes, type the street address, city, state, and zip code where the
duty assignment is located.

b. Inthe Country box, type the name of the country where the duty assignment is
located. There is a look-up button, which will bring up a pop-up box to choose a
location. This data comes from the Department of Defense (DOD) Table of
Distances.

c. Inthe For Duty With box, type the name of the organization with whom the
assignment is to be performed, i.e., G-1, G-2, etc.

In the next area, indicate if the orders will be for further assignment. If you select
Yes, the Further Assignment button appears.
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Further Assignment

If you selected Yes in the preceding step, choose Further Assignment. The Further
Assighment window opens.

This window displays the following information:

e CONUS/OCUNUS - Indicates whether the further assignment is in or out of the
continental United States.

e Start Date — This should be the day the Marine will report in at the further assignment
location.

e End Date — The last day of the further assignment Unit Name - You can use the
UC/MCC drop-down list or type the Duty Location Name.

e Tour Days — populated from the Start and End Date.
e Unit Address — This will either be populated from the Unit Name or you can type it in.
e City — Same as Unit Address.

e Zip - Same as Unit Address. There is a look-up button which can be clicked to display a
pop-up box for entering the location which must be present on the DOD
Table of Distances.

e State - Same as Unit Address
e Country — If OCONUS.

e For Duty With — Type in the organization that the Further Assignment will be performed
with.

This screen will display a message asking if the user wants to send the member back
to the initial command, if the last FFA ended prior to the end date. A ‘yes’ answer
will automatically enter the information for that FFA.

55



02/02/04
L:\AMCRSC\G-6\Entire ROWS Users Manuall.doc

Further A55ignment 2003412402 thru 2004705520

| Dty to be performed in the continental US? O Yes (CONUS) € Mo [(OCOWUS) amth;;EdressEnd Dale
Start Date0000/00/00 .| End Date: [0000/00/00 .| Tour Daps:| 005 2702 2004705720
— Dty Information

Urit Name: .5 INITIAL DUTY SITE

Sddress: [ Luukupl [CHICAGD IL)

Ciby: | Zip Code: I -

State/Province: =l

Country: |

For Dty with: |
RE113 Add Delete ar Lancel

Address Tab

This tab alows you to view or update information about how to deliver documents to the member.
This tab displays the following information:

Personnel — Permanent Mailing Address

This information is retrieved from MCTFS file.

e Street Address
e City

e Country/State
e Zip

There is a Change Permanent Address Button, which allows you to enter a new address, which must be
resident on the Defense Table of

Delivery Address

This information is retrieved from MCTFS file.

Street Address
City
Country/State
Zip

This area allows you to change the address for the Delivery of these orders only, or to request an
update to the Marine’s permanent mailing address. If you select the option to change his
permanent address, the information will be placed on the Units UD/MIPS Advisory Report.
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Also, the method of delivery is selected on this page from the following options:

* Message * Mail Out

* Common Carrier * Pick Up

If the message option is selected, the Requestor must input the PLAD address for the Unit
sending the message out as well as the PLAD for the unit receiving the message. If Info
addresses are needed, those PLAD addresses can be entered here.
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Travel and Tour Tab

There are several subtabs under this heading which deal with the selection of entitlements,

authorized expenses and funds being utilized.

Travel

1. This tab shows how many travel legs are involved in the orders. There could be different
expenses on each portion of the travel, especially if any further assignments were involved.

2. The Travel Detail will show where that leg of travel is starting from and where it is going to. It
also shows the duty dates of the leg and of the entire set of orders. Each leg will display a light
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above the Details Button. Green means the information provided is complete means that all the
mandatory information was completed, but not all questions were answered. Red means that the
Travel Detail Screen has not been completed.

3. Three questions appear that ask:

Does the Marine live within the corporate city limits of this duty site? (No TVL Auth) Yes or
No.
Does the Marine live within the local commuting distance of this duty site? Yes or No.

Does the Marine wish to commute vice staying at billeting? Yes or No.
4. Authorized Expenses.
If the member is authorized for per diem, select the Per Diem check box.

If the member receives travel expenses, select the Travel check box. The Mode of Travel
area opens.

If the member is authorized for car rental expenses, select the Rental Car check box.

Enter the Number of days in the field if applicable and per diem will not be estimated for those
days.

5. If available, under Mode of Travel, select the applicable mode of transportation.

e In the list for the option you selected, select the actual mode of transportation,
which is to the right of the option.

6. If POV was selected as the mode of travel, the system will do a calculation of miles with a
cost and if the orders are POV, Not Advantageous to the Government, it will check for the
cost of the GTR .

7. There is a question with three options which says:
Is the Traveler authorized to purchase a commercial ticket from the CTO?
The three responses are: No, tickets will be provided by CTO/TMO (this is the default)
Yes, but not to exceed the cost of a GTR
Yes, and receive actual expense reimbursement.

8. The next area provides you an area to inform the reservation clerk of the travelers
preferences. You can enter the travel date and the time windows for travel, along with the
departure and arrival airports desired. The drop-down list will display the airports nearest the
member’s departure location. It shows all airports within a 50 mile radius, if one is available.
OCONUS will show all airports for that country to choose from. The show all button will display
all US airports, the airports nearest the departure location up to 400 miles listed first. If the user
selects the Show All button, then is will be mandatory to give a justification as to why the member
is not flying from an airport nearest his departure location. The Arrival information works the
same as the departure.

9. If Rental car was authorized, the next area will be lit up so that you can select where the
Rental Car will be picked up and returned and what type of rental car they are authorized.

10. There is a free-form area to enter an special instructions or information that the Reservation
clerk or the TMO should see.

11. There is a drop-down for Per Diem Location based on the travel leg destination.

12. There is an area to select Quarters and Messing entitlements, such as whether Quarters are
Available, Available at Cost, Not Available, and Available at No Cost. The Messing choices are:
Available, but not directed, Available and directed and Not Available. Depending on the options
clicked, the system will go to the Per Diem Table and figure the daily lodging and meal rates.
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13. You can then click OK or Cancel to complete the details of the travel for that leg.
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B )
Travel Detail -

Departure Date; 2003/11/13 Duty Thru: 200391427 Doty Dates [Entire Order]; 2003417499 - 2003491427
From: 6714 TOWER DR. #204 ALEXANDRIAMA 223080000

Tao: TOW SECTION wWPHSCO 3DEM 25THMAR ATHMARDIY EROKEM ARROW.OE ¥4012
AFRC 1101 N BTH ST

Does the Maring live within the corporate city imits of this duty site?  [Mo TYL Auth] " Yes (¢ No

[oes the karing live within the local commuting diztance of this duty site’? " Yes ™+ No
Does the Marine wizh to commute vice staying at billeting? " Yes (¢ No
— Authorized Expenses — hode of Travel

PerDiem [  Fental Car[ | Travel v " Passenger in a POV

= POV Advantageous to Gov., I j'

Humber of davs in the fisld: I_ ™ POY Mot Advantageous to Gov, | vI
TR ERBR = T ¥ Commercial Transportation Im

[Mo per diem for these days) ]
" Government Transportation | vI

— PO

POV Miles: o .-'-‘«i.rpu:urt'l I Cost I—
Cioazt; Ajrport 2|

|5 the Traveler authorized ta purchase % o, tickets will be provided by CTO/THO
a commercial ticket from the LTO? ™ ez, but nat to exceed the cost of a GTR

{~ Yes, and receive actual expenze reimbursement

—

— Preferred Airline Arangements

[l ater S003/11/19 J Departure Location;

1 EDur'ltl_','Z I LSA

i 0000 = vI

Mo earlier than: irpmt: I = WaShingtDn' - - "
Ma later thar: [23:53 ._‘r_l.;l C OC USA vI Al I

Jugtification for not uzing nearby airport;

Agrival Location:
Coountry: [ LISA, |
2003 Award v TA Farel 149 Ajrport; ITLIL Tulza, 0K LS4 ;I Show All I_

MmTo
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e e i IES:ES ﬁ Juztification Far not uzing nearby airpart:

I

Arival Location:
Country: | 154, |
2003 Award YC& Fare[ 143 Aiiport: [TUL Tulsa, 0K USA | Shawal [~
Gl Jugtification for ok uzing nearby airport:
J Iy airp
|
— Fental Car

Wwhere will you pick up Rental Car’? | an: I— J
Ww'here will you returmn Bental Car? ar: I— J
Fiental Car Type: 3

Special Instructions for Travel:

— Per Diem

Location: [FT. SILL / OKLAHOMA Ell

— Cluarters

" Available, but not directed

 Available at cost [7)

" Available at no cost

There iz a [ available, but due ta the nature of
the mizzion, member iz not reguired to stay in the
[, therefore a CHA iz not required.

There iz a 0 available, but reservations may or
may not have been made. If the member stays
out in cormercial lodging, a CRA will be required
with the travel claim..

There iz no O available at the duty site, therefore
a CHA iz not required.

Mermber not paying for lodging, no reimbursement
authionized. 1F rnember obtaing CHA,
reimbursement for lodging expenzes will be up to
max lodging rate.

*Provide Quarters Eu:ust:l

Meszsing
™ fyailable, but not directed
" twyailable and directed

& Mot available

/01 - 12431
kM ax Lodaing: $55
Max Meal: . $28

RE111

Ok LCancel

Tour Tab

Note: Available options on this tab are based on what you chose in the previous tabs.

1. For the question Is Variation of Itinerary authorized?, select Yes if the Marine will be
traveling from one site to another ( not to be confused with Further Assignment).

2. Under Is dual lodging authorized?, select Yes if the Marine will be doing some. Variation of
Itinerary and needs to have more than one lodging location retained during the dutyperiod.

3. Under Is In and Around Mileage Authorized?, select Yes if it has been authorized (This

pertains to POV Travel)

4. The question Will the Marine be a passenger in the POC?, will only be available for POV
Travel. If Yes, the Marine will not be entitiled to reimbursement for travel.

5. Under Is Mixed Mode of travel authorized?, select Yes if he will need more than one
means of transportation during the duty period such as a plan and bus or POV and plane ticket.

6. Forthe question Is the Marine authorized to carry firearms?, select Yes if he can, and a
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special paragraph will be placed on the orders.

7. For the question, Will the Marine be performing duty in a combat zone?, select Yes if he
will and a paragraph will be put on the orders, so that the Unit Diary Clerk can run the appropriate
diary entries to effect his taxes.

8. Inthe Does the Marine have a government travel charge card (GTCC) area, do one of the
following:

° If the member has a government credit card, select Yes, if not, select No.

9. If you selected No in the previous step, in the reason list, select the applicable reason.

10. Under Is excess baggage authorized, do one of the following:

. If it is authorized, select Yes, If not, select No.

11. If you selected Yes in the preceding step, in the Enter Number of Bags box, select the
number of bags.

12. Under Arelong distance phone calls authorized?, select Yes, if he can be reimbursed for
phone calls during the duty period.

13. MIP CODE:- This refers to the Fund Administrator/Work Center code that decribes the unit
requesting the travel on the duty sit. It is a 4 character code and is used by the Reservation
clerks to identify the requesting information.

14. Special Instructions — This is where the requestor puts in the information needed by the
Travel Agency such as, if a reservation has already been made, or if they only need a one-way
ticket.
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Funding Tab

The Funding Tab has three tiers of tabs. The top tier has two tabs, Funding Sources and

Entitlements/Conference Fees/Miscellaneous Funding. Under the Funding Sources, there are
two tiers. The first tier has the Fiscal Years involved in the duty period. The second tier asks you
to Select a Command, a Funding Source and a Fund Approver.

If you choose Funding Sources and a Fiscal Year, you can then select the command that is

paying for the duty, This is done from a drop down. There can be a different funding source for
each line of appropriation, so you must select a Command for Pay and Allowance, One for Per
Diem, One for Travel, and One for Miscellaneous if the rental car or conference fees are being
paid by a Command, other than the one paying for the normal Per Diem costs. If another fund is
being used, such as Active Duty Money not allocated in ROWS, or another branch of service is

paying for a portion, select “OTHER” as the Command. This will force you to enter the

appropriation data that the command provided you with on the tab called appropriation. You will
not be able to “Save and Route” unless the appropriation is entered.
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The next drop-down on the Funding Tab is the one for Selecting a Funding Source. You must
select the appropriate pid and pay group for each line of appropriation. This drop-down is
dependent on what the Comptroller allocates to each duty type and command. If the appropriate

code is not seen on the drop-down, you may have the wrong active duty type entered on the Duty
Period/Gaining Command Tab.
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The Select a Fund Approver tab allows you to pick the correct organization who should approve
the money being spent by the orders. If different commands are paying for each line of
appropriation, then you will be selecting several fund approvers. These are the persons who will
do Fund Approval in ROWS. They are picked by the Comptrollers, who decide which commands
can approve which funds.
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The other Tab under Funding is the Entitlements/Conference Fees/Miscellaneous Funding Tab,
which allows you to select which entitlements are authorized with a check in the box. It also has
a box to enter any Conference Fees associated with the Orders (in dollar amounts). If
miscellaneous funds where chosen on the Funds Tab, there is a drop-down that is highlighted,
allowing you to select which items are being paid by a different command. This could be the
rental car, the conference fees, or both. There is a box to check if another government agency,
other than the Marine Corps, is paying for a portion of the orders. If it is checked, there is an area
beneath it to enter the nearest disbursing site where the Marine should take his orders to
liquidate. Finally, there is an area on the bottom of the screen, to check any boxes to indicate
that the Marine should also rate a specialty pay such as Flight Deck Duty Pay.
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The Order Cost Tab

This Tab is to view all of the associated costs of the orders. You can view a summary or each
type of appropriation, by clicking on that tab. If more than one Fiscal Years is involved, each year
will be displayed.
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The Appropriation Data Tab

This tab displays either the system generated appropriation and SDN information or the “OTHER”
appropriation data. If “OTHER” was chosen as the funding, then appropriation and SDN
information must be entered.
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Security Tab
1. Under Security Clearance Information, do one of the following:
* |f you want to indicate that a clearance is required, select Yes.
* |f you do not want to indicate clearance is required , select No.
2. If Yes was selected, pick the appropriate security clearance level needed from the drop-down.

3. If Yes was selected, you must enter a reason in the box provided as to why the clearance is
needed for this duty period.

69




02/02/04
L:\AMCRSC\G-6\Entire ROWS Users Manuall.doc

+ S ==
Eile Eedectiorn  Deder Processrd  Appiowvsh  Domphioles Treseel  Dlibles  Window Help

a2 F o @

Hessive Diders Hegueeal wWork shesi [Stakus Code: MOD]

distication | Addeess | Specisinstnactions  Security |

Tracking #: FRLTLT ShM; |
CARLIN M, ROBERT 2

Secirity Disarance |nformstion
Clesrance Aegpasd & ffax 7 Ha

M Y, sebsok pecpuesied olearsnce: | =]
Jusnly reguented cheasiance bakea

Wiew All Ordens | Rehesh MCTFS | Save | SsveiBoue | Cle |

Ssbarn dudmen - 80 Commands - SLL ORACER WRITING ACTRATIES

Faady Jul 23, 2001 14208 pes

Misc Std Paragraphs Tab

This tab allows you at add miscellaneous standard paragraphs that can be attached to the
member’s orders.

Select any paragraphs that apply.
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Non-Std Paragraphs Tab
Thistab allows you to attach customized paragraphs to the member’s orders.

To Add a Non Standard Paragraph
1. If a blank line is not available, choose Add.
2. In the Enter non-standard paragraphs, if needed box, type the appropriate text.

To Remove a Non Standard Paragraph

> Select the applicable non-standard paragraph and choose Delete. The paragraph is
deleted.
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Common Buttons for WorkSheet
To Display Orders
> Choose View All Orders. The Order Tracking Selection window opens to show all

orders in ROWS for this SSN.

To Refresh the Database

> If the Marine’s MCTFS information has changed, due to a Unit Diary cycle in MCTFS, you
may want to want to update auto-populated fields with new MCTFS data on the ROWS database.
If so, choose Refresh MCTFS.

N

Caution: If you have modified any datain auto-populated fields, refreshing will overwrite your
changes with current ROWS data.

To Save Your Work
1. Choose Save. A message informs you that the data has been saved.

2. Choose OK. You return to the Reserve Orders Request Worksheet window.
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To Route the Request

1. Choose Save & Route. A message informs you of the routing path that the orders will take
for approval action.

2. Do one of the following:

. If you want to print the information, choose Print.
o If you want to continue, choose OK. You return to the Broadcast window.
. If you want to cancel the routing process, choose Cancel. You return to the Reserve

Orders Request Worksheet window.

To Exit this Window

1. Choose Close. If you have not saved recent changes, a message prompts you to confirm
that you want to close without saving your changes.

2. Do one of the following:
. To close without saving your changes, choose Yes. You return to the previous window.
. To return to the orders request to save your changes, choose No. You return to the

Reserve Orders Request Worksheet window.

Request for Modification to Orders or Request

This window allows you to select either an order or a request that requires a modification. The
windows will differ depending on where the order is in the process:

1) If an order that has been AUTHENTICATED for an individual member, this process will
pull the order back into the Request Entry process.

2) If the request that has been ROUTED but not authenticated, this process will pull all
all routings back and pull the request into the Request Entry process.

How Do | Get Here?

1. Begin on any ROWS window.

2.  Fromthe Order Processing menu, select Request Entry, select Edit Request or Modify
Order, and then choose Individual. The Request for Modification to Orders window
opens.

The window displays the following information:

Search Criteria - Search By: Tracking Number or SSN & FY
Tracking Number

Modification Number

Start Date

End Date

Order Status
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To Search by Tracking Number

1.
2.
3.

Under Search By, select Tracking Number.
In the Tracking Number box, type the tracking number.
Choose OK.
e The Reserve Orders Request Worksheet will open if the REQUEST is
being pulled back.
e The Orders Modification window will open if the AUTHENTICATED ORDER is
being pulled back.

To Search by Social Security Number and Fiscal Year

agrwNE

Under Search By, select SSN & FY.
In the SSN box, type the member's SSN.
In the Fiscal Year list, select the year.
On the SSN/Fiscal Year Search Result tab, select the desired record.
Choose OK.
e The Reserve Orders Request Worksheet will open if the REQUEST is
being pulled back.
e The Orders Modification window will open if the AUTHENTICATED ORDER is
being pulled back.
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To Modify an Authenticated Order

If you have selected an order that has been authenticated, the Request Entry information window
will open stating 'Tracking Number: XXXXX SSN XXXXX is currently AUTHENTICATED. Do

you wish to create a modification to this order?"

Request Entry |

@ Tracking Humber: 753168 55M: 0033564839 iz curently ALTHEMTICATED.

Do you wizh bo create a modification to this order?

EC121

e Choose Yes to open the Order Modification window.

e Choose No to cancel the modification. The system returns to the Broadcast Window.

-__.-" Thalen Monlilin:alinn

OARDER MODIFICATION

Fs=] AHDAUCHD HICHAEL P RO

Tracking Mumber  Last Mame First B are: Ml 35M Order Stafus

Aeazoi fior Iadificaticn
‘The reazmn for modification wil be wilten on the orders, 10 please uz= complele sentences.

4 REASOM MUST BE ENTERED. 1T 15 MaNDATORY.

Ael: (&)

|LTH FAOM COMMAMDIMG OFFICER, MAS]
Rel: [B]

|H|:|'-.-'r"5 ORDERS TRACKING: F353165 (DTD 20011179)

#re you sne lhat pou want to madily tiz onder?
“as I Mo I

"res' wil sarea; Mo’ wil delete the modification

RET10

e Once the Order Modification window opens, the Reason for modification must be entered.

If the reason is omitted, the following error window will open.

e Select OK to return to Order Modification window and enter Reason for

Modification information.

@ Reazon must be entered for modification.

BC121
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e Ref: (A) is also mandatory. If the Reference is omitted, the following error window opens.

e Select OK to return to Order Modification window and enter a reference in Ref: (A).
(i.e. per Phone con with, Directed by CO,....)

@ 'Fef: [&] must be entered for modification.

EC121

o After the Reason and Ref: (A) has been entered,

e Select YES to 'Are you sure you want to modify this order?' continue with the
modification. The Reserve Orders Request Worksheet will open with Status Code:
MOD.

e Select NO, to back out of the modification process. The window will close and the
application will return to the Broadcast Information window.

To Edit a Routed Request

If you have selected a request that has been routed, the Request Entry information window will
open stating 'Tracking Number: XXXXX SSN XXXXX is currently ROUTED. Do you wish to
delete all routings and pull the order request back to Request Entry?"

R requesl Frlay

Tiacking Mumbar: THITEE 55N & gurrecklp roubsd
Do your wish to dalate all ioulings and pul the ordar requeat back bo B equaat Enti?

BC1:21

e Choose Yes to delete all routings currently in progress and open the Reserve
Orders Request Worksheet.

e Choose No to cancel the editing of the request. The system returns to the Broadcast
Window.

To Exit this Window

» Choose Close. You return to the Broadcast Information window.
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Order Modification/System Generated Modification Requests

This window allows you to indicate why a change has been made to an order. For system
generated modifications, this window displays automatically generated reasons.

This window will only be displayed if the orders have been authenticated or if the members meet
the following conditions:

e Orders have been sent to final settlement and the number of days on a set of orders
has increased.
e TMO has disapproved the request.

How Do | Get Here?
» Do one of the following:

e From the All System Generated Modifications window, choose OK. The Order
Modification window opens.

e From the Request for Modification to Orders window, choose OK. The Order
Modification window opens.

This window displays the following information:

Tracking Number

Last Name

First Name

Middle Initial

SSN

Order Status

Reference B: Tracking Number and Duty Dates

OARDER MODIACATION

Trachlng Humber  Laat Mame FIrst M am= Fd 1 S3HM Order 5 k=tua
PSEAES A HDAUCHOW, MICHSEL =] M OD

R aascty hor FHadilaation
'The rmaxn br medfifcstion wil bs wonbken on bhe ordere; zo0 plessrs uss compele canbcee!

Hel: [&]
Fml: [E]
|FI OWw'E DRGERS TRACKIMG: ZB21 68 (L TC: 20011116)
Alra you sina |hat pou want b madlly s anderT
waz | Ho
Pl il emem: o' wil dedets the rodificstion

RE{10
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To Add or Change Reasons for Modification

1. Inthe Reason for Modification box, type the reason. If there is no pre-existing reason, this
information is required.

2. In the Ref: (A) box, type the source of the modification (phone conversation, verbal or written
confirmation, etc.). This information is required.

To Exit this Window

» Do one of the following:

¢ If you want to modify the order, choose Yes, the Reserve Orders Request
Worksheet window opens.

e If you do not want to modify the order, choose No. You return to the Broadcast
Information window.

Back-to-Back Orders

A Back-to-Back set is not an order type but a group of orders for consecutive duty with two or
more associated orders. A member can perform consecutive duty as long as the associated
orders specify "Consecutive Duty" in the subject line and displays the Back-to-Back paragraph,
which includes the orders information of the connecting order.

(Note: Associate and Appropriate Duty orders can overlap or connect but are not
included in the Back-to-Back definition.)

Adding to the Back-to-Back set

Any order or request can be added after the ending date of another order in a Back-to-Back set.
Requesters cannot add an order before the starting date of another order. The requesters of the
associated orders must cancel their order before the new request can be processed. After the
new request is processed, the original order can be resubmitted. This also applies to any other
associated order within the Back-to-Back set. ROWS will display the name and phone number of
both the requester and authenticator for you to contact.

Modifying or Cancelling an Order within the Back-to-Back Set

Upon authentication of a modification or cancellation that disassociated any consecutive duty
orders, a message will be displayed indicating that a change has been generated for the
associated order. ROWS automatically routes the associated order to its requester for
modification. The reason for modification will automatically be displayed.

The requester must continue with the modification regardless of whether changes are required.
By the requester selecting Save and Route, the order is modified by removing the “Consecutive
Duty from the subject line and removing the Back to Back paragraph.

Note: The most commonly required modification would be for travel.

When viewing the print option after the order has been routed for modification, the screen
displays the same modification number as the last modification. Upon authentication, ROWS
assigns the next sequential modification number.
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Simultaneous Generation of a Back-to-Back Set

ROWS allows for more than one requester to input Back-to-Back requests. The question on the
Gaining Cmd tab concerning Back-to-Back orders will not appear unless the consecutive
request/order is either Saved and Routed or Authenticated; therefore, if a Back-to-Back set
exists prior to Save and Route, ROWS will display a message describing the rule: “A day break
is required between orders unless the orders are Medical, Legal, or Back-to-Back. The message
will also direct the requester back to the Gaining Cmd tab to either answer the Back-to-Back
guestion or modify the dates.

Authentication of Back-to-Back Orders

If a Back-to-Back set exists prior to authentication, ROWS will not allow the authenticator to
authenticate out of sequence (i.e. the first request in the Back-to-Back sequence must be
authenticated first).

Back to Back Process within Reserve Orders Request Worksheet

When generating a new request for orders, if the new requests' start date is within one day of the
end date of another set of orders for the same member, a pop-up window opens for Back-to-Back
Orders, in the Travel Period/Gaining Command tab located in the Reserve Orders Request
Worksheet.

In the Back-To-Back window, the statement, 'Is this a back to back order?' will be displayed.
The tracking number and duty dates for the order that is prior to the new request will be
displayed.
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Do One of the Following:

o Choose Yes, if the orders are for Back-To-Back dates. The request entry process will be
allowed to continue request process.

or

. Choose No, if the orders are not Back-To-Back orders. An error pop-up box will be
displayed stating,

. Orders require at least a day break unless the Order Type is Medical or Legal Hold.
) Select OK to be returned to the request entry process and the dates will have to be

changed in order to continue the request entry process.
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Back to Back Orders |

@ Orders require at least a day break. unlezs the
Order Type iz Medical or Legal Hold.

EC121

MASS Orders/Templates

Thiswindow allows you to create or rename atemplate for order processing. Templates are primarily used
for mass orders.

Reserve Orders Request Worksheet (Template)

This multi-tabbed window, which is organized like the Reserve Orders Request Wor ksheet window,
allows you to specify and save recuring conditions for an orders request in the form of areusable template.
Member-specific and request-specific information is unavailable while creating the template and must be
entered when the individual or mass requests are customized.

Note: These procedures are written using the Reserve Orders Request Worksheet window.
The same input procedures apply to the Template window. Any differences are explained where
appropriate.

The worksheet window displays the following information in the upper right corner of all tabs:
. Template Identification Number

Tab Summary

Note: For details on completing the prompts for each tab, refer to the Reserve Orders
Request Worksheet topic.

> Do any of the following:

Note: Enter information in each of following tabs in sequential order. You cannot proceed to the
next tab unless you have entered or saved all the required data from the previous tab.

. If you want to indicate reasons for a special assignment, select the General tab.

) If you want to view or modify the information about when and where the members will be
traveling, select the Duty Period tab.

. If you want to view or update information about how to contact the members or deliver
documents to the members, select the Address tab.

. If you want to select funding sources, lodging requirements, mode of travel, quarters, and
messing availability, select the Travel tab.

. If you want to indicate any security clearance the members require, select the Security
tab.

. If you want to attach miscellaneous standard paragraphs into the members’ orders, select

the Misc Std Paragraphs tab.

. If you want to attach any customized paragraphs into the members’ orders, select the
Non-Std Paragraphs tab.
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To Delete the Template
1. Choose Delete Template. A message prompts you to confirm the delete process.

2. Do one of the following:

. To delete the request, choose Yes.

. To cancel, choose No.
To Save the Template

1. Choose Save Template.

Note: A message informs you that the changes to the template have been saved.
2. Choose OK. You return to the Reserve Orders Request Worksheet (Template)

window.

To Exit this Window

> Choose Cancel. You return to the previous window.

Modify Template in User's Order Writing Activity

Thiswindow allows you to select templates for modification or deletion or to print alist of existing
templ ates.

How Do | Get Here?
1. Begin on any ROWS window.

2. From the Order Processing menu, select Template, and then choose Modify. The Modify
Template in User's Order Writing Activity window opens.

3. If you want to change the title of the template, in the Template Description box,
type a new title for the template.

4. Do one of the following:

° If you want to change the template to apply to both officers and enlisted members, select
Both Officer and Enlisted.

. If you want to change the template to apply to enlisted members, select Enlisted.

. If you want to change the template to apply to officers, select Officer.

5. Choose OK. The Reserve Orders Request Worksheet (Template) window opens.

The window displays the following information:

. Order Writing Activity
. Template ID

. Template Description
o Generation Date
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To Modify a Template (See above window)
> Select the template you want to modify and choose OK. The Templates window opens.

Templates

Template Dezscription;
MCAS CHERRY FT. MC [EMLISTED]

Thiz template will apply to:

" Both Enlisted and Officer €% Enlizted Only ¢ Officer Only

All guestionz will apply to evenone in the basz Order.

RE208 [ ok | concel |

Copy Template to User's Order Writing Activity

Thiswindow displays alist of the templates owned by other Order Writing Activities (OWA). Y ou cannot
modify the other templates, but you copy can copy them to use for your own OWA.

How Do | Get Here?
1. Begin on any ROWS window.

2. From the Order Processing menu, select Template, and then choose Copy From Other
Order Writing Activity. The View All Templates window opens.

The window displays the following information:

. Owning OWA

. Template ID

. Template Description
. Generation Date
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To Copy a Template from Another Work Center

> Select the template you want to copy and choose OK. The Templates window opens.

Templates

Thiz Template cannat be changed zince it belongs to another
Order Wiiting Activity, However, you may continue and it will be
zaved az a new template for pour Order YWWriting Activity,

Template Description:
4TH Mavy HO REVIE™ 772 MAG4I EMLISTED MOB

T hiz ternplate will apply to;

™ Both Enlisted and Officer  © Enlisted Only £ Officer Only

All guestionz will apply to evenyone in the kass Order.

RE 206 Ok I Cancel
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To Print the List of Templates
> Choose Print.

To Exit this Window

> Choose Close. You return to the previous window.

Generate Mass

This window indicates the progress of the mass order process and allows you to cancel the process before it

iscomplete.

How Do | Get Here?
1. Begin on any ROWS window.

2. From the Order Processing menu, select Request Entry, select New Request, and
then choose Multiple. The Mass Orders window opens.
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3. Choose item from the selection list. Select item from template list.

4. Choose Execute. The Generate Mass window opens.
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i ROWS

I[=] E3

File Selection DOrder Processing  Approval:  Comptroller  Travel Utlties  ‘Window Help

W¥=alk

Generate Mass

Procezzing Complete

Tatal

Cantral Tracking Mumber: 166
Mumber of Rezervists to Process: 3

Processed: 3
Saved but Mot Routed: 2
Saved and Routed: 1
Mot Saved [Imealid S5M] 0

Cloze

Ready
The window displays the following information:

Now Processing Record for:

Aug 17, 2000 10:36:59 am

Theinformation in this box is displayed one record at atime.

. Tracking Number
. Social Security Number
. Member Name

Control Tracking

Control Tracking Number

Total Number of Reservists to Process
Number of Members Processed

Number of Members Saved but Not Routed
Number of Members Saved and Routed
Number of Members Not Saved (Invalid SSN)

Last Error

Type of Error
Description of Error
Social Security Number
Tracking Number
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To Stop Processing

1. If available, choose Stop Processing. A message prompts you to confirm that you want to
stop processing and to delete all orders produced so far.

2. Do one of the following:
. To stop, choose Yes. You return to the Generate Mass window.

. To continue, choose No. You return to the Generate Mass window.

The window displays the following information:

. Processing Cancelled
. Control Tracking Number

To Exit this Window

> Choose Close. The Broadcast Information window opens.

Mass Pullback Orders

Thiswindow allows you to select and PULLBACK several orders for a control tracking number at once.

NOTE: Thiswill disassociate the orders from the Mass OrderControl Tracking Number

How Do | Get Here?
1. Begin on any ROWS window.

2. From the Order Processing menu, select Request Entry, select Edit Request or
Modify Order, select Multiple.
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The Mass Pullback Orders window opens. Select the Control Tracking Number from the

drop down box. The orders for the selected control tracking number will be displayed.

The window displays the following information for the selected Control Tracking Number:

Tracking Number
Modification Number
SSN

Present Grade

First Name

Last Name
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To Select Records to be Pulled Back from Routing

¢ &6 hWN P

. Select or highlight record(s) to be pulled back from all routings.
. Choose Pullback Selected Requests.
. A message window opens and prompts you to confirm the Pullback process.
Do one of the following:
To Pullback records, choose Yes.
To cancel the pullback of the selected records, choose No.
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Romuestbny

@ Do wou wish to delete all routings and pull the zelected arder requests back to Request Entry?

BEC121

5. If yes is selected, another information window opens alerting that requests
for the selected records have been pulled back into Request Entry. They can
be seen or selected from the Saved Requests menu from Orders Processing.

6. Select OK to return to Mass Modify Orders window.

Pullback Mass Orders |

@ Selected Order Requests for Contral Tracking Mumber 249 have been pulled back. They can be edited from the
zaved list.

EC121
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Mass Cancel Orders
Thiswindow allows you to select and cancel several ordersfor acontrol tracking number at once.

How Do | Get Here?
1. Begin on any ROWS window.

2. From the Order Processing menu, select Request Entry, select Cancel Order,

and then choose Multiple. The Mass Cancel Orders window opens.
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To Review Orders for Cancellation
> In the Control Tracking Numbers box, select the desired number.

The Mass Cancel tab displays the following information:
Tracking Number

Modification Number

Social Security Number

Present Grade

First Name

Last Name

Ref: (B)
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To Indicate the Reason for Mass Cancellation (See above window)
1. Inthe Reason for Cancellation box, type the reason.

2. Inthe Ref: (A) box, type the source of the cancellation (phone conversation, verbal or written
confirmation, etc.). This information is required.

To Cancel Selected Orders (See above window)

1. Select one or more orders to cancel.

2. Choose Cancel Selected Orders. A message informs you that the orders have been
forwarded to Authentication for cancellation.

3. Choose OK. You return to the Mass Cancel Orders window.

To Cancel All Orders (See above window)

1. Select Select All.

2. Choose Cancel Selected Orders. A message informs you that the orders have been
forwarded to Authentication for cancellation.

3. Choose OK. You return to the Mass Cancel Orders window.

To Exit this Window

> Choose Close. You return to the previous window.

System Generated Modification

This window allows you to view unauthenticated and authenticated system generated
modifications and to delete any authenticated records.

How Do | Get Here?

1. Begin on any ROWS window.

2. From the Order Processing menu, select Request Views. Choose System Generated
Modifications..

Thiswindow displays the following information:
System Generated Mods:

Control Tracking #
Tracking Number
Social Security Number
Name

Start Date

End Date

Total Days

Order Type
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To Delete Orders
1. From the Authenticated System Generated Mods list, select a member.

2. Choose Delete. The record is deleted from the list.

To Exit this Window

> Do one of the following:
o To save all actions completed, choose OK. You return to the Broadcast window.
. If you want to leave the window without saving, choose Cancel. You return to the

Broadcast window.
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Order Cancellation

Thiswindow allows you to indicate why an individua order must be cancelled and to proceed with the
cancellation process. Y ou cannot continue without entering a reason.

How Do | Get Here?
1. Begin on any ROWS window.

2. From the Order Processing menu, select Request Entry, select Cancel Order, and
then choose Individual. The Request for Cancellation to Orders window opens.

3. Choose OK. The Order Cancellation window opens.

The window displays the following information:

Tracking Number

Last Name

First Name

Middle Initials

Social Security Number

Order Status

Reference B: Tracking Number and Duty Dates

Order Cancellation |
ORDER CANCELLATIOM
Tracking Mumber  Last Mame First Mame  Mid Initial: ~ 55M Order Statuz

751839 MAZZARESE JI JOSEFH |:| IMITIAL

Reason for Cancellation:
'The reazon for cancellation will be writter on the orderz, so pleaze use complete zentences.'

Fief: [&)

Ref [BIlR0v/S ORDERS TRACKING: 751839 (DTD 20010719

Are pou sure that you want to cancel thig order?

RET00 TES HO
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To Cancel an Order
1. Inthe Reason for Cancellation box, type the reason the orders must be cancelled.

2. If applicable, in the Ref: (A) box, type the name of the individual who approved the
cancellation or the location of supporting documentation.

3. Choose Yes. A message informs you that the order has been forwarded to Authentication for
cancellation.

Order Cancellation |

ORDER CAMCELLATIOMN

Tracking Mumber  Last Hame Firgt Mame kid Initialz Order Status
7A1839 MAZZARESE )l JOSEPH IMITIAL

Feazon for Cancellation:
‘The reason for cancellation will be written on the orders. so pleaze uze complete sentences.'

JUST & TEST FOR HELF

Order Cancellation

Fef
@ Order tar tracking number 751839 will be routed to Authentication far cancellation
Ref:

REIL BC121

4. Choose OK. You return to the Broadcast Information window.
NOTE: Only the Requestor or the Authenticator are permitted to cancel an orders.
An information window (displayed below) will be displayed if someone is

attempting to cancel a set of orders without the proper authority.

Cancel Orders I

@ Orily the requestor or the authenticator are permitted bo cancel an order.
Authenticator, ETH MT BN 4TH FS5G. RED BAMEK, MJ
LS FOS&R-CAIMN Telephone: 1410065407
Reguestar: ALL ORDER “WRITIMNG ACTIVITIES
Telephone: <UREROW M=

BC121

To Exit this Window

. Choose No. You return to the previous Broadcast Information window.
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To Search by Tracking Number

Under Search By, select Tracking Number.
2. Inthe Tracking Number box, type the 5-digit number.
3. Choose OK. The Order Cancellation window opens.

(See window at bottom of this topic.)
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To Search by Social Security Number and Fiscal Year

Under Search By, select SSN & FY.
In the SSN box, type the member’'s SSN.

1.

2

3. Inthe Fiscal Year list, select the year.

4. Onthe SSN/Fiscal Year Search Result tab, select the desired record.
5

See page 125 for Cancellation reason page.
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IPP Request

Thiswindow enables you to add a request, to delete arequest, or to work on any disapproved requests for
an In Progress Payment (1PP) for a member whose orders have been authenticated. This process will not
create the payment. The payment comes from MCTFS after the Unit Diary Clerk enters the information on
UD/MIPS.

How Do | Get Here?

1. Begin on the IPP Request Select Order, the IPP Request Select Modification, or
Disapproved IPP windows.

2. Choose OK. The IPP Request window opens.

Thiswindow contains the following information:
Member’'s Name

Social Security Number

Orders Start Date

Orders End Date

Order Type

IPP Start Date

IPP End Date

IPP Request Date

Approved

Fie Gelecian  Didei Paseiird  Abosak  Comgdiols Tisesl USled  O@hebes  Heln
iy W o= &l X
Fogued bor MEZZARESE JRUDSEFH s8R ]
Shsi/E ndl Doste: 2000 A7 - 20010705 Codes Teps afsnag -I-iu"
Al PP Pravicundy Ascgoected for Trackng Humbes L
IPE SisitDate  [FEERd Dats |FP Eeausil Dabs  Sidiined WVEPEE. YEFEE. VEPEE.
4] I I
Pleay PP Reguert Dwies
Stmri s Ermd Cuabe
| Earetes [ononmaca
[ aoo ] | Dewe | Coaes
Sxpatmm Admn - &1 Commands - 00 OADER WAITIRG SCTRATIES
Flsshy Jdud 5 AN 11:449:14 am
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To Add an IPP Request (see above window)

1. Under New IPP Request Dates,
a. In the Start Date box, type the starting IPP date in YYYY/MM/DD format.
b. In the End Date box, type the ending IPP date in YYYY/MM/DD format.

Note: The date range must fall within the orders start and end dates.

2. Choose Add. The new IPP request is displayed in the list with a request date of today
and an approved status of No.

3. To route to IPP Approver, choose OK.

To Delete an IPP Request
1. Inthe All IPP’s Previously Requested list, select an IPP request.
2. Choose Delete. A message prompts you to confirm the delete process.

3. Do one of the following:

° To delete the request, choose Yes.
. To cancel, choose No.
Fis I Dreiar | v SApmovalk Comphocls Jrevsl Leleses Ssndos Haelp

i W o S W o=

FMasgpomat for MAZTAFECSE JALUIOZEFH 1]
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To Exit this Window

> Do one of the following:

. To save all of the changes you made, choose OK. You return to the previous window.
. To cancel the changes you made, choose Cancel. You return to the previous
window.

IPP Request Select Modification

Thiswindow allows you to locate all requests/orders for amember you wish to request an In Progress
Payment (IPP) for.

How Do | Get Here?
Begin on any ROWS window.

From the Order Processing menu, select IPP Request, and then choose New.

Select SSN or Tracking Number.
Choose OK. The IPP Request Select Modification window opens.

1
2
3. The IPP Request Select Order window opens.
4
5
6. Make the modification and save it.

FILTwS =
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Current Requests

This section includes information on regquests that have not been authenticated.

Orders on Files

This section includes information on regquests that have been authenticated.
Both of these sections contain the following information:

Tracking Number

Modification Number
Social Security Number

Name
Grade

Starting/Ending Dates

Total Days
FY

Order Type
Status
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To Select a Request
> Select the request and choose OK. The IPP Request window opens.

Fis Selsciion [ide Fiocesdng  Ghoeowsls  Comphiobss  Temwsl  Uslies  edos  Hels
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To Exit this Window
> Choose Cancel. You return to the previous window.
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Disapproved IPP

Thiswindow allows you to view In Progress Payment (IPP) requests that have been disapproved and to
resubmit them for approval or deletion, if applicable.

How Do | Get Here?
1. Begin on any ROWS window.

2. From the Order Processing menu, select IPP Request, and then choose Disapproved.
The Disapproved IPP window opens.

This window contains the following information:
Tracking Number

Social Security Number

Name

Starting Date

End Date

Total Days

Order Type

Reason for Disapproval

Fila ITelciton Dde Mocsscong Sppovslr Complrolsr Jrevsl Ubes  ndos Haelp
i W = B X
I bs mpend PP
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Fioady Jul 19, 2001 104308 am
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To Resubmit a Request

Select the request.

Choose OK. The IPP Request window opens.

Select the disapproved record in the All IPPs Previously Requested list.
Choose Delete.

To input new dates, choose Add.

2 T A

To route to the IPP Approver, choose OK.
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To Exit this Window

> Choose Close. You return to the previous window.
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Saved Requests

Thiswindow allows you to view alist of saved requests and delete requests for individual s or groups.
The group orders must have the same control tracking number. Individual orders have a control tracking
number of zero. Disapproved requests remain on the list until they are deleted.

How Do | Get Here?
1. Begin on any ROWS window.

2. From the Order Processing menu, select Request Views, and then choose Saved
Requests. The All Requests In A Saved Status window opens.

Thiswindow displays the following information:
Control Tracking Number
Tracking Number
Modification Number
Social Security Number
Name

Grade

Start and End Dates
Total Days

Fiscal Year

Status
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(] GEdE 1 HIHEL..H:IHH E2 :mu.mm :rum-m-iz 13 2000 INITIAL
[i] EESETIE
[1] [FE D
1] [ 1] 4 TATLOM Ml O O SDESTH - SO0 ADERSS0 17 2000 0D
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To Select a Member
1. In the All Requests in a Saved Status list, select a record.

2. Choose OK. If there are any hard holds for the selected member, a message informs you
of the hard holds. Choose OK. The Reserve Orders Request Worksheet opens.

To Delete a Member

1. In the All Requests in a Saved Status list, select a member.

2. Choose Delete. A message prompts you to confirm the delete process.

3. Do one of the following:

. If you want to delete the selected member, choose Yes. You return to the All Requests

In A Saved Status window.

. If you do not want to delete the member, choose No. You return to the All Requests In A
Saved Status window.

To Delete a Mass Order

1. In the Control Tracking Number box, type the tracking number.
Note: The tracking number cannot be zero.

2. Select Select for Mass Deletions.

3. Choose Delete.

To Exit this Window

> Choose Close.
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All Disapproved Requests

Thiswindow allows you to view disapproved requests/orders and delete requests for individuals and
groups. The group of orders have the same control tracking number. Individual orders have a control

tracking number of 0. Disapproved requests remain in thislist until you delete them.

How Do | Get Here?
1. Begin on any ROWS window.

2. From the Orders Processing menu, select Request Views, and then choose
Disapproved Requests. The All Disapproved Requests window opens.

The window displays the following information:
Control Tracking Number
Tracking Number

Modification Number

Social Security Number (SSN)
Name (Last, First, Middle Initial)
Grade

Start Date

End Date

Total Days

Fiscal Year

Status
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To Delete Disapproved Requests
1. Do one of the Following:
. In the All Disapproved Requests list, select one or more records.

. In the Control Tracking box, type the control tracking number, up to 4-digits and then
choose Select For Mass Deletions. The records that have the applicable control tracking
number are highlighted.

2. Choose Delete. A message prompts you to confirm that you want to delete the record(s).

3. Do one of the following:

. If you want to delete the record, choose Yes. The record is deleted and the file is
updated.
. If you do not want to delete the record, choose No. The record is not deleted and you

return to the All Disapproved Requests window.

To View the Details of a Request
1. Inthe All Disapproved Requests list, select the applicable record.

2. Choose OK. The Reserve Orders Request Worksheet window opens.

To Exit this Window

> Choose Close. You return to the previous window.

108



02/02/04
L:\AMCRSC\G-6\Entire ROWS Users Manuall.doc

Mass Orders Error List

This window displays a list of records that did not process correctly when a mass order was
generated or during fund approval or authentication. It allows you to print the list or to delete
individual records.

How Do | Get Here?
1. Begin on any ROWS window.

2. From the Order Processing menu, choose Mass Orders Error List. The Mass Orders
Error List window opens.

To View a List of Records that Did Not Process Correctly

> In the Control Tracking Number list, select the desired tracking number. The Error List
displays.

Thelist displays the following information:
o Error Origin — (The example lists FA which means the fund approval failed as there were
no funds allocated for that Fiscal Year, for that particular type of active duty and the command
selected).

. Tracking Number

. Social Security Number
. Name

. Error Description
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To Print a Report of Error Records (See above window)
> Choose Print.

To Delete Error Records (See above window)
1. Select one or more records you want to remove.
2. Choose Delete. A message prompts you to confirm the delete process.

3. Do one of the following:

° To delete the request, choose Yes. You return to the Mass Orders Error List window.

. To cancel, choose No. You return to the Mass Orders Error List window.

To Exit this Window

> Choose Close. You return to the previous window.

Final Settlement/Claim

This window allows you to process final settlement and the calculation of funds for a
single set of orders.

How Do | Get Here?
1. Begin on any ROWS window.

2. From the Order Processing menu, select Final Settlement. Choose Final
Settlement/Claims. The Final Settlement(Pay Admin) window opens.
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To View a Final Settlement Transaction
1. Inthe Fiscal Year list, select a year.

2. Do one of the following:

. If you want to search by tracking number, choose Tracking Number and in the value
box, type the 5-digit tracking number.

. If you want to search by SSN, choose SSN and in the value box, type the 10-character
SSN.

. If you want to search by the member's last name, choose Name and in the value box,

type the last name, up to 15 characters.
3. Choose Locate Order. If you selected tracking number, the orders display.

4. If you selected any of the other options, the Order Selection window opens. After selecting
the orders you want, you return to this window and the located orders display.

The window displays the following information:

Located Order

Tracking Number

Social Security Number

Name (Last, First, Middle Initial)
Start Date

End Date

Order Status

Tab Summary

> Do any of the following:

. If you want to view payment information or add claims or discrepancy notices, select the
Pay Admin tab.

. If you want to view IPP Requested information, select the Requested/Approved IPPs
tab.

. If you want to view cost information, select the Order Cost tab.

. If you want to view funding information, select the Order Funding tab.

. If you want to view IPPs Paid information, select the Reserve Active Duty 982 Rmk Info
tab.
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Note: If the number of days of active duty is less than the days covered by the original set of
orders, the orders of are automatically modified. If the days of active duty are more than the days
indicated on the original set of orders, the orders are automatically routed back to Request Entry
for modification, under system generated modifications.
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ORDER SEARCH:  Fiscal vear [2001 =3 ¢ Tracking Mumber - Heme || Locate Order Information |
Order Information |

Tracking H: SSH: 000000400 To 00000000 |

Pay Sdrnin | Requested approved IPP's | Reserve Sctive Duty 2382 BMEK Info | Order Cost | Order Funding |
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CP10S Ok | Cancel |

RB100
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Pay Admin Tab

Thistab allows you to add or view travel claims, input afinal settlement, and add discrepancies. Y ou can
attach discrepancies to the claim if more information is needed from the unit or the member.
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ToAdd aClam

1. Choose the Add Claim/Settlement button. A blank claim record appears below any
previous records.

2. Inthe Start box, type the date the member started the duty in YYYY/MM/DD format.

3. Inthe End box, type the date the member ended the duty in YYYY/MM/DD format.

4. Inthe Received box, type the date the claim was received in YYYY/MM/DD

format.

5. Inthe Sent to Disbursing box, type the date the claim was forwarded to
disbursing in YYYY/MM/DD format.

1 ROWS
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ORDER SEARCH:  Fiscal Year |2nn1 — " Tracking Number tf, ggme |?52312 Locate Order Informalinnl

Order Infarmation
’}racking # 752312 55M; LIMATOC, REMNATO R 2000/08/25 Tao 2001/08/31  IMITIAL

Pay Adrmin | Requested/Approved IPP': | Reszerve Active Duty /982 BE Info I Order Cost | Order Funding

Claim D atez Start [0000/00/00 End [0000/00/00
Heceivedlﬂﬂﬂﬂa’ﬂﬂfﬂﬂ Sent to Disbursing IDDDDEDDJDD
Sefflement EFT [ Diate Received [0000,/00,00

DOV # Urit Diary #]  Datef0000,00/00
EFT Date  JODOG/00/00 EFT Amaunt 00

Account # I

Comments
TravelClerk [ Uni Diary Elerkl— |—
Add Claim ¢ Settlementl Add Discrepancy Nnticel
1 1 j
1] | B
|Fieady | Aug 23, 2001 13537 pm 4

To Add a Settlement (see window above)

Once the claim has been received back from disbursing:

1. If you want to input settlement information for a previously submitted claim, scroll to
the claim you want to update.

2. Do one of the following:
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. If the member is to be paid electronically, select the EFT check box.

. If the member is to be paid by check, clear the EFT check box.

3. Inthe Date Received box, type the date the claim was received from disbursing in
YYYY/MM/DD format.

In the DOV # box, type the DOV number.

o &

In the Unit Dairy # box, type the unit dairy number.
6. Inthe Date box, type the unit dairy date in YYYY/MM/DD format.
7. Inthe EFT Date box, type the EFT payment date in YYYY/MM/DD format
8. Inthe EFT Amount box, type the EFT payment amount.
9. Inthe Account # box, type the member’s account number.
10. If available, do all of the following:
h. In the Check Date box, type the date in YYYY/MM/DD format.

i. In the Check Amount box, type the amount of the check.

J- In the Check # box, type the check number.

k. In the Mailed to box, type the name of the recipient

l. In the Mailed Date box, type the date the check was mailed in YYYY/MM/DD format.
m. In the Mailed By list, select the name of the individual who mailed the check.

11. Inthe Comments box, enter any applicable comments.
12. Inthe Travel Clerk box, type the name of clerk who initiated the order.

13. In the Unit Diary Clerk box, type the name of the clerk who initiated the claim.
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To Add a Discrepancy Notice

1. Select the member’s orders that you want to add discrepancy information.
2. Choose Add Discrepancy Notice. A blank discrepancy notice appears.
In the Originator box, type the name of the person who started the claim.
In the Date Received box, type the date the claim was received in YYYY/MM/DD
format.
5. Inthe Date Sent To Member box, type the date in YYYY/MM/DD format that the
date claim was sent back to the member.
6. Under Resolved Within Unit, do one of the following
* |If the discrepancy was resolved within the unit, select Yes. If not, select No.
7. Inthe Reason list, select the reason for discrepancy.

In the Comment box, enter any applicable comments.

| ROWS =]
File  Selection  Order Processing  Approvals  Comptroller Travel  Utilities  Window  Help
o7 = &0 x
i Final Settlement - Pay Admin [Pay Admin Claim/Settlement 1 of 1 - Dizcrepancy Notice 1 of 1] E
OFDER SEARCH:  Fiscal Year |2nm = & Tracking Number F_ ggme I—?52312 Locate Order |nfmma“m|
Order Information B
F’racking #: 7R2AZ 55H: I:I LIMATOC, REMATO R 2001/08/25 To 2001408431 IMITIAL
Pay &drnin | R equested/dpproved PPz I Rezerve Active Duby 982 RME Info | Order Cost I Order Funding I
Claim Dates  Start [0000/00/00 End [0000./00./00 Dizcrepancy Motice 1=
Received[0000/00/00 | Sent to Distursing [0000/00/00 Originator |
Setfement EFTfw  Date Received [0000/00/00 DateFeceived  [0000/00/00
DOV # Unit Diary #] | Date[0000/00/00 Date Sent To Member [1000/00/00
EFT Date  [0000/00/00  EFT &mount i Fesalved Within L nit |  es T No
Account I Feazon I ;I
Cormment
Comments o
Travel Clerk, Unit Diary Elerkl ;I
Add Claim £ Settlementl idd Dizcrepancy Nu:utic:eEI :I
1 1 i
1| | B
|Feady | g 23, 2001 1:4232 pm 4
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Requested/Approved IPPs Tab

Thistab alows you to view PP requests that have been requested and/or approved. It displays the
following information:

. Start Date

. End Date

. Request Date
[ )

Approver Rank and NameRequestor Rank and Name

RITW'S ™= E3
Fie  Geleoforn  Qides Pacoessng  Appiosesls Corpiolss  Tuvesd  Llilses  wfindosw  Help
W s &S X
| Famal Sedilemend - In Piodgisss Fagpmaml
=] =
OADER SEAACH  Fiocal vem [2007 2] Tracking Mumber IC gma 717 Lot Drdes Indormaiion |
Oicher |rnibea rraatior
Tracking H: PEIHT S8M: [ 1 CoALINJR AOBERTJ 20000640 To 2000 0E25  MOD
Py Adman | PMeegusdbad Wpproessd 1P e |ﬂ--mmnwmnunlm| Dr:h'I:.:u.l'l Clrcds I uanechiegg
&gt Dgim Ernd Dt Fiegua: Dale Appeoyer Fank / Hame
Fiueihod Flark / Hame
NMEZT AR 20 .TAa
b EOESR-CalM. UMD =
2ENMMEE] AR 200ATAIR
] EOSAR-CalM. UMD =
o | Canem |
Sypubam Aciman - dd L cr -&LL OADEA WWHAITIMG ACTrRATIES
P pwiye Juld 18, 2001 357 78 pm

Order Cost Tab

Thistab alows you to view all costs associated with the member’s orders and displays the following
information:

Pay and Allowance Costs

. Fiscal Year
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Base Pay
Special Pay
Bah Pay
Total

Total P&A

Travel Costs

Fiscal Year
Air Cost
POV Cost
POV Mileage
Total

Total Travel

Per Diem Costs

Fiscal Year
Quarters Messing
Incidental

Rental Car
Conference Fees
Total

Total Per Diem

Miscellaneous Costs

Fiscal Year
Conference Fees
Rental Car

Total

Total Miscellaneous
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Order Funding Tab

Thistab alows you to view the line of appropriation associated with a set of orders and displays the

following information:

Fiscal Year
Appropriation Type
Pay Amount

Line of Appropriation

Fis Geeciion  [Dids Processing  Sppeowsls Comphmlsr  Towwvsl  loec  SYyradose el

iy ¥ = R x

R |

ORGER SEANCH:  Ficalves [21 2] * TmckingWumbe: " Hame =757 Liscate Dhvchen Irdamation: |

™ 5%H
Olrciet Indoermation
Tiacking #: 7TSITH7 B5i: [ | CARLIWJAAOBERT J 2000 AEAH To J001A0E425 MO0

Pay ddmin | Fioquesed/appioved IPP's | Aeserve Active Duly /982 RME Info | Deder Cost | Dides Furvies ||
Fisonl Vasr Sppropiistion Teps  Fay dmount  Line OF Soonoprishicn

20 Py & Alowance $307 20 1791108273301 1 30E50006 784 320 DF R 2S000005 1 800
Zm P D 425 00 1777 10EET 32021 30632006 7 43200 DFRL2500000 4601
i Travenl 500 17711 ERC R SO P AT PR L 2S00000T RN

Sy B - AN Cornnarch - SLL ORDER WRITING ACTRITIES

sty Sl T 0 A0 ET pm
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Reserve Active Duty 982 Rmk Info Tab

Thistab alows you to view the MCTFS 982 RMK Information to indicate the days for which the member

has been paid. Thistab displays the following information:
. 982 Remark Sequence Number

Reserve Active Duty From Date

Reserve Active Duty To Date

Reserve Active Duty Day PD Quantity
Reserve Active Duty Status Code

Reserve Active Duty Category Code

T
File  Gsdacionn  Dhider Frossswng  SApreoesk  Covphiolks Tovesl  Ublies  Wiedes  Help
- x

=] E3

ORDER SEARCH:  Flcal s [2001 g * TeackingHumber [ Nama | [Foiers Locets Dider Infoumaion
D Irfoemasticn
Tracking & TS1717 SEM | EARLN O AOBEAT J COOASSE To NENSDESS  MOD
P e | A Py Ppm— o muwmxnuulmuln.“m|nmiml
LT FME M Sokrys Liusy Har Ao Liusy Moz ficivs Uuly  Fea Achers Deaty Fles Scies Dwlp
GEQ H Froan Dhphs T Dot Drpwy PO Qs ity Srhuy Code Cadegoiy Code
a| | L}
oe | Coca |
Syaimm Admen - Al Commarsdy - &LL OADER WHITING ACTPATES
Fead: Jud 10, 2001 4:04:22 pro

To Exit this Window

> Choose Cancel.
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Approvals

This window recurs throughout the orders approval process and provides consistent functionality across

several phasesin the process. This topic describes the common functionality and identifies the phases that

use this window.

How Do | Get Here?

1. Begin on any ROWS window.

2. From the Approvals menu, make any selection so that a window with a list of
reservations comes up.

3. Select a reservation.

4. Choose OK. The Approvals window opens and displays the appropriate detail tabs.

The Approvalswindow consists of several main sections:

) Window Title

. Input Area

. Comments (button or box)
. Status Changes

. Command Buttons

When you have finished the form, you can add comments, approve, disapprove, or put the ordersin a

pending status.

: WS Mi=1E3
Bl Selecipn  Qidé Procesang Sppeteak Compholsi  Diresl Ubdes  Wiedos Help

W T &0 x

! Approvals - IPF
Tracking feE00s2 =ER | MOMENOCOLOHD, ALESISE ZOO0F0&S1F-I000007 01 DAyELL1E

P Stal /Erad Dk IFF Flaguss: Feguess! war  ADpiTyer Fmguscle Fesousmser
Draie Approwsd  Grads
(0000 7 A000ADEV20 2000 FDEATT Ha x EOsaR-CAM. LI
4 : _ _ _ _ _ _ _ _ _ x|
. Commerds | ™ Apgrowe 7 Dipspprovs 7 Pendng = I Lanz=| |__|:|

| | *
Fimmdy Jud 24, 2007 SIEE &
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Window Title

Thettitle indicates the phase in the approvals process you arein. The label in the window title bar indicates
you are modifying arequest for orders and the modification number. It displays the following information
about the orders you are modifying:

° Tracking Number

Member’s SSN

Member’'s Name

Order’s Start and End Dates

Number of Days

Input Area

This area displays phase-specific input and view-only tabs or fields that allow you to approve and modify
the request. modifications. Some fields are required, and some are optional.

Note: For details on completing the prompts for each phase, see the applicable approvals detail
topic.

Comments

Thisareais used to add or review comments. Comments may indicate why status changes have been made.
All disapprovals require a comment.

Status Changes

This areais used to change the status of the orders request. Orders can be approved, disapproved, or held
for further action.

Command Buttons

The following buttons appear in the lower right-hand corner of each of the Approvals windows:
o OK
o Cancel

Each of the window topics explains the specific actions that occur when you choose one of these buttons
relevant to the phase. If acommand button is dimmed, it is unavailable to you, either for this window or
until certain field(s) have been input.

To Change a Status

> Do one of the following:
. To concur with the orders, choose Approve, Authenticate, or Release, as applicable.
. To reject the orders, choose Disapprove. You must provide comments when you

disapprove a request for orders.

. To keep orders in your queue to address later, choose Pending.
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Authenticate/Review

Thiswindow allows you to authenticate or review the orders request, depending on your role. Once
authenticated, the request is an official set of orders.

How Do | Get Here?
1. Begin on any ROWS window.

2. From the Approvals menu, select Authentication/Reviewer, then choose
Authenticate/Review. The Authenticate window opens.

Thiswindow displays the following information:
Tracking Number

Social Security Number

Name

Start Date

End Date

Total Days

Order Type

Order Status

Fie  Gelecion  [ider Froceseng  Apgecesis  Compdlles Treeed  Llde:  wiedes  Hep
e F o= SR x
Fiiii P ik i Ak 5
Tiacking 8 55H | Haiw | Stan Dt | End Diate | Total Days]  Duder Type | Orddes Saatus
TE1E33) MAZZARESE JR, JOSEPH 20010701 20MHATAO7 7 0 ADSW CAMCEL
FEETT FEARCIDIY 'Y, ALLEM Al 2000 ABVE7 S0 A ) 4 APAD HITIAL
| LIPS, TRITLAL
TH2G| SONE. SMDEE W M AT 22 NATE 0 LEG THITIAL
THaA WELEWZUELS, AOBERTOD 200107725 a0l 0riar @ IN THITIAL
FEEs] LOFEZ, MIGLUEL & ZO0AOTAS AN AT B ADSw MOD
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I ITI_?‘I'I I -
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To Select a Record to Authenticate

1. Select a record from the list.
2. Choose OK. The Approvals-Authenticate window opens and displays the Authenticate
Detail tabs.

4;* (ROWS) Reserve Drder Writing System

File Selection Order Processing Approwals Comptroller  Travel  Utilities  Window  Help
|% Fai S B x
47> Approvals - Authenticate x|

Tracking #870214/0 SSN CHRISTOFHER IV, CHARLES W 2003 /03,/09-2003 /08702 L
| Mizc-Standard Paragraphs | Maon-Standard Paragraphs | Order Tracking |I
&uthenticator's Comments Spstem Generated Comments i

Order Delivery Method
" Message " Mail Dt [T Reviewsd " Authenticate ¢ Dizsapprove ©* Pending

™ Common Camier ™ Pick Up

Pending Orders oK. Cancel

Sl hs

To Exit this Window

> Choose Close.
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Approvals-Authenticate Detail
Thiswindow allows you to specify a method of orders delivery, change order status, add standard or non-
standard paragraphs to orders, and track orders.

How Do | Get Here?

Begin on any ROWS window.

From Approvals menu, select Authentication/Reviewer.
Select Authenticate/Review. The Authenticate window opens.
Select a reservation.

. Choose OK. The Approvals-Authenticate window opens and displays the Authenticate
etails information.

go M w N PRE

Tab Summary

> Do any of the following:

° If you want to attach a comment to the orders, select the Comments tab.

. If you want to select one or more miscellaneous standard paragraphs, select the Misc-
Standard Paragraphs tab.

. If you want to enter one or more non-standard paragraphs, select the Non-Standard
Paragraphs tab.

. If you want to view the tracking status on a member’s orders, select the Order Tracking
tab.
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Comments Tab (See previous window.)

To Attach A Comment

M=l E3

Window Help

> In the comments box, type the pertinent comments.

o ROWS

File  Selection Order Processing Approvals  Comptroller Travel  Utilities
W Fe S x

< Approvals - Authenticate

Tracking #7531e4,0 SSH HAR T,

‘ Mizc-Standard Paragraphs

Authenticator's Comments

l Mon-Standard Paragraphs

OUANE 1 2002,/02/21-2002 /02 /2% Days:s

Order Tracking

Syztem Generated Comments

Order Delivery kMethod
" Mail Out
" Commaon Carier ™ Pick Up

[ | Reviews
" Message

Pending Orders

d " Authenticate € Dizapprove ™ Pending

Ok, LCancel

LCloge

Sustern Admin - Al Cormmands - ALL ORDER WRITIMG ACTIVITIES

Ready

Mow 13, 2001 11:05:50 am

126



02/02/04
L:\AMCRSC\G-6\Entire ROWS Users Manuall.doc

To Select an Order Delivery Method

> Under Order Delivery Method, select one of the following:

. To deliver orders by naval message or similar means, select Message.

. To indicate that orders are to be sent via Federal Express, Airborne, or other delivery
service, select Common Carrier.

) To indicate that orders are to be sent via the U.S. Postal Service, select Mail Out.

. To indicate that orders are to be sent via a pre-designated pick-up location, select Pick
Up.

To Mark the Orders as Reviewed Within the Reviewer Role

> When you, as the Reviewer, have completed your review of the orders, select the
Reviewed check box.

To Change the Status of Orders

1. Do one of the following:

. To approve the orders for authentication, select Authenticate.
) To disapprove the orders for authentication, select Disapprove.
. To place the orders on hold, select Pending.

The selected status displays at the bottom of the window in bold face type.

2. Choose OK. You return to the Authenticate window.
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Misc-Standard ParagraphsTab

To Attach a Standard Paragraph

> In the list, select or deselect all of the applicable paragraph check boxes that apply.
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Non-Standard Paragraphs Tab

To Attach a Non-Standard Paragraph
1. Choose Add. A blank text box opens.
2. Type the appropriate text.
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To Del
1.
2.

ete a Non-Standard Paragraph

Choose Delete. A message prompts you to confirm the delete process.

Do one of the following:
To delete the paragraph, choose Yes.

To cancel, choose No.

Delete Hon-5tandard Paragraph |

N

EC121

Delete thiz recard 7

To Locate a Specific Non-Standard Paragraph

>

Under Non-Standard Paragraph,

If you want to find a previous paragraph, choose Previous.

If you want to locate the first paragraph written, choose First.
If you want to locate the next paragraph, choose Next.

If you want to locate the last paragraph, choose Last.
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Order Tracking Tab

Thiswindow displays the following information:

Modification Number

Routed to

Action Type

Action Date/Time

Last Name of person who last touched the record
Rank

Tracking Comment

To Exit this Window

> Do one of the following:

. If you want to save your work, choose OK. You return to the Authenticate window.
. If you do not want to save your work, choose Cancel. You return to the Authenticate
window.
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Mass Authenticate
Thiswindow allows you to select a set of orders for mass authentication.

How Do | Get Here?
1. Begin on any ROWS window.

2. From the Approvals menu, select Authentication/Reviewer and choose Mass
Authenticate. The Mass Authenticate window opens.

Thiswindow displays the following information:

. Control Tracking Number
. Start Date

) End Date

. Total Days

. Order Type
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To Select a Set of Ordersfor Authentication

1. Select the desired set from the list.

2. Choose OK. The Approvals-Mass Authenticate window opens and displays the Mass

Authenticate Detail information.

| N
Ein Gelection Orer Paoossing fogeowsls Compiroler Travel Ltities Window  Help
W TR & x

M= E3

| Approvals - Mass Authentooasie
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™ Authenticate T Disappows ™ Pendig

Pending —

|

ITIJ:mTIf

R

To Exit this Window

> Choose Close. You return to the previous window.

Jud 32001 25703 pm
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To Attach Comments

1. Do one of the following, as applicable:

. Choose Comments. The Comments box opens.
. Choose the Comments tab.
. In the available comments box, ...

2. Type the appropriate comments.

IPP Approval Comment Bezponse Window

Feazon for action is

Cr004 ak

LCancel

See also:

Authenticate/Review
Authenticate Detail

In Progress Payment
Mass Authenticate

M ass Authenticate Detail
Orderson Hold

Orderson Hold Detail
Reserve Affairs Waivers
Security Detail

Travel Cancellations
Travel Cancellations Detail
Travel Reservations
Travel Reservations Detail
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Mass Authenticate Detail

Thiswindow allows you to specify if orders for individual membersin a group should be set for
authentication, disapproval, or pending status.

How Do | Get Here?

1. Begin on any ROWS window.

2. From the Approvals menu, select Authentication/Reviewer and choose Mass
Authenticate. The Mass Authenticate window opens.

3. Select the desired set from the list.

4. Choose OK. The Approvals-Mass Authenticate window opens and displays the Mass

Authenticate Detail information.

Thiswindow displays the following information:
Available List

Membersin thislist can be selected for approval, disapproval, or pending status.

. Tracking Number
. SSN
. Name

Selected List
Membersin thislist have been selected for approval, disapproval, or pending status.

. Tracking Number
. SSN
. Name
Fhe  Seloonon Qo Fiocessnd  Sooiesk  Comodoles  Timesl  Uieess  wiodow  Heko
o B md S W
: . =
mlwlw | ¥, RiChARs:
- 1 I
5 | |
T Sianerlioss 1 DREDD0ws O Pendag Farndindg
| o ] cwca |
Haady Juld 2321 4140 pen

To Move a Member from One List to Another
1. Select the desired member.

2. Select the single arrow button.
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To Move All Members from One List to Another

» Select the double arrow button.

To Approve Selected Orders for Authentication
1. Select Authenticate.

2. Choose OK. A message prompts you to confirm the authentication process.

Confirmation |

@ Are pou sune you wank b continue b Authenticate the Selected

Orders?
k. | E

3. Do one of the following:

e To authenticate, choose OK. The Authentication of Selected Orders window opens.

g Bl i ol Seleg b Dlndeas

Mamn Crdar - Cancral Tracecing & 3144

Lammonin

aF Cancel

e To cancel, choose Cancel. You return to the Approvals-Mass Authenticate window.
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To Disapprove Selected Orders

1. Select Disapprove.
2. Choose OK. A message prompts you to confirm the disapproval process.

Confirmation |

@ Are pou sure you want bo continue bo Dizapprove the Selected Orders?

EC121

3. Do one of the following:
e To proceed, choose OK. The Disapproval of Selected Orders window opens.

e To cancel, choose Cancel. You return to the Approvals-Mass Authenticate
window.

Disapgiavesd of Selersed Dideis
MALE DI - COADET TEACRIAD & 340
Cliparpyoyed Dsrerenkp

B

e | cees |

To Place Selected Orders in Pending Status

1. Select Pending.
2. Choose OK. You return to the Mass Authenticate window.

To Exit this Window
» Choose Cancel. You return to the Mass Authenticate window.
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Reserve Affairs Waivers

Thiswindow allows you to grant waivers for members with PCS orders and with active service

approaching 17 years, over 179 days of active duty in afiscal year, and over 139 days of active duty orders

requesting per diem. Reserve Affairsis also responsible for granting waivers regarding extended and
additional annual training. Thisrole can only be assigned to users at Headquarters, Marine Corps.

How Do | Get Here?

1. Begin on any ROWS window.

2. From the Approvals menu, choose RA Waiver. The Reserve Affairs Waivers window

opens.

Thiswindow displays the following information:
Control Tracking Number

Tracking Number

Social Security Number

Name

Start Date

End Date

Total Days

Order Type

Congl | Tracking|  55H [Tpe Stax Date | End Date | Toisl | Deder Type
Treskieng | Musvibed D
o reooas HAADT MICHAEL C WO ATEE OOIRE 1 ANFLSL TR
o by ] BARLT JUSTIHF SN AUSFED A4 140 ALTIWE DUTY 5!
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| 1 "
it [T e ] . -
1 _ i _I_I
Raady Jd 23 2001 123737 pm
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To Make A Selection
1. Select a member from the Reserve Affairs Waivers list.

2. Choose OK. The Approve/Disapprove Waivers window opens.

To Exit this Window
» Choose Close.
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Approve-Disapprove Waivers

Thiswindow allows you to approve or disapprove waivers and include necessary comments. Only RA
Waiver users have access to this window.

How Do | Get Here?

1. Beginon any ROWS window

2. Fromthe Approvals menu, select RA Waiver. The Reserve Affairs Waiverswindow opens.
3. Select areservation.

4. Choose OK. The Approve/Disapprove Waiver s window opens.

This window displays the following information:
Request for

Tracking Number

Social Security Number

Order Type

Order Status

Start Date

End Date

Total Days

Waivers Justification
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To Approve or Disapprove a Waiver

1. Do one of the following:

e If you want to approve a waiver, select Approve. Choose OK. Reserve Affairs
Waiver window comes up.

e If you want to disapprove a waiver, select Disapprove. A comments box opens. See
the Enter Comments topic for more information.

Additional AT Waiver Disapproved Ed |

Thiz waiver was dizapproved because:

AP102 Ok, Cancel

Note: If more than one approval is required, a disapproval for one will disapprove
all.

Choose OK. Reserve Affairs Disapproval window comes up.

RESERVE AFFAIRS DISAPPROVAL

& Do pau wish ko dizapprave this waiver?
If ane waiver iz disapproved then the request will be routed back to Request Entyl

BC1A
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To Attach Comments to a Waiver

1. Choose Comments for the applicable waiver. A comments box opens. See the Enter
Comments topic for more information.

2. Choose OK. You return to the Approve/Disapprove Waivers window.

Additional AT Waiver Disapproved [ x| |

Thiz waiver waz dizapproved because:

AP0 ok Cancel
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To View the Annual Training History

» Choose AT History. The AT History for Current FY window opens.

To View Orders History

» Choose Orders History. The Orders History for window opens.

To Exit this Window

» Choose Cancel.
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Fund Approval Selection List

Thiswindow lists members whose orders are ready for approval of funds. Ordersin progress but not ready
for approva are listed in the bottom half of the window with the same information being displayed. They

are awaiting action in the routing process, and are view only.

How Do | Get Here?
1. Begin on any ROWS window.

2. From the Approvals menu, select Fund Approval, then choose Individual. The Fund

Approval Selection List window opens.

Thiswindow displays the following information:
Tracking Number

Social Security Number

Name

Start Date

End Date

Order Type
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Approvals-Fund Approval

Thiswindow allows you to approve funds, change the status, and add comments for orders awaiting
approval of funds.

How Do | Get Here?

1.

2
3
4,
5

Begin on any Rows window.

From Approvals menu, select Fund Approval.

Select Individual. The Fund Approval Selection List window opens.
Select a reservation.

Choose OK. The Approvals-Fund Approval window opens.

This window displays the following information:

Tracking Number
Social Security Number
Name

Start Date

End Date
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Tab Summary
» Do any of the following:

¢ If you want to change the status, add comments, or route to another work center, choose
the Approval tab.

e |f you want to view pay and allowance, per diem, committed travel, or miscellaneous
costs, choose the Order Cost tab.

e |f you want to view a summary of category costs, choose the Order Funding tab.
e If you want to view fund allocations, choose the Funds tab.

e If you want to view reservations, choose the Reservations tab.

Approval Tab (Seethe previous window.)

Thiswindow allows you to change the status of a selected member’s orders, add comments, and view
information regarding the approval process.

This tab displays the following information:
e Action

Comment

Amount

Fiscal Year

Appropriation Type

Work Center
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To Change the Status
1. Inthe Action column, do one of the following for each fund request:

e If you want to approve the funding, choose Approved.

e If you want to disapprove the funding, choose Disapproved. A disapproved
comments box opens. (See Enter Comments topic.)

Fund Approval Hequest iz Disapproved |

Thiz request was dizapproved because:

Chi004 ok Cancel

e If you want to put the funding on hold, choose Pending.

e If you want to route orders to another section, choose Route. The Route To list
appears.

2. If you selected the Route action, in the Route To list, select or type the name of the
destination.
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To Change the Status for All Fund Requests
» Do one of the following:

e If you want to approve all the fund requests for these orders, choose Set All to
Approve.

e If you want to disapprove all the fund requests for these orders, choose Set all to
Disapprove.

To Add Comments to an Action

» For each fund request, select the Comment check box. The appropriate comment
window opens. See the Enter Comments topic for more information.

Note: Comments typed in the comments boxes show up in the Tracking Comment
box, located in Request Entry, when you choose OK.

Fund Approval Bequest is Approved Ed |

Thiz request was approved because;

ChA004 ok, Cancel

To View Active Duty Annual Training
» Choose AT History. The AT History for Current FY window opens.
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To View Active Duty Special Work
» Choose ADSW History. The Orders History for window opens.
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Order Cost Tab

Thistab allows you to view the costs associated with orders for the selected member. Thiswindow is view

only.
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Pay and Allowance Cost area

Fiscal Year: The fiscal year in which the funds will be expended, in YYYY format.

Base Pay: The member’s basic pay for the period covered by the orders in the fiscal
year.

Special Pay: Cost of conference fees, tolls, etc.

Basic Allowance for Housing Pay: Allowance for quarters for the period covered by the
orders in the fiscal year.

Basic Allowance for Subsistence Pay: Allowance for subsistence for the period
covered by the orders in the fiscal year.

Total: Total of pay and allowances for the period covered by the orders in the fiscal year.

Total P&A: The total estimated pay and allowances cost for these orders.

Per Diem Costs area

Fiscal Year: The fiscal year in which the funds will be expended, in YYYY format.

Quarters: The daily cost of a hotel or motel room or Government Quarters for the fiscal
year.

Messing: The daily cost of meals for the fiscal year.

Incidental: The daily cost of other expenses such as, tolls, gas, and other expenses that
may be incurred for the fiscal year.

Rental Car: The daily cost of renting a car for the fiscal year.
Conference Fees: The reported registration cost of attending a conference.
Total: The total daily costs for the fiscal year.

Total Per Diem: The total estimated per diem cost for these orders.

Committed Travel Costs area

Fiscal Year: The fiscal year in which the member is expected to travel, in YYYY format.
Commercial Cost: The cost of commercial transportation.

Rated POV Cost: The estimated mileage allowance if the member drives a personal
vehicle to and from the destination.

POV Mileage: The estimated miles the member would drive to and from the destination.

Total: The estimated cost for the member’s travel to his destination which is the lesser
amount of the POV or commercial estimated costs.

Total Travel: The total committed travel costs of these orders.
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Miscellaneous Costs area

e Fiscal Year: The fiscal year in which the member is expected to travel, in YYYY format.
e Conference Fees: The reported registration cost to attend a conference.

e Rental Car: The cost of renting a car for the period covered by the orders in the fiscal
year.

e Total: The total cost of miscellaneous costs for the period covered by the orders in the
fiscal year.

e Total Misc: The total miscellaneous costs of these orders.

Order Funding Tab

Thistab displays an itemized summary of costs by appropriation type of all funds approved for these
orders.

This tab displays the following information:
e Fiscal Year: The fiscal year in which the member is expected to travel, in YYYY format.
e Appropriation Type: The specific category of appropriation, e. g., travel, per diem, etc.
e Pay Amount: The total paid for that category.

e Line Of Appropriation: Designates the cost center that will be charged for the expense.
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Funds Tab

This tab contains separate records for each appropriation type with committed funds for the selected orders
(per diem, travel, etc.). Each record lists the amounts committed to the type and their impact on available
funds. Y ou can access the records using the scroll bar on the right side of the window.

Thiswindow displays the following information:

Requested by Order: The appropriation type description for the funds.

Amount: The dollar amount of the appropriation requested by the order.

PID (Program Identification): Identification of a specific program.

BCN (Bureau Control Number): The identification number for the funding source.
Pay Group: Identifies officer or enlisted.

Fiscal Year: The fiscal year in which the funds will be obligated, in YYYY format.

Fund Description: Short, narrative description of funds.
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Appropriation: Pay & Allowance

153



02/02/04
L:\AMCRSC\G-6\Entire ROWS Users Manuall.doc

Appropriation: Per Diem
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Appropriation: Travel
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Funds Impact area

Below are various fields for each type of appropriation.

e Fiscal Year — From 1 October of one year to 30 September of the following year.

e Allocated Total — This is the total of 1* quarter allocated amount plus 2 quarter
allocated amount, plus 3" quarter allocated amount, plus 4" quarter allocated amount.

e Obligated Pay and Allowance — The total amount already obligated for Pay & Allowances
for a certain fund.

e Obligated Per Diem — The total amount already obligated for Per Diem for a certain fund.
e Obligated Travel — the total amount already obligated for Travel for a certain fund.

e Obligated Miscellaneous — The total amount already obligated for Miscellaneous for a
certain fund.

e Obligated Employer FICA Contribution — The total amount obligated for FICA, which
should be 7.62% of the reconciled/liquidated Pay & Allowances.

e Obligated Total — This is the total of Obligated Pay & Allowances plus Obligated Per
Diem plus Obligated Travel plus Obligated Miscellaneous plus Obligated Employer FICA
Contribution.

e Committed Pay and Allowances — This is the total amount of Pay & Allowances for all
orders that are Saved and Routed, but not yet Authenticated against this fund.

e Committed Per Diem — This is the total amount of Per Diem for all orders that are Saved
and Routed, but not yet Authenticated against this fund.

e Committed Travel — This is the total amount of Travel for all orders that are Saved and
Routed, but not yet authenticated against this fund.

e Committed Miscellaneous — This is the total amount of Miscellaneous for all orders that
are Saved and Routed, but not yet authenticated against this fund.

e Committed Employer FICA Contribution — Should always be zero.

e Committed Total — This is the sum of Committed Pay & Allowance plus Committed Per

e Variance — This is the difference between the Obligated amount and the
Liguidated/Recon amount.

e Available funds (Allocated-Obligated-Variance) — This is the amount of funds available to
spend. This is the Total Allocated minus the Total Obligated minus the Variance.

e Available funds (Allocated-Obligated-Variance-Committed) — This is the amount of funds
available to spend. This is the Total Allocated minus the Total Obligated minus the Variance
minus the Total Committed.
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In Progress Payment

Thiswindow alows you to view alist of members whose orders have been authenticated and are now in
the | PP request process.

How Do | Get Here?
1. Begin on any ROWS window.
2. From the Approvals menu, choose IPP Approval. The IPP window opens.

Thiswindow displays the following information:
Tracking Number

Social Security Number

Name

Start Date

End Date

Total Days

Order Type
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To Select a Member
1. Select a member from the IPP list.

2. Choose OK. The Approvals-IPP window opens and displays the IPP Detail.
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To Exit this Window

» Choose Close.
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IPP Detalil

Thiswindow allows you to change the status and attach commentsto an In Progress Payment (IPP)
approval transaction.

How Do | Get Here?

1.

2
3.
4

Begin on any ROWS window.

From the Approvals menu, select IPP Approval. The IPP window opens.

Select a reservation.

Choose OK. The Approvals-IPP window opens and displays the IPP Detail tabs.

Thiswindow displays the following information:

IPP Start Date
IPP End Date

IPP Request Date
Request Approved
Approver Grade
Approver
Requestor Grade
Requester
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To Change the Status
1. Do one of the following:

e Torelease orders in a hold status, select Approve.
e To disapprove orders, select Disapprove.
e To place orders in a pending status, select Pending.

2. Choose OK. You return to the IPP window.

To Attach Comments

» Choose Comments. A comments window opens. See the Enter Comments topic for
more information.

IPF Approval Comment Besponse Window Ed |

Reazon for action is

ChA004 ok, Cancel

To Exit this Window

» Choose Cancel. You return to the IPP window.
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Orders On Hold

Thiswindow lists members whose orders are pending with hard holds. The authenticator role is needed to
do this function.

How Do | Get Here?
1. Begin on any ROWS window.
2. From the Approvals menu, select Authentication/Reviewer, then choose Orders On

Hold. The Orders On Hold window opens.

This window displays the following information from the Marine's MCTFS record:

e Control Tracking Number
e Tracking Number
e Social Security Number
e Name
e HIV —Human Immune Virus Test Date
e Exam — Physical Exam Date
e Special - Special Action Code
e Weight — Weight Control Status
e Training Category Pay Group
e Expiration of Current Contract
¢ Record Status — Reserve Record Status Code
e Military Occupational Specialty
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Orders On Hold Detail

Thiswindow allows you to release requests that have been placed on hard hold, disapproved, or placed in a
pending status. It is mandatory that comments be made for Release and Disapprove. Check boxesin the
Reason For Hold group are display only and indicate the reasons a member’ s orders are on hard hold.
Note: If you release orders with multiple hard holds, all hard holds will be released.

How Do | Get Here?
1. Begin on any ROWS window.

2. From the Approvals menu, select Authentication/Reviewer, then choose Orders On
Hold. The Orders On Hold window opens.

Select a reservation.

4. Choose OK. The Approvals-Orders on Hold window opens and displays the Orders
On Hold Detail tabs.
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To Change the Status
1. To make changes to orders, do one of the following:
e Torelease orders in a hold status, select Release.
e To disapprove orders, select Disapprove.
e To place orders in a pending status, select Pending.

2. If you want to attach comments to the orders, complete the steps in the To Add
Comments section later in this topic.

3. Choose OK. You return to the Orders On Hold window.
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To Attach Comments
1. Inthe Override Hold/Disapprove Request Comments box, type your comments.

2. Choose OK. You return to the Orders On Hold window.

To Exit this Window

» Choose Cancel.

Security
Thiswindow allows you to compare the level of security a member possesses with that of the level of

security required by the orders. Security has the authority to approve or disapprove arequest for orders.

How Do | Get Here?
1. Begin on any ROWS window.

2. From the Approvals menu, choose Security. The Security window opens.

Thiswindow displays the following information:
e Control Tracking Number

Tracking Number

Social Security Number

Name

Start Date

End Date

Total Days

Order Type
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To Make A Selection

1.
2.

Select a member from the Security list.

Choose OK. The Approvals-Security window opens and displays the Security Detail
tabs.

To Exit this Window

» Choose Close.

Security Detail
Thiswindow allows you to view the clearance requirements in the orders request, and after verification,
document the level of security held in the order.

How Do | Get Here?

1
2
3.
4

Begin on any ROWS window.
From the Approvals menu, choose Security. The Security window opens.
Select reservation.

Choose OK. The Approvals-Security window opens and displays the Security Detail
tabs.
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Tab Summary

» Do any of the following:

o If you want to view information about the security request, select the Clearance Request
tab.

¢ If you want to document a security clearance investigation information on a member,
select the Clearance tab.

e |f you want to add a security paragraph, select the Security Paragraphs tab.
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Clearance Request Tab

This tab displays the following information:
e Requested Clearance
e Clearance Justification

166



02/02/04
L:\AMCRSC\G-6\Entire ROWS Users Manuall.doc

To Document an Investigation
1. Under Investigation,

a. Inthe Agency box, type the name of the agency that did the investigation.
b. Inthe Type box, enter the type of investigation performed.

c. Inthe Date box, type the date the investigation was accomplished in YYYY/MM/DD
format.

2. Under Dates,

a. Inthe Adjudication box, type the date in YYYY/MM/DD format that the Department

of the Navy Central Adjudication Facility (DONCAF) adjudicated the security
clearance.

b. Inthe Authorization Received or Documentation Submitted box, type the date the
adjudication was received or submitted from DONCAF/DC Il in YYYY/MM/DD format.

In the Type Of Clearance list, select the type of clearance to be granted.

If applicable, in the Security Information (DONCAF/DCII) box, type comments regarding
security matters.

Security Paragraphs Tab
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To Attach a Security Paragraph

» From the list, choose the applicable paragraph (mandatory tab).
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To Change the Status
1. To make changes to orders, do one of the following:
e Torelease orders in a hold status, select Approve.
e To disapprove orders, select Disapprove.
e To place orders in a pending status, select Pending.

2. Choose OK. You return to the previous window.

To Attach Comments

» Choose Comments. A comments window opens. See the Enter Comments topic for
more information.

Security Comment Response Window |

Feazon for action iz

Cr004 ok Cancel

To Exit this Window
» Do one of the following:
e If you want to save your work, choose OK. You return to the Security window.

e |f you do not want to save your work, choose Cancel. You return to the Security
window.

168



02/02/04
L:\AMCRSC\G-6\Entire ROWS Users Manuall.doc

Comptroller

Comptroller Funds

This window allows you to add, modify, and lock allocated comptroller funds. Only the
Comptroller and Sub Comptroller have access to this window.

How Do | Get Here?
1. Begin on any ROWS window.

2. From the Comptroller menu, choose Allocations. The Comptroller Funds window

opens.
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To View a Fund List
1. Inthe Fiscal Year box, select a year.

2. Inthe Command list, select a command. A list of funds displays for the year and
command you selected.
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To Add a Fund

» Choose Add, the Comptroller-Fund Maintenance window opens.

;* (ROWS) Reserve Order Writing System
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Pid Code E
Bureau Control Mumber |42532
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Fund Description EDJSIFS)
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Urit | dentifization Code [36005 Walid far Travel u
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Subhead |2?32 Walid for Pay and Allowance |
Order Type |ADSw - RESERVE COMPONENT ]
Order Sub-Type =l

Camponent Order Sub Type

Code
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CF COUNTERDRUG
CF CIVIL MILITARY
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To Modify a Fund
1. From the Comptroller Funds list, select a record.
2. Do one of the following:

e If you want to lock the fund, select the Funds Locked check box. If you lock the
fund, you cannot modify the fund amount or where the fund is allocated.

¢ If you want to unlock the fund, clear the Funds Locked check box.

3. Choose Modify. The Comptroller-Fund Maintenance window opens.
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To Lock or Unlock Funds
» Do any of the following:

. If you want to lock all of the funds for all records, choose Lock All. If you lock the

funds, you cannot modify the fund amounts or where the funds are allocated.

. If you want to unlock all of the funds for all records, choose Unlock All.

. If you want to lock a fund, select a record, and then select the Funds Locked check

box

. If you want to unlock a fund, select a record, and then clear the Funds Locked
check box.
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To Allocate Funds

1. From the Comptroller Funds list, select a record.

2. Choose Allocations. The Comptroller-Comptroller-Fund Allocation window opens.

To Exit this Window
» Do one of the following:
e If you want to update your changes, choose OK. You return to the previous window.

e If you do not want to update your changes, choose Cancel. You return to the
previous window.
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Fund Maintenance

Thiswindow allows you to add or modify comptroller funds for a specific command for a specific fisca
year. When modifying a fund, you cannot change the program identification (PID) code, bureau control
number, or pay group.

How Do | Get Here?

1. Begin on any ROWS window.

2. From the Comptroller menu, choose Allocations. The Comptroller Funds window
opens.

In the Fiscal Year list, select a year.

In the Command list, select a command. A list of funds displays for the year and
command you selected.

5. Choose Add or select a record and choose Modify. The Comptroller-Fund
Maintenance window opens.
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To Add or Modify a Fund

1. Inthe Pid Code box, type the 1-character PID code.

2. Inthe Bureau Control Number box, type the 5-digit bureau control number.

3. Inthe Pay Group box, type the 3-digit pay group humber.

4. Inthe Fund Description box, type or modify the fund description, up to 48 characters.

5. Inthe Authorized Accounting Activity box, type or modify the 6-digit authorized
accounting activity number.

6. Inthe Unit Identification Code box, type or modify the 5-digit unit identification code.

7. Inthe Appropriation Number box, type or modify the 7-digit appropriation number.

8. Inthe Subhead box, type or modify the 4-digit subhead number.

9. Inthe Order Type list, select an order type.

10. If you do not want the funds to be modified, select the Funds Locked check box.

11. If the funds may be used for travel, select the Valid for Travel check box.

12. If the funds may be used for daily expenses, select the Valid for Per Diem check box.

13. If the funds may be used for pay and allowances, select the Valid for Pay and
Allowances check box.

14. Choose OK. You return to the previous window.
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To Exit this Window

>

Choose Cancel. You return to the previous window.
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Fund Allocation
Thiswindow allows you to make further allocations of comptroller funds and displays the information.

Only a System Administrator, Comptroller and SubComptroller have access to this window.
How Do | Get Here?

1. Begin on any ROWS window.
2. From the Comptroller menu, choose Allocations. The Comptroller Funds window

opens.
3. Inthe Fiscal Year list, select a year.
4. Inthe Command list, select a command. A list of funds displays for the year and

command you selected.
5. Choose Allocations. The Comptroller-Fund Allocation window opens
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Tab Summary
e To enter new units or suballocations, choose the Summary/Transfers tab.

e To enter additional suballocations, choose the COMPTROLLER tab.

e To view unit allocations, choose the Unit tab.

Basic fund information which identifies the fund displays at the top of the window. The Funds
Locked field also indicates whether or not the funds are locked for this fund. In addition to the
Summary/Transfers tab, the window contains a tab for the comptroller and each budget
execution activity (BEA) or budget execution sub-activity (BESA) you sub allocate funds to.
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Summary/Transfers Tab (See previous window.)

Thistab allows you to enter BEA and BESA suballocations and displays a summary of
current allocations and available fund balances. It contains the following information:
o (Selected work center) COMPTROLLER and its allocated and available amounts
e Units receiving a suballocation and the allocated and available amounts

e List of allocations from the (selected work center) COMPTROLLER per quarter for each
unit.

To Add or Search for a Unit

1. Inthe SubAllocation list, select a unit.

2. Choose Go. A Transfer Amount box becomes available for each quarter for the
selected unit. If applicable, current allocations display for each quarter.
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To Suballocate Funds (See previous window.)

1.

Using the To Add or Search for a Unit section earlier in this topic, go to the applicable

unit.

If available, in the Transfer Amount box for the appropriate quarter, type the amount of

additional funds, in DDDDD.cc format, you want to add to the corresponding Current

Allocation amount.

Choose Transfer. The Current Allocation amounts increase by the Transfer Amount

and the Transfer Amount changes to 0.

Comptroller Tab

Thistab allows you to make additional BEA/BESA suballocations and displays allocated funds, by quarter,
for theyear. A recap of Liquidated and Available Funds containing the following information displays:

Fiscal Quarter

Amount Allocated by quarter

Sub Totals

Totals

Obligated Pay and Allowances by quarter
Obligated Per Diem by quarter

Obligated Travel by quarter

Obligated Miscellaneous by quarter
Employer FICA Contributions subtotal
Totals

Variance

Employer FICA Contributions

Variance

Totals

Committed Pay and Allowances
Committed Per Diem

Committed Travel

Committed Miscellaneous Employer
FICA Contributions

Totals

Available funds (Allocated-Obligated-Variance)
Available funds (Allocated-Obligated-Variance-Committed)

Liguidated Amount
Liquidated Employer FICA Contributions
Totals
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To Allocate Comptroller Funds
1.
DDDDD.cc format.

2.

Unit Tab

In the applicable Fiscal Quarter ALLOCATED box, type the allocated amount in

Choose OK. Your changes are updated and you return to the previous window.

This tab displays the same alocation information, by unit, which displays on the COMPTROLLER tab.

Thetab label reflects the unit names.
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Authorize for Fund Approval
Thiswindow allows you to designate or delete the authorization of fund administrators to approve funds.

How Do | Get Here?
1. Begin on any ROWS window.
2. From the Comptroller menu, choose Fund Work Center Authorization. The

Comptroller-Authorize for Fund Approval window opens.

To Review a Fund Work Center Authorization
1. Inthe Fiscal Year list, select a year.
2. Inthe Command list, select a command.

3. Inthe Fund list, select the fund you want to work with.

The window displays the following information:

e Parent Comptroller
e Allocation Work Center
e Work Center Authorized to Approve Funds
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To Add a Fund Administrator Authorization
1. Choose Add. A blank line displays for additional fund entries.
2. Inthe Allocation Work Center list, select a work center. The parent column is

auto-populated.

3. Inthe Work Center Authorized to Approve Funds list, select a work center.

To Delete a Fund Administrator Authorization
1. Inthe authorization list, select a record.

2. Choose Delete. The record is deleted.

To Exit this Window
» Do one of the following:

e If you want to update your changes, choose OK. Your changes are updated and you
return to the previous window.

e If you do not want to update your changes, choose Cancel. You return to the
previous window.
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Fiancial Reports

This tab contains three report drop downs. They are the Variance Report, the Cancellation Report, and the

Manual/Confirmation Orders Report.

Variance Report

The Variance Report displays the following screen, where the Comptroller can input the desired criteria

used to produce the report.

i;~ Report Options for ¥Yariance Repork El

Pay Group: |EEITH vI

— Repart Options
Fizcal Year: 2004 —
Cammand: | Ed
BEA/BESA: | x|
BcN: [ =
PD: [ =]

Warance & |I3reater Than [>]

R | 0ES = [ Include Sub-dllocations

SDM: |
SEN: |
ACRNS: JALL =l
Order Type: |ALL |
— Grouping Dptions — Sorting Options

Dption 1: | | Cption 1:|TH.¢.EKINE MUMEER =]
Option 2: | | Option 2:|ORDER TYFE CODE |
Option 3 | ]| Cphtion 3: |.-'1'-.EF!N ]
O ption 4: | HAME |
Option 5:| 50N =l

YRIE

o ]

LCancel |

Once the selections are made and the OK button is clicked, the following report is displayed:

184



02/02/04
L:\AMCRSC\G-6\Entire ROWS Users Manuall.doc

LR IF&S ) Rrservre Drder Wnting Sysfem _.lnju

Pl Jelction OrderFrcessng  Spprowsls Complrolier  Trawsl Lhies  Windos  Help

|i!l'li'il*:|

[vasamemepot N - |
Variance Report =
Far: BICRSC COMPTROLLES Facal Yiesr 3004 Cornrmand: I
Varisees Farcexiuge: = ¥, b
I | New | F5w |Rw-l|frm-|-ng|ﬂd#| Iy Dter |fm—|m.h;m-[.;:
Sumber | T s 4

MM TOE 10WH AL MEEgsEE E7 ENOSSAACT  A00EODNIE OE0E M TL pxch
RIS TR i AL HE T AP AT R LA O i TiAL sl
MOEIDRTOE il AT OIIESHSENY ES  BFXSEEN ACT SANIEAE - LM A0 [l ThAL TIRED e
MEIEIORMTADNIC] AL TSR] 04 EFXSEEN) AT TN P OGEDE DN L 10 1 0 IR TR BSE00
RS 100110 &8 MEENIA 08 ERTa2f W TR LT STNE T (060 AT 1650
RIS T 108 Al PTG 05 IFIMOA AT NI 200 LA 007 Tk TAL 51400
MOIEIRMTO0T1ES AF MTTHECE 05 BEFIZEIN AT NSO - 20T DT R AL Sid.00
MOEDISMTODTTERE AC JI4ESTE00E 06 EF40T3A M TN DIGEDE SN L 106 DD R ThaL BE2U00
NS TOETIDE &8 ISR ES BRI RCT SN B TN LT0NT 2 R TR 158
RIS TOE 1Ry Al MFNME ES  EPAIAT ACT R 2L O IR TIAL I
MIENRMTI0On =" 72525447 04 EF4L32N0 AT SN EDE- 2T T 0 2 IR TIAL A3300
MOSIOGMTIDTTON & JI7AIH4T 04 EF4IZ2N AT TN P IVEDE ST 1106 1 2 IR T 42500
WO T DTTHE &L AN 0% BEAaZnA) N Pl LR LR R T [T, 1]
RSO IME ¢ IFSENE 05 BPFPA M SRV 20 1A I TiAL 5
MIENRMTI0T1ET AC A¥EsisN 04 EF430M ACT NGOG ST LM 0 T IR TRL 198350
MIGDOSMTIETIES AL OFEIET] ER  EF43SEN ACT TN POV - TN 102 E | R ThaL 365500
OGO T 0T T 2130 0% BERadFr A Al SN 2 LTS IR Tkl 1541000

STNRLET] A -

Al | -JJ
wT [ ] towrmort | o |
It - Ao - A DRI WeTTTNG ACTIVITES A
[Fremndy | THONCE | JanS 2004 80 am |

Thisreport will show the Comptroller all recordsin the system whose obligation was different than the
liquidation that has posted from the official Marine Corps Audit System.

Cancellation Report

The next report is the Cancellation Report. It also allows the Comptroller to choose the Command and
other variable criteria to be used to create the report.
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«;> Report Options for Cancelled Orders with Expenditures Report 5[

— Report Options
Fizcal ‘rear m
Command: |
BEA/BESA: |

BCH: | YI
PI: | TI
Fay Group: IBEITH vI

=l
=l

Wariance & |I3reater Than [#]

ooz = [ Include Sub-slocations

SOM: |
SEN: |
ACRNS: [ALL =l
Ordler Type: |ALL |
— Grouping Ophions — Sorting Options

Cption 1: | | Dptiun'l:lTFI.-‘-‘-.EKlNG MUMEER =]
Option 2: | | Option 2 [ORDER TYPE CODE =]
Ophion 3: | | Option 2 IAEHN |
Option 4: | FAkE |
Option 5 [50M =l

YRIE

| ok I Cancel |

When the criteriais entered and OK is clicked, the following report is displayed:
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Manual/Confirmation Orders Report

Thefinal report under the Financial tab drop down isthe Manua Confirmation Orders Report. Thefirst
screen allows the Comptroller to enter the variable criteriato be used to create the report which shows
orders that had either been done manually before being reentered into ROWS and the orders which were
created after the Start Date has passed, making them Confirmation Orders.
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s+ Report Options for Manual /Confirmation Orders Repork El
— Report Options
Fiscal Year |2004 ==
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As soon as the criteriais entered and the OK button is clicked, the following report is displayed:
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Line Item

This window allows you to add, change or delete a line item.

How Do | Get Here?
1. Begin on any ROWS window.

2. From the Comptroller menu, choose Line Item. The Line Item window opens.
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To View a List of Line ltems
1. Inthe Fiscal Year list, select a year.
2. Inthe Command list, select a command.

3. Inthe Fund list, select the fund you want to work with. Existing line items display.

The window displays the following information:

Allocation Work Center
Allocated Amount

Line Item Comment
Document Date

Standard Document Number

To Add a Line Item
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1. Choose Add. A blank line displays for additional fund entries.

In the Allocation Work Center list, select a work center.
In the Amount box, type the adjustment in DDDDDDDDDD.cc format.

2
3
4. Inthe Line ltem Comment box, type a comment, up to 100 characters.
5

In the Document Date box, type the effective date of the supporting document in

YYYY/MM/DD format.
6. Inthe Standard Document Number box, type the standard document number, up to
15 digits.
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To Change a Line Iltem

1. Inthe Line ltem list, select a record.

2. Inthe Amount box, type the adjustment in DDDDDDDDDD.cc format.

To Delete aLine Item

1. Inthe Line Item list, select the fund you want to delete.

2. Choose Delete.

To Exit this Window

» Do one of the following:

e |f you want to update your changes, choose OK. Your changes are updated and you return

to the previous window.
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¢ If you do not want to update your changes, choose Cancel. You return to the previous
window.

Recon Transaction Modification

This window allows you to add transaction records to Reconciliation (Recon) Review and to
search for a selected record by tracking number, SSN, name, or travel order number.

How Do | Get Here?

1. Begin on any ROWS window.

2. From the Comptroller menu, select Recon, then choose Modify/View Recon. The
Recon Transaction Modification window opens.

The window displays the following information:
Located Order

Tracking Number

Social Security Number

Name (Last, First, Middle Initial)
Start Date

End Date
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Pay Information

Travel Order Number

Fiscal Year

Appropriation Type

Obligated Amount

Obligated Employer Contribution
Fund

Work Center

Reconciliation Transactions

Appropriation Type

Date of Recon

Liquidated Amount
Transaction Type

Functional Accounting Number
Voucher Number

DO Symbol

Recon Source

To View a Recon Transaction

1. Inthe Fiscal Year list, select a year.

2. Do one of the following:

e If you want to search by tracking number, choose Tracking Number and in

the value box, type the 8-digit tracking number.

o If you want to search by SSN, choose SSN and in the value box, type the 10-

character SSN.

e If you want to search by the member’s last name, choose Name and in the

value box, type the last name, up to 15 characters.

e If you want to search by travel order number, choose Travel Order Number,

and in the value box, type the 4-character travel order number.

3. Choose Locate Order. If you selected tracking number, the orders display.
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4. If you selected any of the other options, the Order Selection window opens. After
selecting the orders you want, you return to this window and the orders display.

To Add Records to Recon View
1. Choose ADD. A blank line displays for additional fund entries.
2. Inthe Appropriation Type list, select an appropriation type.

3. Inthe Date of Recon box, type the effective date of the supporting document in
YYYY/MM/DD format.
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4. Inthe Liguidated Amount box, type the adjustment in DDDDDDDD.cc format.
In the Transaction Type box, type 1K or 2D, whichever is applicable.

In the Fan Account Number box, type the 5-digit FAN.

In the Voucher Number box, type the 5-character voucher number.
In the DO Symbol box, type the 5-character DO Symbol.

© N o o

Copy Funds to New Year

Thiswindow alows you to copy fund definitions from one fiscal year to another year farther into the
future.
How Do | Get Here?

1. Begin on any ROWS window.

2. From the Comptroller menu, choose Copy Fund Definitions to New Year. The
Copy Funds to New Year window opens.

To Select the Coming Year
1. Inthe Fiscal Year list, select the desired year.
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2. Inthe Command list, select the desired command option.
This window displays the following information:

Command

Creating fund for [Copy] year from [Source] year
Project Identification Code

Bureau Control Number

Pay Group Code

Fund Description

Authorized Accounting Activity

Unit Identification Code
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To Copy All Fund Definitions to the Coming Year
1. Choose OK. A message prompts you to confirm the copy process. The copying
cannot be reversed.

2. Do one of the following:

e To copy the definitions, choose Yes. You return to the previous window.

Comptroller |
@ Thiz action cannot be reversed. Continue?

EC121

To Copy Selected Fund Definitions to the Coming Year
1. Deselect one or more definitions you do not want to copy.
2. Choose OK. A message prompts you to confirm the copy process. The copying
cannot be reversed.

3. Do one of the following:

e To copy the definitions, choose Yes. You return to the previous window.

e To cancel, choose No. You return to the Copy Funds to New Year window.

To Exit this Window

e Choose Cancel. You return to the previous window.

To cancel, choose No. You return to the Copy Funds to New Year window.
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To Exit this Window

» Do one of the following:

e If you want to update your changes, choose OK. The record is updated and you return to the
previous window.

e If you do not want to update your changes, choose Cancel. You return to the previous
window.

TRAVEL
Reservations

Thiswindow lists members whose request for orders have been routed to the Reservations Office. Y ou can
make reservations for commercial transportation and/or rental car.

How Do | Get Here?

1. Begin on any ROWS window.

2. From the Travel menu, choose Reservations. The Reservations window opens.

Thiswindow displays the following information:

Reporting Date/Time
Control Tracking Number
Tracking Number

SSN

Name

Grade

Start Date

Total Days

Fiscal Year

Status

Order Type

The Reservations clerk can then click on the record to be updated and Detail Record will be
displayed.
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The next screen displays the tabular information regarding the reservations which need to be
made such as commercial airline tickets, GTR costs for POV Not Advantageous, IDT Orders, and
Rental Cars. There are five tabs available, the first one is the Address Info which just shows the
summary information of who the traveler is, where he is going and all of the legs of travel detail
which must be viewed.
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HlE  SEIECO0n  WPQEr FROCESSING  MPProvals  LOmPEroler  Iravel  WONtes  window  Help

|0 ¥ &f & B x
=10l x|

Tracking#&7F8859,/0 SSHIL , 0&, EWRIQUEZ, MARIO 2003 ,/12 /02 To 2003 ,712,/17 [
Report Date: 200312702 0OF:30

Requestor: CFL, L Lucaterodiaz, FPhone: &
L= Address Info Cost Adjustments | % Cost Detail | Line of Appropriation Drelivery Instructions | E
Perrnanent b ailing Address Drukyd Travel Infarmation 0
Mame: EMRIGUEZ, MARIO Unit Mame: | MAR EXPEDITIOMNARY FORCE (MEF) CORMRME || E
Address: Address:  MCE BOX BR300 4
CAMP PEMDLETOM |, Ca 52085 D

Home Hurnber: Order Type: AMMUAL TRAIMING 1l
wwhork, Mumber: Tatal Travel Cozt:($516.01 MIP Code: 273k o

Detailsl Departure Diate: 200312402

Departure: CHULA WIS TA, Cé Travel Mode: POV Advantageous
Arrival: CAMP PEMDLETOM, CA Type of Travel: Car
Detailsl Departure Date: 2003/12/02
Departure: CakP PEMDLETOM, Ca Travel Mode: Commercial Transportation diline
Armival: FT HOOD, T Depart: SAN 20031 2/02 Arrive: AME - Mo Earlier: 00:00, Mo Later: 22:63

Rental Car Auth  Pickup: 2003412402 08:00FT HOOD, T
Dropoff: 200341217 18:00 SAME AS PICKUP LOCATION

Detailsl Return Date: 20031247

Departure: FT HOOD, T Travel Mode: POV Advantageous
Arnval: CHULA WIS TA, Cé Type of Travel: Car

Recard Locatar: | B

5105 | " Approve {~ Dizapprove {~ Pending Erint Eu:ummenlsl 1] 4 I Cancel

The next tab is the cost adjustments tab. The screen allows the reservation clerk to
adjust the rental car rate or the commercial airline ticket cost.
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File Selection Order Processing

Approvals

Comptroller  Trawvel Utlities  Window Help

|o Fed &0 x

Tracking#s542878/2 SSHM:

Requestaor: S5T, E
L= Addresz Info

Scott,

Fhone:

Cost Adjustments | $ Cost Detail | Line of Appropriation

i;* Reservations

02, DRAGAM, WILLIAM

Permanent Mailing &ddrezs

2003 /03,/09 To 2003,/12 /04 [
Report Date: 2003,/03/0% 23:59

Deliven Instuctions |

=13l x|

Dty Travel Information

T T T Wl —L T T

Departure: BALLWIN, MO
Arrival: DAYTOM, OH

M arne: it Mame: HO | MEF
Address; dddresz 410N GETTYSELURG AVE
DAYTOM, OH 45417
Home Hurmber; Order Tupe: PRESIDEMTIAL RECALL
Wwhark, Mumber: Total Travel EDStZW
Detailsl Departure Date: 200303409 Trawvel Amovnt: 368.00

Travel Mode: Commercial Transpartation Airline

Depart: STL 2003/03/09 Arrive: DAY Mo Earlier: 00:00, Mo Later: 22:59

Detailsl Departure Date: 200303416

Departure: DAYTOM, OH
Arival; CakP PEMDLETOM | Ca

Travel Mode: Government Tranzpartation
Type of Travel Plane

Detailsl Departure Date: 20034106

Departure; CakP PEMDLETOM | Ca
Arrival: DAYTOM, OH

Travel Mode: Gowvernment Tranzportation
Type of Travel Plane

Detailsl Return Date: 20031 2/04

Departure: DAYTOM, OH
Arrval: BALLWIM, MO

Trawvel Amount:

Travel Mode: Commercial Transportation Ailine

Depart; DAy 2002412404 Arive: STL Mo Earlier: 00:00, Mo Later: 23:53

3E8.00

Record Locator: |

TW105 ‘ " Approve

{" Dizapprove

= Pending Erint

Carmrments I ok I LCancel

If the reservations clerk clicks on one of the Details buttons, the following screen will

appear with the information on times, airports, special instructions for the TMO.
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File 3Selection Order Processing  Approvals

Comptroller  Trawel Ublities  window  Help

| ¥ el &0 x

Tracking#s44075 2 SSN:
Requestor: SGT, I

L= address Info | Cost Adjustments

i;> Reservations

=10l x
20032 /02,//0% To 2002 /0930
Report Date: 2003/703,/09 12:00

, E3, HAMLET, STEVEN

Gateman, FPhone:

Deliverny Instructions

| Line: of Appropriation

Travel Costs
FRated Pov Mizc
Pov Cozst Mileage Costs
noo o Q.00
Taotal Trawvel

Fizzal Commercial
'ear Ciozt

2003 196.00

136.00
$196.00

Per Diem Costs
Rental Misc
Year Guarters Messing Incidental Car  Costs
2003 330,00 13200 225 000 000
Tatal Per Diem

Fizcal
Tatal Total

470.25
$470.25

Detailsl Departure Date; 2003/03/09

Departure: KMOWILLE, TH
Amival: CAMP PEMDLETOMN, CA

Travel Amount; 196.00

Travel Mode: Commercial Transportation Airline
Depart; TS 2003/03/09 Amive: SAM Mo Earlier: 0729, Mo Later: 11:00

Detailsl Departure Date: 2003/03/12

Departure; CAMP PEMDLETON, Ca
Arrival: CAMP PEMDLETON | CA&

Travel Mode: Commercial Transportation &irline
Depart; SAM 20030372 Amive; SAN - Mo Earlier: 0729, Mo Later: 11:00

Detailsl Departure Date; 2003/08416

Departure: CAMP PEMDLETOM | CA
Amival: CAMP PEMDLETOMN, CA

Detailsl Return Date: 2003/09,/30

Departure; CaMP PEMDLETON, Ca
Arrival: KMOSVILLE, TH

Record Locator: I

 Approve " Dizapprove

V105 |

" Pending Print D:ummentsl Ok I LCancel

The next tab is called the Line of Appropriati
Tracking Number.

on which displays all monies that were used by the
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File Selection ©rder Processing Approvals Comproller  Trawel Uklities  Window  Help

| F el &0 x

i;* Reservations

Tracking#544075,/2 S5N: . E3, HAMLET, STEVEN 2003,/03 /09 To 2

Requestor: SaT, 1 Gateman, Fhone:

Travel Line of Appropriation SO Arnaunt

17311 062740021 67834 06744320 F30000000000074600  MEFE3403T OEQOOO 156.00

=10l x|

003 /09,430

Report Date: 2002/03,/0%9 1z2:00

L= sddress Info | 5 Cost Adjustments | % Cost Detail ELi"E of APPTDPTiﬂtiDHE Delivery [nstructions |

Detailgl Departure Date: 2003/03/09 Travel Amavnt:
Departure: KMOXMILLE, TH Travel Mode: Cornmmercial Transportation Airline

Arrival: CAMP PEMDLETOMN, Cé Depart; TS 200303409 Arrive; SAN Mo Earlier; 07:29, Mo Later: 11:00

1596.00

Detailsl Departure D ate; 2003403412
Departure: CAMP PEMDLETOM, Cé Travel Mode: Commercial Transportation Airline

Arrival: CAMP PEMDLETON | Cé, Depart; SAM 2003/03472 Armive: SAN - Mo Earlier: 0729, Mo Later: 11:00

Detailsl Departure Date: 200308416

Departure; CAMP PEMDLETON | Ca
Arival: CAMP PEMDLETOM, CA

Detailsl Return Date: 2003/09/30

Departure: CAkMP PEMDLETOM, Cé
Ariveal KNOEMILLE, TH

Record Locator: I

105 | " Approve {~ Disapprove {~ Pending Erint D:nmmentsl Ok I Cancel

The final tab is called Delivery Instructions. It provides a place for the Reservation clerk to see
any special delivery information.
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File Selection Order Processing  Approwvals  Comptroller  Trawel  Ubilities  Window  Help

|9 Fad & B x
~-loi x|

Tracking# 244075 /2 S5H: . E3, HAMLET, STEWEN 2003 ,/03 /09 To 2003 /09,430
Report Date: 2003,/0309 12:00

Requestor: SaT, 1 Gateman, Phone: !

L= address Info | &5 Cost Adjustments | % Cost Detai | Line of &ppropriation EDE“‘I"BT}' Inztructions |

Special Travel / Rural Route |nstructions Address:
: | |
Delivery Method
" Meszage Order € b ail Out Carrier Tracking #:

" Common Camier © Pick Up

Detailgl Departure Date: 2003/03/09 Travel Amaount: 1596.00
Departure; EMOEVILLE, TH Travel Mode: Commercial Tranzportation Airline
Arrival: CAMP PEMDLETOM, CA Depart: TYS 2003/03409 Arive: SAM Mo Earlier: 0723, Mo Later: 11:00

Detailsl Departure Date: 2003031 2

Departure; CAMP PENDLETOM, CA Travel Maode: Commercial Tranzportation Airline
Arrival: CAMP PEMDLETOM | CA Depart: SAM 2003/03492 Arive: SAM Mo Earlier; 0729, Mo Later: 11:00

Detailsl Departure Date: 20030816

Departure: CAMP PEMDLETOM | CA
Arrival: CAMP PERDLETOM, Ca,

Detailsl Return D ate: 200303430

Departure: CAMP PERDLETOM, CA
Arrival; EMOEVILLE, TH

Fecord Locatar: |

105 | " Approve " Dizapprove " Pending | Erint |Eu:umments| oK I Cancel |

To View information for a Member with POV NOT Advantageous to Gov or
IDT orders

If the member istraveling POV, not advantageous to the government, the Request Entry process will figure
the cost of aGTR and place that in the record. Then when the record is routed to Reservations, the

Reservation Clerk can see that amount and overrideit. The following screeniswhat is displayed in
Reservations.
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File Selection ©Order Processing Approvals Comptroller  Travel Utilities  Window  Help
| # e &0 x
i

Tracking#s7s092 /0 S5N: , E4, MARREROFERMANDEZ, MIGUE 2003,/12/09 To 200341271z
Report Date: 200312509 07:30

Regquestor: G512, < Thon, FPhone:

L= Address Info | % Cost Detail | Line of Appropriation Delivery Instructions |

Phddy to Al IDT Site HTC to &l IDT Site R ated Home Training Center Info
POV Mileage: 2852 || POV Mileage: 2854 1.0 | Dl Site: FSFS5SFSFS

POV Cost: $1,026.72 || POV Cost:  $1,027.44 Cozt BRIOM, MY 10451
GTHR Cost: | $155.00 || GTR Cost: | $195.000  gaqggg | Countns MA
LGA To  SAM LGA  To  SAM Airport Code: LGA Calculate Cost |

Detailsl Departure Date: 20031 2/09

Departure: BROM, MY Travel Mode: POY Mot Advantageous
Arrival: SAMN DIEGO, T Type of Travel: Car

Detailsl Return Date: 20031212

Departure: SAMN DIEGO, T Travel Mode: POV Mot Advantageous
Arrival: BROM, NY Twpe of Travel: Car

Record Locatar; |

05 | { Approve " Disapprove " Pending Erirt Eu:nmmentsl Ok I Cancel
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To Attach Comments

» Choose Comments. A comments window opens. See the Enter Comments topic for
more information.

To Change the Status
1. Do one of the following:
e To approve the reservation, select Approve.

e To deny the reservation, select Disapprove. A comments window opens and informs
you the reservation has been disapproved. Follow the steps in the Enter Comments
topic.

e If you are unable to complete the reservation process, select Pending.

2. Choose OK. You return to either the Reservations or Transportation Management
Office (TMO) window.

To Print Reservation Information
» Choose Print.

To Exit this Window

» Choose Cancel. You return to the previous window.
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Transportation Management Office
Thiswindow lists members whose request for orders have been authenticated and routed to the

Transportation Management Office (TMO) for the issuance of tickets. This window also alows you to
change a member’ s reservation, if required, after it has been made.

How Do | Get Here?
3. Begin on any ROWS window.

4. From the Travel menu, choose TMO. The Transportation Management Office (TMO)
window opens.

Thiswindow displays the following information:
Rporting Date/Time

Control Tracking Number

Tracking Number

SSN

Name

Grade

Start Date

Total Days

Fiscal Year

e Status

e Order Type
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To Select a Member

1.
2.

Select a member from the list.

Choose OK. The Approvals window opens and displays the Travel Reservations

Detail tab.
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File Selection Order Processing Approvals Comptroller  Trawel Ublities  Window Help

|9 Fel &0 x

i TMO -0l x|
Tracking#&77599/0 SSN: 0%, DAVIS, JACK 2003,12 /02 To 2003412 /05 [

Requestor: SGT, D

L= Address Info

Eust.ﬁ.diustments | % Cost Detai | Line of Appropriation

Report Date: 2003/12,/03 15:00

Harwey, Fhone:

Delivery [nstructions |

Permanent Mailing Address
Mame: TS, JACK A
Address:

Harme Hurmber:
work, Mumber:

Dty Travel Information
Uit Mame: MATIOMAL SECURITY STUDIES
Addresz 222 SAINT PaUL PLACE

BALTIMORE |, WD 21202
Order Tope: ADSWw - RESERYE COMPOMEMT
Total Travel Cost: [$7 7000 MIF Code:

Detailsl Departure Date: 2003/12/03
Departure: COLUMBLS, MC
Arival; BALTIMORE. MD

Travel Mode: Commercial Transpartation Ailine

Depart: CLT 200372403 Arive: Bl Mo Earlier: 08:00, Mao Later: 13:00
Rental Car Auth  Pickup: 2003/12/03 12:45 BALTIMORE WASHIMGTOM 14,
[FULL SIZE] Dropoff: 200341 2/05 15:00 SAME AS PICKLP LOCATION

Detailsl Return Date; 200341 2/05

Departure; BALTIMORE, MD
Arrival: COLUMBLS, HC

Travel Mode: Commercial Transportation Ailine
Depart; Byl 200372405 Amive: CLT Mo Earlier: 12:00, Ma Later: 16:00

Lo T B T B T o e g e e g ey e g e g e e gy s g e o e L e

Record Locator; |

T105 |  Approve { Disapprove {~ Pending Erint

Comments I ok I LCancel

The TMO can adjust any costs to the travel, approve or disapprove the ticket, or place
the record in a pending status. The tabs are the same as on the Reservations
Menu.

To Exit this Window

» Choose Close. You return to the previous window.
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Travel Cancellations

This window displays a list of travel orders that have been cancelled. It also allows you to delete a

record or to select it for further review.

How Do | Get Here?

1. Begin on any ROWS window.

2. From the Travel menu, choose Travel Cancellations. The Travel Cancellations

This window displays the following information:

window opens.

Control Tracking Number

Tracking Number

Social Security Number

Name
Start Date
End Date
Total Days
Order Type

{EIFes ) Reserve Order Writing Sysbem _-J_n
Bl Jeledtion  Owder Processineg Apciowals  Compirolar  Trevel LEEbes Aindew  Help
Ly
= Trawel Cancellstions ‘mj

ewning | | I =
A Lol T imwe Conbind T Ti S5M hlmaes Mad H| Grsde| StatOsts | Told Frosl
JO0AAT A 25 0 BB CHAVEZ. TOY & 2 E1 Aknssm an
SN 235 0 el ) SUND, THOMAS E 1 w3 AnAA HS L
2000 70 2259 0 foc it CHEVALIER.JEKNFER K 1 B4 2mENsE0 ¥ |
et e R P AR 1} for el SOHEMOE, BRADLEY I 2 E3 IMEMS 3 i
20002 329 a 224200 FLORESGLEVAAS, RAMON 1 E4 IO 1% i
AR 2353 a EMERT FRAEHLD, FEDAD 1 E3  HOsem 15 i
AN 235 1 EMERT BOKZALES. EFREM B 1 E3 Oz 15 i
Ak 2an i} it 7 HERKARNDEZ JA_JESLIG 1 E3  HOwean 15 i |
20aARzAN 235 i} s 1Ty EAFRA ESSE Y 1 B4 AOdeAn 15 o
AN 235 0 s T gl HARIN, RICHSAD F 1 E3 2dean 1% o
Mz 225 i foo T ket SALCEDS, sKTORKIG D 1 E3 wpam 1% b |
2N 33M a =2 SD0eLL DEWSER J 1 E3 IDOETRAN 1% Jra L}
e Bkl iEReic R | a T EILL, R&4AMDER 5 2 E4 IDOETRNE TEd i
AR OF. 30 a A SHIVE. JOHH A S B3 HEOsQME 30 i
AANZAR 073 1 WM BRAMDTONRIES. MICHAEL 1 B4 HOEEAS 3 i L]
AALAG 235 i} H3ea0 BUNCH. STEYEN 5 1 £ HMRIRARS 5 i |
20N 235 0 538 CARLTOM. CURATE: L 1 ER ARARA 5 |
ST OF 2 0 ATy [AVEMPORT IILJOSEPH K 1 BB ARARA 5§ o
M2 225 a s GILL, R&WMDER 1 B4 mERAS M |
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To View a Cancelled Order

» Select the desired record and choose OK. The Approvals-Travel Cancellations window
opens and displays the Travel Cancellations Details tabs.

File Selection Order Processing  Approvals  Comphroller Trawel  Utilities  Window  Help

| ¥ af & B x
=10l x|

Tracking#&78116,/1 SSH: , E3, TRUDELL, BRADLEY 200312 /05 To 2003 /12 707
Report Date: 20021205 12:00

Requestor: 53T, 3 Eliss, Fhone:

Cost Adjustments | 95 Cost Detail | Lire of &ppropristian | DT | Deliveny Instructions | LILI
Comm Costs: $458.00 Change Ta
PO Costs: $0.00  Corrn AirdTraindB us Amount: $458.00 Mew Commercial T%L Amount; 453,00
Misc: Costs: $0.00 Rental Car Armount: $0.00 Mew Rental Car Amovnt: .00
Tatal: F458.00

Detailsl Departure Date: 20034 2/05

Departure: MEXICO, MY Travel Mode: Commercial Transportation Airline

Arrival: NEYW ORLEAMS, LA Depart; SR 20031 2/05 Arrive: M5y Mo Earlier: 00:00, Mo Later: 11:59
Detailsl Return D ate: 20032407
Departure: MEW ORLEANS, L& Travel Mode: Cornmercial Transportation Airline

Arrival: MEXICO, MY Depart; kMSY 20031 2/07 Amive: S7YR - Mo Earlier: 02:00, Mo Later; 03:00

Record Locator: |

T%105 Print Cloze
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To Delete a Cancelled Order

1. Select the desired record.
2. Choose Delete. A message prompts you to confirm the deletion process.

5. Do one of the following:

e To delete the order, choose OK. You return to the Travel Cancellations window.

e To cancel, choose Cancel. You return to the Travel Cancellations window.

Travel Cancellation |

@ 0F. ta delete tracking number 5095 fram lizk?

Cancel |

EC121

To Exit this Window
» Choose Close. You return to the previous window.
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UTILITIES

Access Rights

This window allows you to create user profiles. Only users with admin authority can access this
window.

How Do | Get Here?
1. Begin on any ROWS window.
2. From the Utilities menu, select User Access.

3. Choose Add User. The Access Rights window opens.

OR

1. Begin on any ROWS window.

2. From the Utilities menu, select User Access.

3. Choose Maintain Users. The User Access List window opens.
4. Highlight the record you want.

5. Choose Modify. The Access Rights window opens.

i ROWS - [Access Rights] M=] E3
4B File Selection Order Processing  Approvals  Comphroller Travel  Utiliies  Window  Help - |5’|5|
L2 2= =0

Uszer Data |.-’-'-.c:c:esa Rights1 |

_First hlame Il Last Mame

Ulser Mame: |ICaTHY |t JHUGHES

Lagin Marne: |ICHUGHES

Rank: [MRS ~|

IJser's Phone: |81 E 926 3778

E-Mail Addiess: [CHUGHES

zer 1D: I11E4

Farent |0 |33

Date Changed: [eont707/02

Diate Last Used: |2E|D1 A8/23

Last Changed By: |5M|TH

U100 Add Rights | Delete Fioiie ok | cancel |

|Feady | g 23, 2001 2:57.06 pm 4
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Tab Summary
» Do any of the following:

e If you want to add a user or modify user data or profiles, choose the User Data tab.

e If you want to maintain user or change the rights a user has for a specific work center,
choose the Modify tab.

Note: Create a different tab for each work center.

User Data Tab

To Add or Edit User Data

1. Inthe User Name boxes, type the user’s first name, middle initial, and last name.
The name, rank, and phone number you enter here will appear of the orders, if this
person is an order writer or authenticator.

2. Inthe Login Name box, type a user ID. This is a unique field and is required to have
a minimum of seven bytes and must include a number and a special character.

From the Rank list, select the user’s rank, grade, or title.

In the User’s Phone box, type the user’s telephone number in XXX XXX XXXX
format, dashes or spaces not required.

In the E-Mail Address box, type the user’s e-mail address.

Choose OK to complete the process.
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Access Rights Tab

To Add Rights for the User at a Work Center

1. Choose Add Rights. A new Access Rights # tab opens. The # is the number of

active tabs that have been created for the user. The name is a place holder.

2. Inthe Profile Name box, type the name for this access rights tab. The tab label

changes to reflect the profile name.

In the Command list, select the type of command.

2

Admin Authority for each role.

7. Select OK to save rights.

Hiws
P Selecton  Qider Procezsng Ublmy ‘Wiredom Halp
- x

In the Order Writing Activity list, select the type of authority.
Select the Role check boxes for the roles you want to assign to the user.

If you want the user to have the authority to assign roles to other people, select

M= E3

fAcoez Highiz

Lgm Dhste i proshile: rosmes I

FProfia Hsma |l peolia name
Cormand [rMCARSC =1
O cher ik | aRinE CORPS RESERVE SURRIRT COMMSHD
Fle] Agdrin fustteniy]  Fiol] Audren Suthasnly]
ol [ ol [
ol n A Eri
I_ I ol I
ol I r r
.l . ml I
[ [ [ [
[ | ml I
l l r
r r

[(edarighes | Deteie Righis | gr |

el anfry - MICRSC - MARINE CORFPS RESEAVE SUPPDRT COpBARD

Femdy

Jud 35, 200 30019 pm
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To Delete a Rights Tab
1. Select the rights tab you want to delete.

2. Choose Delete Rights. A message prompts you to confirm you want to delete the
tab.

4. Do one of the following:
e If you want to delete the rights tab, choose Yes.

e If you do not want to delete the rights tab, choose No.

Delete Rights |

& Are you sure pou want b modifiy?

EC121

To Exit this Window
» Do one of the following:

e To save any changes you made to the record, choose OK. You return to the previous
window.

e To cancel any changes you made to the record, choose Cancel. You return to the
previous window.

See Also:

Rolesand Authority
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User Access List
This window allows you to modify, review, or delete user accounts from ROWS.

How Do | Get Here?
1. Begin on any ROWS window.

2. From the Utilities menu, select User Access, and then choose Maintain Users. The
User Access List window opens.

| ROWS H[=] E3
File  Selection Order Proceszing  Approval:  Comptroller  Trawvel  Utilities  Window  Help
| > ¥z S8 x
i USER ACCESS LIST o] [y
Last Mame I Firzt Hame | il | Lagin Hame I Rark. I Uzerld | -
FOYER JEFF 0 JDFOYER [ 1226
GILEERT DEMMIS A DGILEERT SSGT 35
GOODwM DERRIC L DGOODwAM COMTRACT 29
GORDOM KEYIM KGORDOM COMTRALCT 25
GOWHING FRED | FIGOWHING CPL 1231 —
HART TAMbY A THART GYSGT 1130
HELF R & RHELP = 7
HUGHES L CHUGHES S 1164
IVERSOM ALLEN R ANMERSON S5GT 1126
JEMMIHGS FETER PIEMMINGS LCPL 1156
KALLEVAMG BRITTA [ EBRITTAK = =
La1m Fodify I Delete Print Cloze
|Access Rightz1 - All Commands - ALL ORDER “WRITING ACTIVITIES i
[Ready | g 23 2001 21100 pm
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To Modify an Account
1. Select a user account from the User Access List.

2. Choose Modify. The Access Rights window for that individual will open. See the
Access Rights topic for more information.

i BOWS - [Access Rights]

” :'.a) >

CATHY HUGHES
Rk |

516 926 3773
CHUGHES
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To Delete an Account
1. Select the user account from the User Access List window.

2. Choose Delete. A message prompts you to confirm you want to delete the account.
3. Do one of the following:
e If you want to delete the account, choose Yes.

e If you do not want to delete the account, choose No.

Defetezer

Q Are Sure You YWant to Delete this Lser

ez

EC121

To Print the Account List
» Choose Print.

To Exit this Window

» Choose Close. You return to the previous window.
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Change Profile

This window allows you to view your user profile information and to switch between profiles in
order to work on a different work center. The user profile information is not editable from this
window. Contact your OWA TASO if you have questions or concerns about your user profile.

How Do | Get Here?
1. Begin on any ROWS window.

2. From the Utilities menu, choose Change Profile. The Change Profile window

opens.

: ROWS - [Change Profile] M=] B3
9l File Selection Order Processing Approvals  Compholler Travel  Utiliies  Window  Help ;Iilﬂ
[*¥ =8 x

Uszer Data |f-‘«ccess Rights1 |

Firzt Mame Wl Last Mame

Ll zer Mame: |lcaThy [C [HUGHES

Login Marme: ICHUGHES

Rank: MRS Rd

Jzer's Phone: |81 E 326 3778

E -t ail Address: |CHUGHES

zer D |1 164

Parent |D: |33

Date Changed: |2DD'I 0702

Date Last Lzed: |2|j|j‘| 08423

Lazt Changed By: |SMITH

a0z

|Ready

| dug 23, 2001 31548 pm 4
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Tab Summary
» Do any of the following:

¢ If you want to view your user data, choose the User Data tab.

e If you want to select a different access rights tab for the work center, choose a Profile
Name tab.

User Data Tab

Thiswindow displays the following information:
User name (first name, middle initial, last name)
Login name

Rank

User’s phone

E-mail address

User ID number

Parent ID number

Date changed

Date last used

Last changed by user’s last name

: ROWS - [Change Profile] M=] B3
9l File Selection Order Processing  Approvals  Compholler Travel  Utiliies  Window  Help _|5’|5|

[» % =& x

Uszer Data |f-‘n.|:u:ess Rights1 |

First Mame Ml Last Name
Ll zer Mame: |lcaThy [C [HUGHES
Lagin Mame: ICHUGHES

Rank: MRS Rd
ger's Phone: |81 E 926 3778

E - ail Address: |CHUGHES

ser D |1'|I34—

Parent [D: |33—

[ ate Changed: IW

Date Last Used: W

Last Changed By: EMITH

a0z

|Ready

| dug 23, 2001 31548 pm 4
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Profile Name Tab

This tab allows you to view the command, OWA, roles, and admin authority assigned to you for
the selected profile. The information on this tab is not editable from this window. There can be

one or many profile tabs per individual.

Profile Name
Command

Order Writing Activity

Assigned roles

Assigned admin authority

Flw'S

Ede  Selecion  Deder Procedirg
| ¥ & B x

Lty yfindoss  Help

=1 E

= Chiangr Prohls

Cimivesid CHS5C =1
Dk Widireg ) MEFINE [ORFS RESEFVE SUPFORT COMMAND =]
Fiok Sven fustnorie]  Fiole] Jdin Ao
I §Em.ﬁdﬁ‘i.um||_ [ Fureds Appiaw [
I Comptrobes I b BogestBriy  [I¥
M SubCiompioles ™ T Seouiy -
™ A v ey - [ Fimesreslions -
I Tead I [T Eeames [
I Comaansd Eﬁ (. [T Autherdicalion [
I o - [T Final Seffenat [
T owia TASO ™ IFF Reguesia r
[ Ireieichasl Mans |
e |CEss

secpamst sty - MCFESC - MARINE DOFRPS RESERVE SUPPORT COMMAND

Fleady

Jul 25, 20001 22554 pn
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To Select a Different Access Rights Tab

1. Select the profile name tab you want

2. Choose OK. You return to the previous window under the new profile that was selected.

WS ™i=1 E3
Fis  Belectorn  Qodsl Peocassng o Lliees  wfindeiy  Hels

Systm ki | sl uses | command sty | st sey e somoval | secuty | Access Pt
Frobla ™ sma: |Ford spprovnl
DRAZION
Dliches ; =1
o] Sgren fgoaty  Pok] i s thoeing
I~ Syitm Aeinisst] F Funds dppiove |
I Comphrla: r [ Fsguat Erhy [
I r [T Fopaiy I_
M R e r [T Bessivaliong r
I Tead r [ Farcawes -
I o E riity r I [
™ Diwa r [T Fial Saitienerd r
I T TASD [~ F Angasier__|[
[ edvidusl Marm. |

el gy - MCASE - MARINE COAPS FESERYE SUFFPORT CORAMD = |

Fioady | Jul 38 20m Ehadem

To Exit This Window

» Choose Cancel. You return to the previous window, under the profile you have chosen.

See Also:

Roles and Authorities
Technical Assistance
User Access List

Views/Reports

There are five categories available under the Views/Reports tab under Utilities. They are
e Tables
e Orders
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o Reserve Affairs

e Final Settlement

e Comptroller

Each category has reports available for viewing. The user’s profile will determine which reports
will be available.

Views and Reports
Tables

This category lists all of the ROWS information which is tablized to support the application. When
you select a table, it will display the information on the screen and print it. The tables available
for viewing are:

Command — A list of the major commands that all units fall under organizationally in the USMCR.
Work Center — A list of individual work locations where ROWS users work or an administrative
group.

Work Center RUC — The five character code identifying a Reporting Unit Code in MCTFS.
Activity — A special activity or mission that a set of orders is supporting.

Special Action Code — An administrative code entered by the MCRSC Special Actions section to
depict a status of an IRR, IMA, or MTU member, which may or may not preclude him from
performing Reserve Active Duty.

Pay Tables — The MCTFS Tables which are used to compute a Marine’s Pay and Allowances.
Country — A listing of countries with a continent and country code to describe them.

Zipcode — A listing of all locations with their county and zipcode.

FAA Airports — A listing of airports globally, along with their airport code.

CONUS Per Diem — The Per Diem rates for continental United States locations for lodging and
messing.

OCONUS Per Diem — The Per Diem rates for out of continent United States locations for lodging
and messing.

PLAD — A table of Plain Language Addresses used in message traffic to identify the to or from
command,

along with info commands.

Rates — The rates of reimbursement for Personal Owned Vehicles.

Standard Paragraph — A table of paragraphs which are placed on a set of orders telling the
Marine about  his duty.

PME Schools — A list of Professional Development Schools.

Orders

The Orders category provides a list of available reports containing statistical and other
information on the orders. The reports available are:

Orders by Authenticator’s Work Center — This is a report to display records that a particular
work center has authenticate ,allowing you to select the fiscal year and activity, if desired. They
are sorted in Tracking Number sequence.

Orders Summary by Authenticator’'s Work Center — This report is a summary of the orders
that have been done by a particular work center. It gives the number of initial, modification and
cancellations for officers and for enlisted. They are grouped by order type and contain totals.
Orders by Requestor’s Work Center - This report contains information on orders that were
requested by a particular work center. They are sorted by tracking number.

Orders by Activity — This report contains information on orders that were requested by a
particular work center by the activity they support.

Orders Status Report — This report will show all of the iterations for orders that were requested
by a particular work center, sorted by tracking number.
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Inbound Report — This report has information about Marines that are scheduled to arrive for duty
at a particular command. It is sorted by the Authentication Date.

Orders on Hold — This report displays the orders that are currently in a “ON HOLD” status for a
particular authenticator and fiscal year.

Disapproved Requests — The report is showing all disapproved orders by Command, Work
Center, Activity (if desired) and fiscal year.

Mass Order List — This listing will show all of the Mass Orders that were successful for a
particular Command, Work Center, and fiscal year.

Mass Order Error List — This listing shows the Control Number created by Mass Orders and any
records which failed to either generate or authenticate, along with an error description.

Orders by Submission date — This report provides a list of all tracking numbers for a particular
fiscal year and command, sorted by the generation date.

Transfer to Active Duty — This report shows the Marines who have gone over 30 days of active
duty by fiscal year, command and work center.

PID Report — This report shows all of the types of active duty for a command and fiscal year,
along with a description of what they are for.

PWST Summary — This listing shows all Marines with a Platoon of “PWST” and their orders by
fiscal year, command and work center.

Security Clearance by Fiscal Year — This report shows the orders requiring Security Clearances
for a particular fiscal year.

Lead Time < 7 Days List — This report shows the orders that had less than 7 days when
generated before the start date. It is by fiscal year, Command, and Work Center.

Reserve Affairs — These reports are used by RAM-7 for statistical reports.

RA Waiver Report - This report shows all the orders that needed an RA Waiver for a fiscal year
and a Command.

Over 139 Days/Per Diem — This report shows the orders that were over 139 days in length
where Per Diem was authorized. It is sorted by fiscal year and Command.

Over 16 YRS — This report shows the orders that needed an RA Waiver as the Marine had over
16 years of active duty.

Over 179 Days by FY — The report shows the orders that needed an RA Waiver as the tour days
would add up to over 179 days for that fiscal year.

Tracking Per Diem — This report shows the percentages spent on Per Diem for a particular
location and fiscal year as compared to all per diem for that fiscal year.

Tracking CONUS/OCONUS -

Final Settlement — These reports are for liquidation results.

30 Day Letters - This report shows all the orders that have not been submitted for final
settlement, when the duty end date is 30 days past. Click on a particular record to see the letter
which is produced and can be updated and printed.

60 Day Letters - This report shows all the orders that have not been submitted for final
settlement, when the duty end date is 60 days past. Click on a particular record to see the letter
which is produced and can be updated and printed.

Fiscal Audit - This report shows when the orders were settled and any discrepancies for a final
audit of the orders to determine whether the Marine was given all entitlements.

Pay Admin Settlements - This report shows the final settlement details for all orders for a
particular fiscal year, Command and Work Center.

Pay Admin Checks - This report shows the details for checks on all orders for a particular fiscal
year, Command and Work Center.

Pay Admin Discrepancies - This report shows all the discrepancies that occurred during the
final settlement of orders that needed an RA Waiver for a fiscal year and a Command.
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Comptroller — These reports are for use by persons with a Comptroller profile.

Financial Report — Obligations by Report Period - This report the user to pick a command,
BEA/BESA, fiscal year, active duty type, activity code, and PID type. It lets you select the
grouping and sorts ad choose either a detailed report or a summary report.

Financial Report — Obligations by Command YTD - This report shows all the obligation
information for orders by fiscal year and command.

Allocations Report - This report shows all the monies allocated to each PID type for a
Command and fiscal year.

Execution of Funds Report - This report shows all the allocations,obligation, variances, and
liquidations by quarter for a fiscal year, Command, BEA/BESA, BCN, PID, Pay Group, and Order
Type.

Funds Report - This report shows all expenditure for a Tracking Number, allowing the user to
select by fiscal year, Command, BEA/BESA, BCN, PID, SDN, SSN and Order Type.
Lig/Unlig/Cancel/Partial Document Report - This report allows the user to choose a category:
liquidated, unliquidated, cancellations or partial liquidations and then by Order Type, fiscal year,
Command, work center, BCN, PID code, RUC, date range and pay group.

GLOSSARY
Definitions

Active Duty Special Work (ADSW)

A short tour of active duty intended to provide Selected Marine Corps Reserve (SMCR),
Individual Mobilization Augmentee (IMA), or Individual Ready Reserve (IRR) personnel
augmentation for specific short-term requirements or emergent necessities above and beyond
normal day-to-day duties and operations in support of either the active component or the reserve
component paid for by the respective component.

Administrative Authority

The ability to add, modify, and delete users for the authority role within the same command and
order writing authority. Admin authority may be assigned independently of whether or not the
individual is assigned the role for which they hold the authority.

Annual Training (AT)

The period of annual active duty for training or annual field training which a member of the Ready
Reserve is required to perform each year in an active duty status to satisfy annual training
requirements as defined by the Department of Defense and Service Regulations. When a
member is ordered to annual training duty, the order should specify which training category the
member is performing.

Appropriate Duty

A form of inactive duty training (IDT) without pay, for attendance at special functions or to perform
certain tasks.

Associate Duty

A form of IDT, without pay, performed with an active or Reserve component unit on an affiliated
basis.
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Authentication

The process of final approval of a request. Once a request has been authenticated, the request
then becomes an original set of orders.

Authenticator

The individual that has administrative responsibility for the member who is to perform the duty
outlined in the orders request.

Authorized Accounting Activity

The identification of the activity authorized to perform accounting functions.

Automated Assignment System (AAS)

MCASC Legacy system used to initiate and authenticate orders.

Available Funds

Funds that have been loaded to the ROWS system by the comptroller but have not been
obligated.

Broadcast Information Window

Information messages generated by the Systems Administrator that appear when logging into
ROWS.

Bureau Control Number (BCN)

An allotment authorization number consisting of five digits composed of a three digit allotment
number prefixed by a two digit budget project number as a descriptor.

Centralized Expenditures/Reimbursement Processing System (CERPS)

Department of Defense system that reports money spent (expenditures/reimbursement) to the
Department of the Treasury.

Command Entity

Commanding officer of major subordinate commands that will assign Order Writing Activity
(OWA) for their commands.

Committed Funds

Funds that haven't been authenticated but have been committed (i.e. the request for orders has
been generated but not authenticated.)

Component Code (Comp Code)

A two-character code which indicates what component of the Marine Corps or other branches of
the Armed Forces an individual is in (i.e., USMC, USMCR).

Comptroller

Responsible for building funds and loading allocations to those funds for Reserve orders. The
Comptroller sub-allocates money, and upon building a fund, assigns units authorized to approve
money utilizing those funds.
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Defense Finance and Accounting Service-Kansas City (DFAS-KC)

The Kansas City Center provides finance and accounting, disbursing, and reporting services for
the U.S. Marine Corps and certain other Defense and non-Defense government agencies. The
Center also provides accounting and financial systems design and development in support of the
U.S. Marine Corps.

Desktop

The background of your screen, on which windows, icons, and dialog boxes appear.

Disbursing Officer Voucher (DOV)
DD Form 1351

Disbursing Station Symbol Number (DSSN)

Code that denotes the Disbursing Office that is reporting a pay transaction.

Discrepancy Notices

Notices that are sent to members that indicate potential problems associated with their Final
Settlement Claim.

(DONCAF/DCII)

The investigating agencies for the Department of the Navy responsible for performing security
checks and granting security clearances.

Duty Involving Flying - Denied (DIFDN)

A duty assignment where the aeronautically designated personnel (ADP) are not permitted flight
activity nor OPFLY time accrual.

Duty Involving Flying - Operational (DIFOP)

Duty in a flying status involving operational flight. For a reserve officer, this is an assignment to
an operational flying billet or an assignment to duty in training for an aeronautical designation.
OPFLY is accrued duromg this type of assignment.

Electronic Funds Transfer (EFT)

Transfer of funds by electronic means for direct payment to an account at a financial institution.

End Date
The date the duty ends, including any travel days at the end of that duty.

Expiration of Active Service (EAS)

The expiration date of the active service period.

Extended Active Duty - (EAD)

Active duty performed by a member of a reserve component, normally in access of 30 days.

Federal Insurance Contributions Act (FICA)

Federal Withholding Tax withheld from an individuals pay check.
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Final Settlement

This role is responsible for generating or validating unit diary transactions at the completion of
duty, and for processing all liquidations.

Fiscal Year (FY)

4 byte fiscal year (i.e. 2001). A 12-month period from 1 October to 30 September.

Force Service Support Group (FSSG)

A major subordinate command in the Marine Corps responsible for services and support.

Functional Account Number (FAN)

Identifies the type of monies being appropriated for per diem, travel, or pay and allowances and
whether the line of appropriation is for officer or enlisted. If the four preceding digits of the RPMC
Cost Code are zeros, the last five digits of the RPMC Cost Code is the functional account
number. The RPMC funds use from 7000 to 8000.

Fund Description

The descriptive text name of the project or exercise.

Fund Approver

This role is responsible for approving the funds for orders requests generated from Request
Entry.

The Fund Approver is assigned by the OWA.

Government Transportation Request (GTR)

Commercial ticket for government travel.

Government Travel Charge Card (GTCC)

A government issued VISA charge card to be utilized by government personnel for travel purposes.

Inactive Duty Training (IDT)

Duty or training performed by Reservists not on active duty, annual training, or active duty training.

Individual Mobilization Augmentee (IMA)

AnIMA Marineisamember of the SMCR, but is not amember of an SMCR unit. IMA Marines are
attached to active duty units. The IMA program provides a source of trained and qualified individuas to fill
atime sensitive portion of the Active Component wartime structure. IMA Marines participate in a
minimum of twelve (12) days of Annual Training (AT) plus the required number of Inactive Duty Training
(IDT) periods (0-48) for the billet. These reservists are in paid billets. Membership in an IMA isalso
subject to manpower requirements.

Initial Active Duty Training - (IADT)

The period of active duty training when recruit training, Marine Combat Training, and initial skill training
are accomplished incrementally or continuously. IADT isrequired for al initial enlisted accessions.

In Progress Payments (IPP)

A payment request by the unit that the marine has reported to or is performing the duty, this type of
payment can only be requested once the marine has arrived at the duty site. Authentication site is
responsible for requesting payment via unit diary.
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IPP Requestor

A role responsible for submitting requests for In Progress Payments (IPP) for members whose orders
reguests have been authenticated. The IPP Requestor is aso responsible for tracking and researching 1PP
requests that have been disapproved, and if required, resubmitting the request for approval.

Itinerary URL

If available, the Internet address where the member can obtain information relevant to flight reservation..

Line of Appropriation

A line of accounting to indicate what pay group, command, and estimated costs for travel, per diem, or pay
and allowances that pertains to a particular set of orders.

Liquidated Amount

The amount which is the fina settlement on a set of orders.

Manual Travel Order Number

A number manually assigned to arequest ONLY in the situation where the system is down and a set of
orders must be produced prior to the system coming back up.

Marine Corps Forces Reserve (MARFORRES) or (MFR)

A major Marine Corps command, located in New Orleans, Louisiana. It is the Headquarters command for
all Marine Reservists and Reserve units located throughout the United States and provides policy,
guidance, direction and support for Marine Reservists throughout the United States.

Marine Corps Reserve Support Command (MCRSC)

A major subordinate command (MSC) of MARFORRES. MCRSC's primary mission isto improve the
mobilization readiness of the Reserve Component by providing Pre-trained Individual Manpower (PIM)
resources upon mobilization. MCRSC maintains the service records of the PIM (IMA's Standby
Reservists, and IRR) and administers the IMA/MTU program.

Marine Corps Total Force System (MCTFS)

A personnel and pay system, jointly owned by the Marine Corps and DFAS-KC. MCTFS isa mainframe-
based application holding all personnel and pay data on every Marine including; assignment and
promotion history, performance evaluations, as well as payroll information such as; taxes, and information
concerning residency, dependants, allowances, allotments, and many other kinds of information relating to
personnel and payroll issues.

Monitored Command Code (MCC)

Code used to identify a command, unit, activity, or an individual billet to which assignment of personnel is
controlled by HQMC.

Montgomery Gl Bill-Reserve (MGIB-R)

The Montgomery Government Issued Bill, basic education funding for reserves.

New Technology (NT)

One of several Windows environments (See also: ‘Windows (NT)’).
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Notice of Eligibility (NOE)

A document authorizing medical or dental care to reservistsincurring an aggravating injury or illness, or
contracting adisease in the line of duty.

Obligated Amount
Funds associated with an order that has been authenticated.

Order Tracking Number

A system generated number assigned to arequest asit is being saved. This number is used for tracking
requests and orders throughout the ROWS system.

Order Writing Activity (OWA)

Theroleresponsible for initiating the request for orders process.

Order Writing Activity-Terminal Area Security Office (OWA-TASO)

Therole responsible for assigning roles within the work center. This role is subordinate to Order Writing
Activity.

Pay Group Code

Code that designates the pay group authorized by a project, officer-enlisted codes for funds allocation. 1in
the first byte denotes officer. 2 in first byte denotes enlisted.

Permanent Change of Station (PCS)

Any ordersin excess of 139 days without per diem.

Permanent Mailing Address (PMA)
The members home address that is contained on the MCTFSfile.

Plain Language Address Description (PLAD)
An address used to identify units on naval messages, to include office codes.

Point of Contact (POC)

Name of person/office to contact regarding a request.

Privately Owned Conveyance (POC)
Method of personal transportation to and from the duty site. Synonym privately owned vehicle (POV).

Privately Owned Vehicle (POV)

A vehicle owned by an individual which a member can be authorized to use to travel to a duty site.

Professional Military Education (PME)

Required, progressive education for Marines.

Profile Window

User profilewindow. A user may have multiple profiles/roles within the ROWS system.
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Program Identification (PID)

!denti _fication of a specific program. ldentifies the project type which tells what the pay group isand who
is project manager

Rated POV Cost

The estimated cost the member is authorized for travel from place ordered to active duty, to the place where
the duty will be performed.

Report No Later Than Date

Date which the member must report to the appropriate person/duty station.

Request Entry

A role responsible for entering order requestsinto ROWS. The operational sponsor or unit representative
that can initiate arequest for aMarine.

Reservations

The office that makes the travel arrangements for airline, bus, or train based on arequest for orders. This
role isresponsible for entering travels costs and information regarding the travel itinerary into the orders
request.

Reserve Affairs Coordinator (RAC)

The arearesponsible for granting waivers regarding extended annual training and additional annual
training.

Reserve Affairs Office (RA-Office)

The office that has the authority to approve or disapprove arequest for orders.

Reserve Counterpart Training - (RCT)

A program designed to give |RR members opportunities to enhance military skills by training with their
active component counterparts. Provides mobilization readiness training for IRR's preassigned to W-series
T/O's.

Reserve Affairs Waivers (RA-Waivers)

Waivers for members with active service approaching 17 years (the current system edits for over 16 years),
over 179 days of active duty in afiscal year, and over 139 days of active duty orders requesting per diem
and PCS orders.

Reserve Order Writing System (ROWS)

An application developed to write, modify, and cancel orders for the Marine Corps Reserve.

Reserve Personnel Marine Corps (RPMC)

A funding source associated with the costs of maintaining all Reserve Forces material and personnel.

Reviewer

An optional role that is responsible for reviewing request for completeness and accuracy before forwarding
the request to the authenticator for final approval.
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Roles

Various functions within ROWS responsible for creating orders, setting up funds, authenticating orders (i.e.
Systems Administrator, Comptroller, Sub-Comptroller, RA Waivers, Transportation Management Office,
Command Entity, OWA, OWA/TASO, Funds Approval, Request Entry, Security, Reservations, Reviewer,
Authentication, and Final Settlement).

Rows Login

The login window for the ROWS signon.

Scheduled Airline Traffic Office (SATO)
Located at MARFORRES and MCRSC. SATO is the official travel office for ROWS.

Search Profile

A description of agroup of members that can be created, edited, and reused to find members on the ROWS
database. Used in Selection List.

Security

Thisrole isresponsible for verifying requested security clearances.

Selected Marine Corps Reserve (SMCR)

The SMCR consists of three elements: SMCR units, Individual Mobilization Augmentees (IMA) and the
Active Reserve (AR). Marines of the SMCR participate in aminimum of forty-eight (48) paid periods of
Inactive Duty Training (normally 1 weekend per month) and a minimum of fourteen days (exclusive of
travel time) of Annual Training per year with their units. Membership in an SMCR unit is subject to
manpower requirements.

Source Document Number (SDN)

A number that identifies the specific line of appropriation.

Start Date
The date duty started, including any travel days.

Sub Comptroller

A rolefor an individual who is responsible for further sub-allocating money that has been allocated by the
Comptroller. The Sub Comptroller is assigned by the Comptroller.

SUBHEAD

I dentifies the Marine Corps and budget activities under the military personnel, Marine Crops
Appropriation.

System Administrator

The individual who monitors the system to ensure proper functioning.

Total Force/Reserve Order Request Management Application (TF/RORMA)
A LOTUS Notes application used to enter training requests for ADSW on Reserve Marines.
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Transportation Management Office (TMO)

Thisroleisresponsible for purchasing transportation tickets and ensuring that the actual transportation
costs are entered into the ROWS system.

Line of Appropriation

A line of accounting that indicates what pay group, command and an estimated cost for per diem, travel, or
pay and allowances that pertains to a particular set of orders.

Travel Order Number (TON)

Thisisaunique number given to each set of ordersto track them for financial purpose. The number is
systems generated upon authentication of arequest.

Type Transaction Code (TTC)
The code that denotes the type of transaction being reported for a specific, reportable, unit diary entry.

User Profile

The command, OWA, roles, and authority assigned to a ROWS user.

Windows (NT)

One of several windows based, personal computer operating system environments (See also: ‘NT’).

Work Center

A specific areawithin a command.
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