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Standard Operating Procedure 
Printing NROWS Order with a Masked SSN and/or Mailing Address 

 
 
Background: 

 

This SOP provides guidance on printing approved NROWS orders 

that mask the SSN and the mailing address to avoid a PII 

Spillage.  The NRA can print an NROWS Order with the SSN and/or 

mailing address masked.  This method should be used when the NRA 

needs to send a copy of the NROWS order to the Reservist by 

Email or regular USPS mail (i.e. Copy needed for employer, copy 

of order sent to a commercial email address (Yahoo, Gmail)). 

 

A NROWS Order with the SSN and/or mailing address masked will 

not be used for the following: 

1.  To record the required check-in and check-out of duty 

by the gaining command. 

2.  Be sent to the servicing Personnel Support Detachment 

(PSD) for pay and allowance. 

3.  Be Submitted with the manual travel claim (DD FORM 

1351-2) 

4.  Be Uploaded into DTS 

 

NOTICE  - ****CNRFC has confirmed with Navy Pay and Personnel 

Support Center (NPPSC) that SSNs are the sole Personally 

Identifiable Number required in pay and personnel transactions 

and that the SSN (or truncated SSN) are required on any order 

(PCS/ADSW/MOB/NROWS) to ensure that the correct person is being 

paid.**** 

 

Procedure: 

 

1. Log into NROWS 

https://nrows.sscno.nmci.navy.mil/nrows/secure/login.jsp 

 

2.  From the NROWS home screen, select from the drop-down on the 

left, “PRINT”. 

 

https://nrows.sscno.nmci.navy.mil/nrows/secure/login.jsp


N33-SOP-019 Printing NROWS Order with a Masked SSN and/or Mailing Address 

 

2 

 

 
 

2.  From the Print Menu select Print Orders 

 

 
 

The search screen will appear. 
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3.  From the search screen complete the following: 

A.  Select Current or Historical Order 

B.  Select Masked or Not Masked to “Mask Printed SSN” 

C.  Select Masked or Not Masked to “Mask Printed Home 

Address” 

D.  Enter the required search parameters (Name, SSN, 

Tracking Number) and select “SEARCH”  

 

 
 

4.  Select order desired by selecting tracking number on the left 
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5.  Order will populate and can be saved as a “.PDF” file for 

distribution or filing. 

 

 
 

A NROWS Order with the SSN and/or mailing address masked will 

not be used for the following: 

1.  To record the required check-in and check-out of duty 

by the gaining command. 

2.  Be sent to the servicing Personnel Support Detachment 

(PSD) for pay and allowance. 

3.  Be Submitted with the manual travel claim (DD FORM 

1351-2) 

4.  Be Uploaded into DTS 

 

Approved: 
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