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Functions 
 

Common 
 

Home Page 
 

1. The default page when starting the Web Orders application is the Home Page (Figure 1). 
 

 
(Figure 1) 

 
 
 

2. After launching the Web Orders application, check to ensure that your user information located in the Status Bar 
at the bottom of the screen is correct (Figure 2). 

 

 
(Figure 2) 

 
 
 

3. Click on the "Home" button located on the Tool Bar at the top of the screen to access this page from anywhere 
within the application (Figure 3). 

 

 
(Figure 3) 
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Basic Search 

 
1. To run simple queries on Orders, click on the "Basic" button located on the Tool Bar at the top of the screen 

(Figure 1). 
 

 
(Figure 1) 

 
 
 

2. The basic "Find Orders" page is displayed, offering some simple query options (Figure 2). 
 

 
(Figure 2) 

 
 
 

3. Type text or numbers into the appropriate text boxes, and click the "Find" button (Figure 3). 
 

 
(Figure 3) 
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4. The results of the query are displayed (Figure 4). 
 

 
(Figure 4) 

 
 
 

Advanced Search 
 

1. To run more complex queries on Orders, click on the "Advanced" button located on the Tool Bar at the top of the 
screen (Figure 1). 

 

 
(Figure 1) 

 
 
 

2. The advanced "Find Orders" page is displayed, offering numerous and complex query options (Figure 2). 
 

 
(Figure 2) 
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Historical Search 

 
1. To run a query on the Orders history for a particular Marine, click on the "History" button located on the Tool Bar 

at the top of the screen (Figure 1). 
 

 
(Figure 1) 

 
 
 

2. The "Find Orders - History" page is displayed, offering some simple query options (Figure 2). 
 

 
(Figure 2) 
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Sorting 

 
5. The default sorting arrangement for any list of Orders is by Last Name.  To sort by any other column, click on the 

column's header (Figure 1). 
 

 
(Figure 1) 
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6. The displayed list is now sorted in ascending order by the selected column (Figure 2).  To sort in descending 

order, click once more on the same column heading. 
 

 
(Figure 2) 

 
 
 

Orders Writing Authority (OWA) 
 

Received Orders 
 

1. To examine Received Orders, click on the "Received" button located on the Tool Bar at the top of the screen 
(Figure 1). 

 

 
(Figure 1) 
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7. A list of Orders not yet acknowledged by you will be displayed (Figure 2). 

 

 
(Figure 3) 

 
 
 

8. To examine individual Orders, click on any one of the multi-colored "Orders Details" icons to the left of the SSN 
column (Figure 3). 

 

 
(Figure 3) 
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9. Details of the Order will be displayed (Figure 4). 

 

 
(Figure 4) 

 
 
 

10. To access the Orders Detail Actions box, click on the hyperlink in the "Transaction Date" cell (Figure 5). 
 

 
(Figure 5) 
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11. The "Order Detail Actions” box will be displayed (Figure 6). 

 

 
(Figure 6) 

 
 
 

12. Close this box and click on the "Cancel" button to return to the "Orders Received" screen, where there are three 
buttons located directly under the Received Orders list that will allow additional actions (Figure 7). 

 

 
(Figure 7) 
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13. To print the entire list of Received Orders, click on the "Print List" button.  To exit this screen and return the 

previous page, click on the "Cancel" button.  Clicking on the "Acknowledge Orders" button will automatically 
transfer the orders from the Received list to the Acknowledged list and bring up a message confirming the action 
(Figure 8). 

 

 
(Figure 8) 

 
 
 

Acknowledged Orders 
 

1. Click on the “Acknowledged” button located on the Tool Bar at the top of the screen to open the Acknowledged 
Orders list (Figure 1). 

 

 
(Figure 1) 
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14. Notice how all the Orders from the Received list have been carried-over to the Acknowledged list (Figure 2). 

 

 
(Figure 2) 

 
 
 

15. To Endorse all Orders, click on the "Select All" button located directly above the Orders list (Figure 3). 
 

 
(Figure 3) 
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16. To automatically Endorse all selected Orders, click on the "Auto Endorse" button located directly below the 

Orders list (Figure 4). 
 

 
(Figure 4) 

 
 
 

17. To Print, Edit, or Endorse individual Orders, click on the appropriate check-box next to the "Orders Detail" icon 
(Figure 5). 

 

 
(Figure 5) 

 
 
 

18. The enabled buttons located directly below the Acknowledged Orders list allow for various actions (Figure 6). 
 

 
(Figure 6) 
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19. Clicking on the “Edit & Endorse” button will bring-up a page that allows a particular Order to be custom edited 
before it is endorsed (Figure 7). 

 

 
(Figure 7) 

 
 
 

20. The buttons located directly below the "First Endorsement Text" box allow for various actions (Figure 8). 
 

 
(Figure 8) 

 
 
 

21. Click on the "Edit" button to begin customizing the text in the "First Endorsement Text" box (Figure 9). 
 

 
(Figure 9) 
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22. To save changed text and immediately endorse the Order, click on the "Save & Endorse" button.  To save 

changed text without yet endorsing the Order, click only the "Save" button.  To finally endorse Orders after 
saving changed text, click on the "Endorse" button (Figure 10). 

 

  
(Figure 10) 

 
 
 

23. The Acknowledged list will be redisplayed with a message confirming the Endorsement.  The selected Orders 
have been automatically transferred from the Acknowledged list to the Endorsed list -- notice that they are no 
longer in the Acknowledged list (Figure 11). 

 

 
(Figure 11) 

 
 
 

Endorsed Orders 
 

1. Click on the “Endorsed” button located on the Tool Bar at the top of the screen to open the Endorsed Orders list  
(Figure 1). 

 

 
(Figure 1) 
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24. Notice how the selected Orders from the Acknowledged list have been carried-over to the Endorsed list (Figure 

2). 
 

 
(Figure 2) 

 
 
 

25. To Print or Edit indiv idual Orders, click on the appropriate check-boxes next to the "Orders Detail" icon (Figure 
3). 

 

 
(Figure 3) 

 
 
 

26. The enabled buttons located directly below the Endorsed Orders list allow for various actions (Figure 4). 
 

 
(Figure 4) 
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Administrative 
 

Manage Users 
 

1. Click on the “Admin” button located on the Tool Bar at the top of the screen to open the Admin Tools page 
(Figure 1). 

 

 
(Figure 1) 

 
 
 

27. Click on the "Manage Users" link to view, create, edit, or delete Users (Figure 2). 
 

 
(Figure 2) 

 
 
 

28. Click on a User Name in the displayed list to edit User information (Figure 3). 
 

 
(Figure 3) 
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29. Information can be edited in the User box and saved by clicking on the "Save" button.  Click on the Job Name 

link to access more detailed information (Figure 4). 
 

 
(Figure 4) 
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30. A "User Job Detail" box is displayed (Figure 5). 

 

 
(Figure 5) 

 
 
 

31. Close the box and click on "Back To The List Of Users" link (Figure 6). 
 

 
(Figure 6) 
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32. Click on the "Delete" link to remove a User from your list (Figure 7). 

 

 
(Figure 7) 

 
 
 

33. A confirmation is needed to permanently delete a User.  Click on the "click here" link to go back to the previous 
page (Figure 8). 

 

 
(Figure 8) 

 
 
 

34. Click on the "Add New User" link to add a User to your list (Figure 9). 
 

 
(Figure 9) 
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35. Enter the appropriate data into the text boxes and click on the "Save" button to add a new User (Figure 10). 

 

 
(Figure 10) 

 
 
 

Manage Jobs 
 

1. Click on the “Admin” button located on the Tool Bar at the top of the screen to open the Admin Tools page 
(Figure 1). 

 

 
(Figure 1) 
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36. Click on the "Manage Jobs" link to view, create, edit, or delete Jobs (Figure 2). 
 

 
(Figure 2) 

 
 
 

37. To create a new Job, click on the "Add New Job" link.  To edit existing Jobs, enter text in the appropriate text 
boxes or select a Job Type from the drop-down box and click on the "Find" button (Figure 3). 

 

 
(Figure 3) 

 
 

38. If editing Jobs, click on a Job Name link in the displayed list (Figure 4). 
 

 
(Figure 4) 
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39. Enter or edit Job information in the appropriate text boxes and click on the "Save" button.  Click on the "Add 
Organization" link to assign the Job to Organizations (Figure 5). 

 

 
(Figure 5) 

 
 
 

40. Type in text or numbers in the appropriate text boxes and click on the "Find" button (Figure 6). 
 

 
(Figure 6) 

 



Page 23 

 
41. Choose the Organizations that the Job will be assigned to by selecting the appropriate check boxes and clicking 

the "OK" button (Figure 7). 
 

 
(Figure 7) 
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42. Notice the new Organizations in the Job Organization list.  To remove an Organization assigned to a Job, click on 

it's corresponding "Delete" link.  To add Roles and Privileges to Jobs, click on and select from the "Add New 
Role" and "Add New Privilege" drop down boxes.  To return to the Jobs page, click on the "Back To The List Of 
Jobs" link (Figure 8). 

 

 
(Figure 8) 

 
 
 

Manage Organizations 
 

1. Click on the “Admin” button located on the Tool Bar at the top of the screen to open the Admin Tools page 
(Figure 1). 

 

 
(Figure 1) 

 
 
 

43. Click on the "Manage Organizations" link to view, create, edit, or delete Organizations (Figure 2). 
 

 
(Figure 2) 
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44. To create a new Organization, click on the "Add New Organization" link.  To edit existing Organizations, enter 

text in the appropriate text boxes or select an Organization Type from the drop-down box and click on the "Find" 
button (Figure 3). 

 

 
(Figure 3) 

 
 
 

45. If editing Organizations, click on an Organization Name link in the displayed list (Figure 4). 
 

 
(Figure 4) 
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46. Enter or edit Organization information in the appropriate text boxes and click on the "Save" button.  Click on the 

"Add Organization" link to assign it to existing Marine Corps Organizations (Figure 5). 
 

 
(Figure 5) 

 
 
 

47. Type in text or numbers in the appropriate text boxes and click on the "Find" button (Figure 6). 
 

 
(Figure 6) 
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48. Choose the Organizations to be assigned by selecting the appropriate check boxes and clicking the "OK" button 

(Figure 7). 
 

 
(Figure 7) 
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49. Notice the new Organizations in the Job Organization list.  To remove an Organization, click on it's corresponding 

"Delete" link.  To return to the Organizations page, click on the "Back To The List Of Organizations" link (Figure 
8). 

 

 
(Figure 8) 

 
 
 

Manage Roles 
 

1. Managing Roles is a function available only to Administrators logged in as the "WO Admin", which can be 
verified by checking the information located in the Status Bar at the bottom of the screen is correct (Figure 1). 

 

 
(Figure 1) 

 
 
 

2. Click on the “Admin” button located on the Tool Bar at the top of the screen to open the Admin Tools page 
(Figure 2). 

 

 
(Figure 2) 
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50. Click on the "Manage Roles" link to view, create, edit, or delete Roles (Figure 3). 

 

 
(Figure 3) 

 
 
 

51. To create a new Role, click on the "Add New Role" link.  If editing Roles, click on a Role Name link in the 
displayed list (Figure 4). 

 

 
(Figure 4) 
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52. Enter or edit Role information in the appropriate text boxes and click on the "Save" button.  Click on the "Add 

New Privilege" drop down box to assign the Role privileges (Figure 5). 
 

 
(Figure 5) 
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53. To remove a Role Privilege, click on it's corresponding "Delete" link.  To return to the Roles page, click on the 

"Back To The List Of Roles" link (Figure 6). 
 

 
(Figure65) 

 


