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Enclosure (1) 

CREATING A MOVEMENT ORDER IN MIDS 
 

1.  MO.  This enclosure explains how to create a MO in MIDS. 
 
 a.  Originators.  An originator is the person who initiates a MO and is identified by a THE 
USNA log-in in the “created by” line of a MO form. 
 
 b.  O-Rep.  For the purpose of the MIDS-entry form, O-Reps, Faculty Reps, Faculty/Staff 
Leads and instructors acting as the reviewing authority for submission to the Logistics Officer 
will be referred to as O-Reps. 
 
 c.  Missing Class.  Midshipmen missing class time are responsible for obtaining permission 
from their instructors by requesting instructor’s signature on a miss class chit. 
 
 d.  Procedures.  The MIDS-entry form provides a drop-down menu system that allows the 
user to select the information for the MO.  Below is a step-by-step process to create a MO. 
 
  (1) Log into MIDS. 
 
  (2) From the main menu, click the “Logistics” hyperlink at the top of right-most column. 
 
  (3) Once in the “Logistics” menu, click “Movement Orders – Initiate/Review.” 
 
  (4) Find “Insert New Record” beneath the information fields and click it.  An initiation 
page will populate the following fields for entry: 
 
   (a) Classification.  The available options are Academic Field Trip, Extra Curricular 
Activity, Brigade Support Activity, Club Sport, Commandant Operations, NAAA Varsity Sport, 
Other, PRODEV, and Squad/Company/Battalion. 
 
   (b) Priority.  After selecting a classification, originators select a priority.  The 
available options are Low, Medium, and High. 
 
   (c) Status.  Available status is Obtaining Approvals, Submitted to Logistics Officer, 
Received by Logistics Officer, Pending, Approved by Operations Officer, Disapproved, and 
Canceled.  When an originator creates MO, MIDS will notify to the O-Rep with a link to the MO 
for review. 
 
    (1) Obtaining Approvals.  Allows originators and O-Reps to edit MOs.  O-Reps 
should maintain this status until a full review is completed.  The Provost, Company Officers, 
and the Logistics Officer may not see MOs displaying “obtaining approval” status. 
 
    (2) Submitted to Logistics Officer.  After an O-Rep completes a review of a MO, 
the status should be set to this status.  The MO will NOT be reviewed unless the status field is 
changed to ‘Submitted to Logistics Officer’ 
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    (3) Reviewed by Logistics Officer.  Signifies that the Logistics Officer has 
received a MO. 
 
    (4) Pending.  Indicates that a MO is pending additional information or action.  
 
    (5) Approved by Operations Officer.  Signifies that the Commandant of 
Midshipmen’s Operations Officer has approved a MO. 
 
    (6) Disapproved.  Signifies that the Commandant of Midshipmen’s Operations 
Officer has denied the execution of a MO. 
 
    (7) Canceled.  Signifies that a MO has been canceled.  Originators or O-Reps 
should contact the Logistics Officer to set this status.  
 
   (d) Organization.  Type the name of the organization executing the MO.  
 
   (e) Proceed Date/Time.  Enter MO start time and date in DD-MMM-YYYY/HHHH 
format.  If a MO departs at 0000, enter the time as 2359 or 0001. 
 
   (f) Muster Time.  Enter muster time in HHHH format.  Ensure that the muster time is 
earlier than or equal to the Proceed time.  If this condition is not met, MIDS will give an error.  
 
   (g) Muster Place.  Enter the location of the muster. 
 
   (h) Return Date/Time.  Enter MO end time and date in DD-MMM-YYYY/HHHH 
format.  If a MO ends at 0000, enter the time as 2359 or 0001. 
 
   (i) Reason.  Enter reason for or the purpose of the MO.  Also, include uniform intent 
if intending to execute in a uniform of the day. 
 
   (j) O-Rep Name.  From the drop-down menu, select the name of the O-Rep 
responsible for the MO. 
 
   (k) POC Name.  Enter the name of an additional point-of-contact (POC) associated 
with the MO.  The POC can be a coach, another O-Rep, an E-Rep, a midshipman in charge, etc. 
 
   (l) POC (if not on Yard).  An optional entry for an additional point-of-contact. 
 
   (m) Destination.  Enter the destination city. 
 
   (n) State.  Enter the destination state (if applicable). 
 
   (o) Country.  In OCONUS, enter the destination country. 
 
   (p) Itinerary.  Enter a detailed itinerary for all events and travel during a MO. 
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   (q) Emergency Phone.  Enter a valid recall so that the OOW may contact the MO O-
Rep, as required. 
 
   (r) Will midshipmen miss class time?  Enter Yes or No.  Selecting Yes sends a 
notification to the Provost. 
 
   (s) Will midshipmen miss study hour?  Enter “Yes:  or “No.”  Also, select “Yes” if 
MO does not occur during study hour but does occur during the Read & Study day, Academic 
Reserve, and x-week.  Selecting “Yes” sends a notification to the Provost. 
 
  (5) Completed entry.  Once complete with all of the inputs, click “Insert.”  If an entry is 
unsuccessful, a pop-up will indicate fields that must be corrected.  A successful entry will 
populate a review page with a green “Success!” in the top left corner and the MO Code at the 
top-center.  Changes may be made on the review page if necessary.  Be sure to click “update” 
below fields updated on the review page.  A green “Success!” will populate in the top left corner 
of any successful update.  
 
  (6) Exceptions.  After successful entry, originators should check all appropriate 
“exceptions.”  Click “update.” 
 
  (7) Roster.  Enter the midshipmen participating.  Midshipmen can be entered by the 
below modes.  A green “Success!” will populate in the top left corner of any successful entry 
with the roster. 
 
   (a) Add individual midshipmen. 
 
   (b) Add groups of midshipmen. 
 
   (c) Add midshipmen by alpha. 
 
   (d) Delete multiple midshipmen. 
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 Enclosure (2) 

CREATING EXCUSAL IN MIDS 
 

1.  Excusals.  This enclosure explains how to create an excusal in MIDS. 
 
 a.  Originators.  An originator is the person who initiates an excusal and is identified by a 
THE USNA log-in in the “created by” line of an excusal form. 
 
 b.  O-Rep.  For the purpose of the MIDS-entry form, O-Reps, Faculty Reps, Faculty/Staff 
Leads and instructors acting as the reviewing authority for submission to the Logistics Officer 
will be referred to as O-Reps. 
 
 c.  Missing Class.  Midshipmen missing class time are responsible to obtain permission from 
their instructors by requesting instructors’ signatures on a Miss Class Chit.  Further, creating 
excusals to miss Noon Meal Formation, march-on practice, and other mandatory events should 
not be considered a routine nature.  Also, avoid creating excusals during CO/SEL Time on 
Mondays and Wednesdays 
 
 d.  Procedures.  The MIDS-entry form provides a drop-down menu system that allows the 
user to select the information for the excusal.  Below is a step-by-step process to create an 
excusal. 
 
  (1) Log in to MIDS. 
 
  (2) From the main menu, click the “Logistics” hyperlink at the top of right-most column. 
 
  (3) Once in the “Logistics” menu, click “Excusal—Initiate/Review.” 
 
  (4) Find “Insert New Record” beneath the information fields and click it.  An initiation 
page will populate the following fields for entry: 
 
   (a) Classification.  The available options are Academic Field Trip, Brigade Support 
Activity, Extra Curricular Activity, Character Development, Club Sport, Commandant 
Operations, NAAA Varsity Sport, Other, PRODEV, and Squad/Company/Battalion.  
 
   (b) Priority.  After Selecting a classification, originators select a priority.  The 
available options are Low, Medium, and High. 
 
   (c) Status.  Available status is Obtaining Approvals, Submitted to Logistics Officer, 
Received by Logistics Officer, Pending, Approved by Operations Officer, Disapproved, and 
Canceled.  When an originator creates an excusal, MIDS will notify to the O-Rep with a link to 
the excusal for review. 
 
    (1) Obtaining Approvals.  Allows originators and O-Reps to edit MOs.  O-Reps 
should maintain this status until a full review is completed.  The Provost, Company Officers, and 
the Logistics Officer may not see MOs displaying this status. 
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    (2) Submitted to Logistics Officer.  After an O-Rep completes a review of an 
excusal, the status should be set to this status.  The excusal will NOT be reviewed if the status is 
not updated to “Submitted to Logistics Officer”. 
 
    (3) Reviewed by Logistics Officer.  Signifies that the Logistics Officer has 
received an excusal.  
 
    (4) Pending.  Indicates that an excusal is pending additional information or action. 
 
    (5) Approved by Operations Officer.  Signifies that the Commandant of 
Midshipmen’s Operations Officer has approved an excusal.  
 
    (6) Disapproved.  Signifies that the Commandant of Midshipmen’s Operations 
Officer has denied the execution of an excusal. 
 
    (7) Canceled.  Signifies that an excusal has been canceled.  Originators or O-Reps 
should contact the Logistics Officer to set this status. 
 
   (d) Organization.  Type the name of the organization executing the excusal. 
 
   (e) Proceed Date/Time.  Enter MO start time and date in DD-MMM-YYYY/HHHH 
format.  If an excusal departs at 0000, enter the time as 2359 or 0001. 
 
   (f) Muster Time.  Enter muster time in HHHH format.  Ensure that the muster time is 
earlier than or equal to the Proceed time.  If this condition is not met, MIDS will give an error.  
 
   (g) Muster Place.  Enter the location of the muster. 
 
   (h) Return Date/Time.  Enter excusal end time and date in DD-MMM-YYYY/HHHH 
format.  If an excusal departs at 0000, enter the time as 2359 or 0001. 
 
   (i) Reason.  Enter reason for or the purpose of the excusal.  Also, include uniform 
intent if intending to execute in a uniform other than the uniform of the day.  
 
   (j) O-Rep Name.  From the drop-down menu, select the name of the O-Rep 
responsible for the excusal.  
 
   (k) POC Name.  Enter the name of an additional point-of-contact associated with the 
excusal.  The POC can be a coach, another O-Rep, an E-Rep, a midshipman in charge, etc. 
 
   (l) POC (if not on Yard).  An optional entry for an additional point-of-contact. 
 
   (m) Will midshipmen miss class time?  Enter “Yes” or “No.” Selecting “Yes” sends a 
notification to the Provost. 
 
   (n) Will midshipmen miss study hour?  Enter “Yes” or “No.” Also, select “Yes” if  
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MO does not occur during study hour but does occur during the Read & Study day, Academic 
Reserve, and x-week.  Selecting “Yes” sends a notification to the Provost. 
 
   (o) Class.  Fill in for Character Development excusals.  Options available are “Non-
applicable, First Class, Second Class, Third Class, and Fourth Class.” 
 
   (p) Max Faculty Enroll.  Fill in for Character Development excusals.  Maximum 
number of Faculty permitted to sign up due to building space. 
 
   (q) Max Mid Enroll.  Fill in for Character Development excusals.  Maximum number 
of midshipmen permitted to sign up due to building space. 
 
  (5) Completed entry.  Once complete with all of the inputs, click “Insert.”  If an entry is 
unsuccessful, a pop-up will indicate fields that must be corrected.  A successful entry will 
populate a review page with a green “Success!” in the top left corner and the MO Code at the 
top-center.  Changes may be made on the review page if necessary.  Be sure to click update 
below fields updated on the review page.  A green “Success!” will populate in the top left corner 
of any successful update.  
 
  (6) Exceptions.  After successful entry, originators should check all appropriate 
“exceptions.”  Click “update.” 
 
  (7) Roster.  Enter the midshipmen participating.  Midshipmen can be entered by the 
below modes.  A green “Success!” will populate in the top left corner of any successful entry 
with the roster. 
 
   (a) Add individual midshipmen. 
 
   (b) Add groups of midshipmen. 
 
   (c) Add midshipmen by alpha. 
 
   (d) Delete multiple midshipmen.  
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CREATING A TRANSPORTATION REQUEST IN MIDS 
 

1.  Transportation Request (TR).  Request transportation for MOs and excusals from the USNA 
Transportation Department with TR in MIDS.  TR must be associated with a MO or excusal, and 
Transportation Coordinators will not review requests until MOs and excusals are approved by 
Commandant Operations.  Due to the priority and volume of MOs and excusals, the 
Transportation Department cannot guarantee fulfillment of requests. 
 

Note:  Commandant Operations has no visibility of TRs.  Authority to fill TRs rests with the 
Transportation Department. 

 
     a.  Originators.  An originator is the person who initiates a MO and is identified by a USNA 
log-in in the “created by” line of a MO form.  
 
     b.  O-Rep.  For the purpose of the MIDS-entry form, O-Reps, Faculty Reps, Faculty/Staff  
Leads and instructors acting as the reviewing authority for submission to the Logistics Officer 
will be referred to as O-Reps. 
 
     c.  Procedures.  The MIDS-entry form provides a drop-down menu system that allows the 
user to select the information for the entry of a TR after the entry of a MO or excusal.  Below is a 
step-by-step process to create a MO. 
 
          (1) Log into MIDS. 
 
          (2) From the main menu, click the “Logistics” hyperlink at the top of right-most column. 
 
          (3) Once in the “Logistics” menu, initiate a MO or excusal in accordance with enclosure 
(1) or (2) respectively. 
 
          (4) After completing the MO or excusal, find the “Transportation Request” heading at the 
bottom of the review page.  Click “Insert New Record.”  An initiation page will populate the 
following fields for entry: 
 
               (a) Organization.  Type the name of the organization executing the MO. 
 
               (b) Requested Date.  Enter current date in DD-MMM-YYYY. 
 
               (c) Pickup Date/Time.  Enter pickup date in DD-MMM-YYYY/HHHH format. 
 
               (d) Pickup Location.  If requesting sedans or vans, the user must pick up the vehicle at 
the Transportation Department located on King George Street across from the baseball stadium.  
If requesting motor coach or bus, enter a viable location for vehicle to meet organization (e.g. 
Submarine Monument, Midshipmen store, Alumni Hall, etc.). 
 
               (e) Destination.  Enter the destination site. 
 
               (f) Destination City.  Enter the destination city. 
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               (g) Destination State.  Enter the destination state (if applicable). 
 
               (h) Return Date/Time.  Enter MO end time and date in DD-MMM-YYYY/HHHH 
format.  If a MO ends at 0000, enter the time as 2359 or 0001. 
 
               (i) Reason.  Enter reason for or the purpose of the MO.  Also, include uniform intent if 
intending to execute in a uniform other than the uniform of the day.  
 
               (j) O-Rep Name.  From the drop-down menu, select the name of the O-Rep responsible 
for the MO. 
 
               (k) POC Name.  Enter the name of an additional point-of-contact associated with the 
MO.  The POC can be a coach, another O-Rep, an E-Rep, a midshipman in charge, etc. 
 
               (l) POC (if not on Yard).  An optional entry for an additional point-of-contact. 
 
               (m) Destination.  Enter the destination city. 
 
               (n) State.  Enter the destination state (if applicable). 
 
               (o) Country.  If OCONUS, enter the destination country. 
 
               (p) Itinerary.  Enter a detailed itinerary for all events and travel during the MO. 
 
               (q) Emergency Phone.  Enter a valid recall so that the OOW may contact the MO  
O-Rep, as required. 
 
               (r) Will midshipmen miss class time?  Enter “Yes or No.”  Selecting “Yes” sends a 
notification to the Provost. 
 
               (s) Will midshipmen miss study hour?  Enter “Yes or No.”  Also, select “Yes” if MO 
does not occur during study hour but does occur during the Read & Study day, Academic 
Reserve, and x-week.  Selecting “Yes” sends a notification to the Provost. 
 
          (5) Completed entry.  Once complete with all of the inputs, click Insert.  If an entry is 
unsuccessful, a pop-up will indicate fields that must be corrected.  A successful entry will 
populate a review page with a green “Success!” in the top left corner and the MO Code at the 
top-center.  Changes may be made on the review page if necessary.  Be sure to click “update” 
below fields updated on the review page.  A green “Success!” will populate in the top left corner 
of any successful update. 
 
          (6) Exceptions.  After successful entry, originators should check all appropriate 
“exceptions.”  Click “update.” 
 
          (7) Roster.  Enter the midshipmen participating.  Midshipmen can be entered by the below 
modes.  A green “Success!” will populate in the top left corner of any successful entry with the 
roster. 
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               (a) Add individual midshipmen. 
 
               (b) Add groups of midshipmen. 
 
               (c) Add midshipmen by alpha. 
 
               (d) Delete multiple midshipmen. 
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NAVY SAILING PROGRAMS MOVEMENT ORDER GUIDANCE 
 
1.  Background.  Due to the unique nature of the USNA Sailing Program, the guidance provided 
in this instruction is amended by the following travel process, divided into three categories: 

 
     a.  Regattas accompanied by a Coach or O-Rep.  Events more than four driving hours from 
the USNA or a higher-level event.  The group may stay in commercial lodging or at the home of 
Navy Sailing supporters (i.e. alumni, parents, etc.). 
 
     b.  Regattas with a 1/C Midshipman in Charge.  With no additional supervision, these events 
are within four driving hours of the USNA and require the team to stay at a home of Navy 
Sailing supporters. 
 
     c.  Regattas with at least a 3/C Midshipman in Charge.  With no additional supervision, these 
events are within two driving hours of the USNA and require the team to return to the USNA 
after each racing day. 
 
2.  Action   
 
     a.  Enter all regattas as MOs even for home events as courses may extend beyond the confines 
of the Severn River. 
 
     b.  MOs may be submitted less than two weeks (but prior to seven days) of execution due to 
the need to observe weather forecasts to select midshipmen to compete.  Sailing Operations 
Representatives for each program will coordinate with the Logistics Officer and the 
Transportation Coordinator as necessary due to short notices in order to secure government 
transportation. 
 
     c.  When submitting MOs, specifics will be detailed in the “itinerary” field of the MIDS-entry 
form.  Specifics will include the name and contact number of the coach, O-REP, or Midshipman 
in Charge attending.  In addition, the method of travel and detailed lodging information will be 
included.  
 
     d.  The team will not travel or participate in the Uniform of the Day due to the lack of locker 
room facilities at sailing venues.  Midshipmen will travel in Sailing blue-over-khaki and may 
return in approved team sweats or blue-over-khaki.  The team must be uniformly dressed 
regardless of class or privilege. 
 
     e.  The lead midshipmen of each MO will notify the OOW per paragraph 3.L. of this 
instruction.  For events in which midshipmen occupy a supporter’s home, the O-Rep will contact 
the supporter to discuss general rules and regulations to which the team must adhere while away 
from the USNA.
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MOVEMENT ORDER TABLE OF ELIGIBILITY 
 

Type of MO Notes Academic 
Standing 

PE Standing PRT Conduct Aptitude Waiver 
Authority 

4/C prior to fall 
6-weeks? 

Varsity/JV 
Sports  

1/C: 2.0; 2/C: 1.9; 
3/C1.8; 4/C: N/A. 

* 
  Commandant 

Discretion 
Commandant 

Discretion 

Assistant Athletic 
Director 

(Academics) 
Yes 

Club A Sports 
 

1/C: 2.0; 2/C: 1.9; 
3/C1.8; 4/C:  

N/A. * 
  Commandant 

Discretion 
Commandant 

Discretion 

Assistant Athletic 
Director 

(Academics) 
Yes 

BSAs and Music 
Activities  

CQPR & SQPR 
≥2.0,  ≤ 1 D, no 

F** 

No True 
Failures or 

Incompletes 

Passed most 
recent official 

PFA 
SAT SAT Battalion Officer Yes 

Club B Sports Must be 
weekend 
eligible 

CQPR & SQPR 
≥2.0,  ≤ 1 D, no 

F** 

No True 
Failures or 

Incompletes 

Passed most 
recent official 

PFA 
SAT SAT Battalion Officer No 

 Extra Curricular 
Activities 

(Activities and 
Groups) 

Must be 
weekend 
eligible 

CQPR & SQPR 
≥2.0,  ≤ 1 D, no 

F** 

No True 
Failures or 

Incompletes 

Passed most 
recent official 

PFA 
SAT SAT Battalion Officer No 

General Must be 
weekend 
eligible 

CQPR & SQPR 
≥2.0,  ≤ 1 D, no 

F** 

No True 
Failures or 

Incompletes 

Passed most 
recent official 

PFA 
SAT SAT Battalion Officer No 

Academic (w/ 
additional 

missed classes) 

Must be 
weekend 
eligible 

CQPR & SQPR 
≥2.0,  ≤ 1 D, no 

F** 

No True 
Failures or 

Incompletes 

Passed most 
recent official 

PFA 
SAT SAT Battalion Officer No 

Academic (w/o 
additional 

missed classes) 
 No minimum      Yes 

Commandant of 
Midshipmen 

Must be 
weekend 
eligible 

CQPR & SQPR 
≥2.0,  ≤ 1 D, no 

F** 

No True 
Failures or 

Incompletes 

Passed most 
recent official 

PFA 
SAT SAT 

Deputy 
Commandant of 

Midshipmen 
Yes 

 
Notes: 
 
*  Academic eligibility for Varsity, JV, and Club A sports is based off of the previous semester’s CQPR including summer. 
** Based off last six-week, twelve-week, or semester grading period.  




