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Fly, Fight and Win… 

Purpose 

The primary purpose of UTAPSweb for IMAs/PIRRs is to schedule, verify and manage 
pay and/or points for current Fiscal Year (FY) attendance for Inactive Duty Training 
(IDT) or Points Only IDTs (PNT). 
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Direct UTAPS Access (gov’t computer) 
https://utapsweb.afrc.af.mil/utapsweb/ 
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UTAPS via AROWS-R 

If you use your CAC 
you can no longer use 

the username and 
password option 
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Select UTAPS 
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Login to UTAPS 
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Continue to UTAPS  
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Accept the Terms 
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Validate Your Role 

Select your roles from 
the drop down menu 
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Configure Supervisor 
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Supervisor Selection 
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Supervisor Search by Name 
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Manually Adding a Supervisor 
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Tour of Duty Certifier 
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Build your FY Duty Schedule 

Select IMA/PIRR Schedule 
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Schedule Build Indicators 

Legend: 
Black    Inactive Duty Period (IDT) 
Purple   Funeral Honors (Honor Guard/Chaplain) 
Turquoise   Non-Paid IDT (points only) 
Eraser   Delete IDT, RMP, etc… 
Arrows   Shift/Change Fiscal Years 

For this tutorial, select the 
black pencil to build an 

IDT. 
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Select Date(s) 

c
v 

For this tutorial, we 
will build an IDT on 
01-12  Dec, so click 

this date. 
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Enter Duty Information 

Once you fill out the applicable 
information you will click 

“OK” and that will bring you 
to the next screen 
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Review Schedule 

Review your 
days and click 

“Save and 
Close”  
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Schedule Built Successfully 

Click “OK” 
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Calendar with Projected IDT’s Built 
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Submit Schedule 

Now that your 
schedule is built, 

you need to 
submit them. so 
click on “Submit 

Schedules” 
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Pending IDT’s 

Your dates 
will now 

turn 
YELLOW  
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Approved Schedule (green) 

Once your 
supervisor 

approves your 
IDT’s, they will 
turn GREEN 
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IDT Worked (gray) signing in/out 

Select the days worked, and this window will open. You 
will click on the open space below under “Work Date” 

and sign in 
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Signing In:  Select Work Date 
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Save and Close 
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Submit Schedule  

Once your 
IDT’s turn to 
gray, a system 

generated 
email will be 
sent to your 

supervisor to 
inform them of 

pending 
actions 
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Reports:  Printing 40As 
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Select Your Name 

MARTIN, JOHN 
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Verify Personal Data 
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Select Authorizing/Certifying Official(s) 
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Save Record and Confirm 



Fly, Fight and Win… 

Combining 40a Periods 
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One Day – Two Periods 
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Printing the 40A(s) 



Fly, Fight and Win… 

Printing in Mass 
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Printing… 
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Help Menu 
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Log Out 
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References 

• UTAPS Link  https://utapsweb.afrc.af.mil/utapsweb/  
• UTAPS Help Desk  afrc.utapsweb@afrc.af.mil   

• Help Desk Contact Info: 
 Comm:  1-877-294-5822 Option 2 
 DSN:  497-0166 Option 2 

• Help Desk Hours:  0730 - 1700 EST Monday – Friday 
• UTAPS  (Accessing UTAPS via AROWS-R) 

http://www.youtube.com/watch?v=GEzjr-SeLuk  
• UTAPS (Inputting your Schedule Part II) 

http://www.youtube.com/watch?v=aW-02V77Mwk   

https://utapsweb.afrc.af.mil/utapsweb/
mailto:afrc.utapsweb@afrc.af.mil
http://www.youtube.com/watch?v=GEzjr-SeLuk
http://www.youtube.com/watch?v=aW-02V77Mwk
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Questions ? 
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Air Force Reserve Orders 
Writing System (AROWS-R) 

Lab 
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Overview 

• AROWS-R defined 
• Requirements 
• Navigating the system 
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Requirements 

• Requests must be submitted well in advance 
• Min 15 days prior to start date for Annual, Special tours, School 

Tours and Military Pay Appropriation (MPA) orders 
• Once you have submitted your orders, keep checking status!!! 
 

• All Annual tour request must be submitted by 1 Jun 
each year, per AFI 36-2254, Volume 1 

 
• Special authorizations must be fully justified on AT 

Special Tour Request 
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Requirements (Cont.) 

• IRs must be current in these areas before requesting orders 
(with exception of Annual Tour): 
• Physical Health Assessment (PHA) 
• Dental  
• Immunizations 
• Physical Fitness testing 
• Security Clearance current 
• Applicable Skill Level (special tours) 

• Annual Tour Special Request Forms can be found on the 
RIO website 
• Split tours 
• Tours over the Holidays and Weekends 
• Rental Car Authorization 
• Non-regular  2 week tour (i.e. Not Mon-Fri) 

• RIO Webpage: 
• http://www.arpc.afrc.af.mil/Home/HQRIO.aspx 

 
 

http://www.arpc.afrc.af.mil/Home/HQRIO.aspx
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Navigating the System 

• Access through AF Portal or directly at https://arowsr.afrc.af.mil/arows-r 
• CAC enabled or use established password; once you make it CAC access you 

cannot use a password after that. 

https://arowsr.afrc.af.mil/arows-r
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Select Member 
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Create Application 
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Types of Orders:  Select One 
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Application Overview 
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Step 1: Personnel and Contact Information 

• Home address is changed through MILPDS or vMPF 
Ensure your address is updated and current before you proceed with your order request.  
Address cannot be changed once orders are published 

• Select time zone from drop-down menu 
• Click Next  
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Step 2: Duty Purpose Information 

• All red asterisk fields are required. 
• Point of Contact Information (required). This is your personal phone# and e-mail address where you 

can best be contacted 
• RPO defaults to what you have set in your “My Account” profile or you choose from drop-down menu 
• Answer Points Only (Note:  if you choose Yes, you will not get paid and will only receive Points!) 
• Answer PCS/HHG’s questions; Select Next  
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Step 3: Departure/Return Locations 

• Select Departure and Return Locations 
• Do not select “In Place” if member will not be returning home between orders. 
• Click Next  
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Step 4: Duty Locations and Travel (Top) 
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Step 4: Duty Locations and Travel (Bottom) 

• Corporate Limits : living in government housing or within the same zip code of the base 
• Commuting Distance:  Most installations set at “50” mile radius, however, contact the installation’s 

FM/CPTS office for actual 
• Click Next 
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Step 4a: Fill Out Travel to This Location 

• Select Mode of Transportation from drop-down menu 
• POV is consider advantageous up to 400 miles from the installation, and 1 day of travel authorized.  
• If installation is more than 400 miles away, procure airline tickets via CTO or will receive up to the TR 

cost for transportation reimbursement 
• Click Next  
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Step 4b: Fill Out Per Diem at This Location 

• Click on Per Diem Location “Lookup” hyperlink 
• Per diem entitlements 

• On base billeting with a Dining Hall 
• Off base billeting with a Non-availability statement 

• Full Per diem vs. Partial Per diem  
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Step 4b: Fill Out Per Diem at This Location 
(Cont.) 

• Select State from drop-down menu, enter city name, click search 
• Search produces list of Per Diem Locations, then select applicable location 
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Step 4b: Fill Out Per Diem at This Location 
(Cont.) 

• Answer rental car question — rental cars require prior approval from your Detachment CC (unless funded 
by your unit or other source, requires funding letter) 

• Answer Registration, if applicable 
• For lodging and Dining Facilities availability on base (both Enlisted and Officers), refer to 

http://www.defensetravel.dod.mil/Docs/afman34-102-c.pdf 
• Make appropriate selections from drop-down menus 
• Click Next 

http://www.defensetravel.dod.mil/Docs/afman34-102-c.pdf
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Step 4c: Add Another Location  

• Select Yes to enter another location, otherwise select No 
• Click Next  



Fly, Fight and Win… 

Step 4d: Fill Out Travel for Last Leg 

• Select Mode of Transportation from drop-down menu 
• Click Next  



Fly, Fight and Win… 

Step 5: Tour 

• Click on Government Travel Card Information “Select” hyperlink 
• Contact your Active Duty Agency Program Coordinator (APC) to apply for Government Travel Card (GTC) 
• You will not be able to use the Defense Travel System (DTS) without a GTC 
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Step 5: Tour (Cont.) 

• If member does not have a GTC, ensure check box is selected 
• Select rationale as to why member does not have a GTC 
• Click Select, then Close 



Fly, Fight and Win… 

Step 5: Tour (Cont.) 

• If member has a GTC, ensure check box is un-checked  
• Select “No Advance Authorized” (most common) 
• Select “Government Travel Card (GTCC)” from drop-down menu 
• Click Select, then Close 
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Step 5: Tour (Cont.) 

• Answer all tour questions, (yes) or (no) 
• Select “Yes” if you are doing IDTs in conjunction with this order 
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Step 5: Tour (Cont.) 

• Enter IDT dates to be worked in conjunction with this order  
          Enter IDT dates only if there is no break in dates (Example: In IDT status on 08 Dec and 
          AD status on 09 Dec)  
• Click Next 
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Step 6: Justification 

• Enter any comments  for the orders technician or additional justification 
• No break-Straight From AT (Fri) to IDT (Sat & Sun) 
• Special tour request 
• Rental Car request 

• Do not mark orders back to back if member goes home between consecutive orders 
• Click “Save & Route” to submit your orders request to your Orders Specialist (OS) 
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Check on Orders Status 
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Sample Types of Military Pay Appropriation (MPA) Orders 

• Sub order sub type:  Contingency, supporting Active Duty missions in the AOR, as well as backfilling 
an Active Duty member who’s going TDY to the AOR 

• Sub order sub type:  Non-Contingency, steady-state missions 
• Sub order sub type:  MPA Medical Continuation (Contingency/Non-Contingency), injured on Active 

Duty orders 
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Email Auto-notification 
(Under “My Account”)  
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References 

• AROWS Direct Link  https://arowsr.afrc.af.mil/arows-r/ 

• AROWS Help Desk (Hours: Monday-Friday, 0700-2100 ET, 
excluding federal holidays) 

• Email: AFRCFM.AROWSR@US.AF.MIL 

• Phone: 1-877-294-5822 

 

https://arowsr.afrc.af.mil/arows-r/
mailto:AFRCFM.AROWSR@US.AF.MIL
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Questions ? 
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DTS OVERVIEW 
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                                                           Agenda 

• AFRC Defense Travel System Overview 
• DTS vs RTS 
• RIO DTS POCs 
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AFRC Defense Travel System Overview 
 

• WELCOME TO DTS! 
• DTS- is a fully integrated, electronic end-to-end travel 

management system that automates temporary duty (TDY) travel 
for DOD Personnel 

• Contact your detachment for DTS registration guidance 
– “R” designator after social security number REQUIRED 

• Orders are requested through AROWS-R;  if  the order 
meets the current AFRC DTS Business Rules the order will 
flow via electronic transfer from AROWS-R to DTS 
• Email notification is sent to the traveler from DTS once the order 

has transferred 
• LOAs are housed and controlled in AROWS-R 
• AFRC does not have cross-org capabilities (no Funding in DTS) 
• CAC Card required to access DTS 
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AFRC Defense Travel System Overview 
 

 
• EFT and SPLIT DISBURSEMENT MANDATORY PER  

DODFMR Vol 9 Chp 2 para 020102 
• Electronic funds transfer (EFT) is the mandatory means by 

which a travel claim is settled within the Department of 
Defense.  Split disbursement permits direct payment via EFT 
to the travel card contractor for charges incurred on the 
travel card and to the cardholder for any residual amount 
remaining 
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Fly, Fight and Win… 

AFRC Defense Travel System Overview 

 
• What system do I file my voucher in? 

– Your order will indicate which system you will be completing 
your travel:  On the 2nd pg of the AF 938 line item “e” states “If a 
travel voucher is required for this order you will file your voucher 
in:  It will either state RTS or DTS.” 

 
• DTS is a 2-Step process 

– Authorization 
– Voucher 
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Fly, Fight and Win… 

AFRC Defense Travel System Overview 
 

• When the AROWS-R order flows to DTS, and you have 
received a notification from DTS; you then log into DTS an 
under official travel; you will click “ Edit” on the document 
that is in “CREATED” status and add the following if 
applicable 

• Airfare via the DTS Reservation Module 
• Rental Car (Require pre-authorization from your AD Organization or 

Detachment CC) 
• Any Travel Related Expense (known up front cost) 

 
• ALL AF Reserve personnel will upload a copy of their certified 

orders and any mods associated with the initial order once 
duty is complete when filing the travel voucher 
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DTS vs RTS 

• Order types that currently flow from AROWS-R to DTS 
• Annual Tour Only (no IDTS on front or back end) 
• MPA/RPA 29 DAYS or less  
• Back to Back Orders less than 45 days total 

 
• Order types that will continue to be processed 

manually via RTS  
• RPA/MPA 30 DAYS or more 
• IDT Reimbursement outside normal commute with 

command approval 
• IDT Reimbursement filed on the AF Form 1164 
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DTS vs RTS 

• Order types that will continue to be processed 
manually via RTS (Con’t) 
• IDT Reimbursement filed on the AF Form 1164 
• Annual Tour with IDT’s in conjunction (front or back 

end) 
• PCS Orders 
• Non-Government Travel Card Holder (GTC) 
• Any Classified order 
• Orders with Multiple LOAs 
• AF 938s with forward deployment (CED orders) 
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DTS vs RTS 

• On page 2 of the AF Form 938 line item E will Identify they 
system for completing and filing your travel voucher 
 
 

 
 
 
 

• On the first line of the DD1610 in the remarks section 
Identifies the system for filing your travel voucher 
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DTS HELP DESK HQ RIO POC’s  
 

• DTS SUPPORT  
• Tier 1 (Help Desk) Detachment ODTA 
• Tier 2 (Help Desk) IMA-TRAVEL OFFICE 

• Customer Service 1-800-808-5942 Opt 3 for DTS 
• DTS EMAIL: imatravel.dts@us.af.mil  
• Travel Companion Guide: 

http://www.arpc.afrc.af.mil/shared/media/document/AFD-
140505-021.pdf 

• DTS Help Guides: 
http://www.defensetravel.dod.mil/site/training.cfm  
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