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* How to log into myPers

* How to update My Profile

* Understanding myPers

* How to correspond with Det 6 personnel via myPers
* How to submit Travel Voucher via myPers

* How to submit Certified Order via myPers
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i RmeoHeh How to log into myPers

* You can access myPers via Air Force Portal:

* Under Quick Links type in myPers

| REGISTRATION NOW OPEN |

DISA HEADGUARTERS WACANCIES LAWERTAC 2019 > Al ERIDS FROMO TESTIFG

-

AIR FORCE ANNOUNCEMENTS PUBLICATIONS + ADD QUICK LINKS —
CUERIE T O T A RS SUE S Al W s f = CATE T
Ajir Force Personnel Operations Agency (AFPOA) - Outages FERSONMEL ARND CAREER

TR R

as of 14 Mar (1550Z)

Ajir Force Personnel Operations Agency (AFPOA) -
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T How to log into myPers

* Direct Link for myPers:

CAC Avaflable? Sedact CAC Legin Log in with an existing sccount

M DOO-nwed CAC i ne Lner i Pasvwerd svaslable?
U thedy Bink:

3 el inberwaiion:

s auni K AT s e [t g s bessen iy peel o Soecind Deparment of
Defesse ok oerlicatey ¥ Uy we hiey deficsime porsy T perstesn feron svisir b e

# o T Eprrenrg oo kg r <t sebts ek ctict 210564 308 0 051 A0

Théy et s irvded far vt storeny oy, iz ol tegradcy or il (e ot of thh Wr e
widey gadiercy srhint ciorfnston with B inbrmation, ganer. ant bl and pubil ifpin office
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R RMRECR How to update My Profile

* When you log into myPers on left hand side of screen select My Profile

\Z myPers -

ACTIVE DUTY AF |~ AIR RESERVE  AIR NATIOMAL GUARD  RETIREE  CIVILIAN

MY ACCOUNT Home = Enlisted

Change your account view Welcome, TSG MARY MULKEY
MARY MULKEY W |
* |ncidents/Messages Alerts {2}
* My Documents Air Force Personnel Center Data Center Scheduled
= Motifications

Military Personnel Data System Scheduled Mainten

Change Pazsword
My Profile

2018 Health Related Behavinrsh
Survev -
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R RMRECR How to update My Profile

* Primary E-mail Address will reflect your .mil email, you will have the option to add
two alternate emails

* It is recommended that you add one alternate email. If you don’t have access to your
.mil email at all times email correspondence can be sent to civilian email address

%:j my Pe r's e —— [ E

! ACTIVE DUTY AF AR RESERVE AR HATIORAL GUARD RETIREE CIVILLAN RESCURCES FOR F

MY ACCOUMT His My Proffie

Change your SCCounl wew
MARY MULEEY e :

i s * Raguired
Firit Hame | japy
* My Docurmeits | AR

= Hotificatbons

w Change Paxowoard Last Hamss | AL KEY
= by Profile
Primary E-mail Addrouws | ity Finilie B aT.wil

Seitl e Hiskp? E-mail Adidress 2 |

E-mail Address 3 |

= Dofault B [ air Remerve |

[Enx-n-m |

Login Info

= Fegidred
A _

SAVE CHANGES
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Understanding myPers

Understanding myPers

- myPers, the Air Force official online source for personnel policies, day to day transactions,
and empowering members to manage their careers. myPers is a great tool for a series of
information, communicating with ARPC personnel or your Detachment.

-
-

S nwvPers I i

ACTIVE DT Y AF AlR RESERYE AR FAT FOMAL GLIARD RETIREE CIVILLAR RESOURCES FOR F55
AW AT i=enl Erlinted
Charpe your Rocount slemer Welcome, TSG MARY MULKEY Charge My Dol ault Homds P
| AR PALILKEY - |
= Inchfents/ Meissges Aleres (Z) O e

= Py Chscwm

=S Adr P arl Conter Rata Conter Schac A Ay armaarg e F cib AT Teceres UHROECE- R0 heoaars (C0FT )
= Hotifkcaticns
= Changgs Pasywaned

= My Profilo

AL . @ Syntenn Soheedbuladl Moaknte s 144 Maarel 20

CY 20 Enlisted Daveloprmant,
Education Board 3I0-Day Mot

Thas CY 20 Afr Force Bescres Enl
LEASP AACHEE ANIOLFT Developmental Education Board (EDEB)

g - Invitation o Apply is mow avallable.
Applications are dus to HO ARPC by
B oagaril 2019

B
B

1 E vkl s

Carmar Manmagaoerst

Clascification
v e § o

Derployment

Eaduscak fom I 'Would Like Ta_ ..

Ewnly a1
F L = Adr Force Resesres indibvidus] Resorevist Progran = Caloulates my Resayys Robtiresd Poay
e P be = BIE} AFRCFAT Mainagdas = Update My DEERS Infarmation
Mobdlization fDemotrilfxation = Reserve dobx Opportonitles (TR, AR, ART, ik, DifR = Access Secure Apps (wAAPF, PRDAY - CAC Only
M Hilre ared Clwiliimng = Aasdical Continuation
Prosriatios = HCHM .0 Toolbxs = Auccdris ARCHWWS-R
Flgc gl biaen - a5 thee wiPC Daashbeosmidd = Fsguest a W Horer Lown Lart e
e —— = Wik My Parcoereds [PRDA] = Aecdis Reserve Reduocesd Retived Py Agge
R T arnst = Wil Ry Current Retirement Points = Wi vy Hotiflcation of Eligibilivy for Retired
= Jduocess to AGR Program information and Vacandciss ey R sarwes Cormipenresnt Survieor BaeneasfiE Plan Election
At
o L ey an Wlmrid A e
Trmindmg
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U.5. AlR FORCE

Understanding myPers

+ myPers information is continually updated to ensure members and supervisors have the
most current information readily available

- myPers should be a members first stop for personnel services and information.
Information and guidance on many of the most commonly asked personnel issues
is readily available and easily accessible 24/7

- Self-service applications - Members can initiate or accomplish many personnel actions
online including applying for Retirement, requesting a VA Home Letter, submit R-
EDP/R-ODP, apply for EDEB/RSSB/RDEBD etc.

Integrity, Service, Excellence
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3 Understanding myPers

U.S. AlIR FORCE

Informationforitems notlisted on the top menu can be found by entering search terms inthe
myPers search window. After reviewing knowledge articles, members can selectthe contactus
link on the left hand side of the page to requestadditional informationfrom the Total Force
ServiceCenter.

ol Bl el i g b e B = e [] At € ik L
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u AN Fievr Periet v alhrahedl B rrid Py v Calvuldls Sy Sererne el Fay

= Y AFEC A Mg - Uipisne dy DEERS Irebormstion
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S
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How to communicate with Det 6 via myPers

U.5. AlR FORCE

- Det 6 personnel will initiate incident to communicate with members via myPers

«  Member will receive similar email below

HmyPEI'S

Fhiank you ot wabvritting your inguiny: & mpliens - Total forte Sorvics Centier

Tachrician will tmipond i 00 i pouilishe, Vou uy view She ity ik

UPEHE P N v The ErpRers mebote whder Ry ADDount bacmed o the

top of the soees
v i gl bery

_______

Processing Order Reqeest - ***Tert Message™

Aatn Reiporns By (Admimirhiaion) S504080 B111 A
The Iolwing srawer might helg m-frm-'ufﬂl- [Arerees cpen g brpanate
L]

Arervers Lk Wrghrpl L ontranbion Appialon Faclace

Arawes i LB Teanslier of Education Berelils Pollly Chasge

Arererey Uk Wi chty Staton Cavasity Beporing - K Netong] Gossd and A
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AAAAA thrc Bt el aircitaitn Py Eratiorrrits dhofaral information
Arapsrer Lk b Naporad Gused B b Fotce Resercs Poas 2710 GLER
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How to communicate with Det 6 via myPers
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U.5. AlR FORCE

Member will need to log into myPers:
On left hand side click on Incidents/Messages
Select Incident

NOTE: We are unable attach PIl info to email, member must log in to myPers to retrieve
documents

MY ACCOUNT Home Enlisted
Change your account view WEICOITIE' " TSG MARY MU LKE\
MARY MULKEY ~

) -

Incidents/Messages

My Documents Air Force Personnel Center Data Center Sch
MNotifications

Military Personnel Data System Scheduled

Change Password
My Profile

Integrity, Service, Excellence
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U.5. AlR FORCE

- Select Incident

WY ACCOUNT Home - Incidents Messages

(hange your account view

| NARY MULKEY ¥ ,  Incidents are onty viewable for 1 year from date chosed,

* Incidents/Messages

¢ My Documents My Incidents

+ Notifications ’ p
Results 1- 10 of 116

v (hange Password

o M Profile Subject Utahe  DateCreated DateLastUpdated References
Processing Drder Requect - **Test Messape™ Updated 03772019 06/04/2014 150344000850
To Be Deleted Closed 0712009 DO/1472018 190311005430
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s+ How to communicate with Det 6 via myPers

U.S. AlIR FORCE

+  Member can reply under Results and/or Additional Info & upload supporting documents

Processing Order Request - ***Test Message™™*™

Discussion Thraaod

Cumiomey (PAARY MLAFEY) vie chsannei C5% D’ DA FTAFFORT OF 00 A
o ASTE T,

Tout sreestage For Eraining Do
TSt Mo

Ml B pisra NS NAFTONE DF D A
Thae $il borwing mnivees righl Bl you nrcdialely, (Ahaeerin omern 80 8 e mbe windone, §
darwieeer Lins D Maedioal T om Tifes Lo, Al o Lo,
Aawcecrr Link Gl Bkl Teamfor of Educalion Benofils FPolicy Chamce
Aareeer Ll B -
Advceeer Link: Bpzocve Incaacilalion Uay Eolitiomeanis Gonerpl elorrnat ton
Sir Hakitoned Cussrd & sSlr Forcos Besorye ot B0 GF R

Agrwieponr i

Cumfomers (MARNY LA B} vis chanmel SC55 Waeibk' O A PR OO

Taut biesssge for Training Purposes.

Aclditional Ceetails
aerTorrariv . Mol T ROTE N OO T O

Produeot Alr Rarserve
Erslintod

L P TR T R Banaiivs ard Dnviismeerrs

Crasatardd XA TALSFOND OF: 17 ARA
lgrcintasdd O3S VAL FONT OF 6% AP

et EFpHtatand
Contact IntornmCiorn
Lol Ackdlress rrnary, sy af il
@l Print Qe Eiorn

Results and Aor Additional Information

Attach Additional Documents to Question (Optional)

Gnly the fallowvwing flle types are allowesd;
o, Jdoc, .doowx, gif, .htm, _homil, Jjpg. jpeg, opdi, opag. (PP, cppoe, ool Gl Joiil, _twr, owls, oslson, oxdss, ol

| Brewse...

When You are Done ...

RNUFAATT LPFIDATE TOr C3 STHNN
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- Howto avoid delays when submitting info in myPers
Always do your best to reply to incident that you may need assistance with

Don’t just select any incident to reopen thread to start new discussion on separate
matter

If you need assistance with a new matter we recommend that you email the
respective org box. Det 6 personnel will build incident and reply to you via myPers

= If you’re uncertain how to submit something in myPers please feel free to
contact Total Force Service Center (TFSC) or Det 6 directly

= NOTE: Whenyou select Contact US in myPers vs replying to an open incident,
the incident is assigned to ARPC Workflow to review and assign to correct

queue. This can delay the process when Det6 personnel are standing by for
response from member
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s» How to submit travel voucher via myPers

U.5. AlR FORCE

As of 15 Oct 18, submissions to the Individual Reserve Travel Office (IRT) will no longer
be accepted via email, AMRDEC, or fax.

The myPers case management system will ensure customer submissions are verified,
tracked, and executed within measurable timelines to ensure quality customer service.

If you have grossly aged items, please contact the Total Force Service Center (TFSC) at
1-800-525-0102 or Det 6 directly with your myPers ticket number. The TFSC or Det will
contact the HQ RIO TRAVEL for oversight/updates.

Please be advised that submitting incorrect/incomplete packages, omitting key
supporting documents, or delayed responses to technician follow-up requests will delay
your final reimbursement.

Key training and required submission documentation can be found on the RIO Connect
App and at the HQ RIO Website https://www.arpc.afrc.af.mil/hgrio/IRTravel.aspx

Integrity, Service, Excellence
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s» How to submit travel voucher via myPers

U.5. AlR FORCE

15t Step — Check Order to determine how voucher must be filed
Normally on 2" page of order (Section e) it will state the following:

m SETTLEMENT FOR THIS ORDER MUST BE FILED IN DTS WITHIN 5
WORKDAYS AFTER COMPLETION OF TRAVEL

m SETTLEMENT FOR THIS ORDER MUST BE FILED IN RTS WITHIN 5
WORKDAYS AFTER COMPLETION OF TRAVEL

If order states RTS you will submit DD Form 1351-2 and supporting documents via
myPers for processing

Integrity, Service, Excellence
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U.5. AlR FORCE

A 2
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Add Target SSAN (No Dashes)

Annotate Officer or Enlisted

Select Request Type

Add Questions/Comment that you may have
Attach Supporting Documents

Select Submit

s nvPers

ARPC (FOUO) IMA RPO/Travel Request

= Target SSAH (He

hashes)
= DMiicer or Emnlisted: CHOOSE AR OFPTION |-v
= Foguost Ty CHOOSE AR OPFTION |--
Druersbtion s Comments
Artmch Docuimeenta Bravwie. ..

Attachmeent Hmitations: Docwments cannol be greater than 20 MR, maxcimom of 20 attachments and only the following docurment Dy e
gif, htr, htmil. ipg. jpeg. pdf. P, e, fitf,. Cif, Biff, txet, =<ls, =lam, =<isx, scomil

Integrity, Service, Excellence



A 4
\*:.*/ How to submit travel voucher via myPers

U.5. AlR FORCE

If voucher has not been processed within 30 days of submitting it please contact
Total Force Service Center (TFSC) or your Detachment for assistance

Det 6 will review incident to determine if request must be elevated to travel office
supervisor

Integrity, Service, Excellence
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How to submit certified order via myPers

U.5. AlR FORCE

There are two ways to submit your orders for mil pay:
1. Tour of Duty Certification (TODC) via AROWS-R

m Can be used for orders under 30 days

m Quick & easy process that will reduce processing time & errors. Usually paid in 10
workdays. **Best method to use**

m NOTE: If you have IDTs in conjunction (back to back) TODC will not be an option

OR

2. Upload in myPers a copy of certified orders (AF 938) to RPO
= myPers:
= Will take longer to process than TODC

Integrity, Service, Excellence
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U.5. AlR FORCE

As of 15 Oct 18, submissions to the Reserve Pay Office (RPO) will no longer be
accepted from email, AMRDEC, or fax.

The MyPers case management system will ensure customer submissions are
verified, tracked, and executed within measurable timelines to ensure quality
customer service

If you have grossly aged items, please contact your assigned detachment with
your MyPers ticket #. The Det will contact the HQ RIO for oversight/updates.

Please be advised that submitting incorrect/incomplete packages, omitting key
supporting documents, or delayed responses to technician follow-up requests will
delay your final reimbursement.

Key training and required submission documentation can be found on the RIO
Connect App and at the HQ RIO Website

Integrity, Service, Excellence
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How to submit certified order via myPers

U.5. AlR FORCE

+ Step 1: Click on Link:
+ Step 2: Select option that applies to you

Choose from the links below to submit your reserve pay request. No travel requests are to be
submitted here.

BAH AF Form 594, BAH Waiver, Clothing/Uniform Allowance, IMA RPO Welcome Packages,

IMA RPO Requests
H Misc. inquiries

AF Form 988 Part 1, AF Form 988 Part 3, Leave Carryover, Leave Sell Back, Other leave

Leave Request
€q inquiries
q ‘Short Tour Request MPA/RPA Orders less than 30 days, Annual Training, Cost of Living Allowance (COLA)
MPA/RPA Orders greater than 29 days, Pre-certified & Close-out CONUS/OCONUS orders,
Long Tour Request emporary Lodging Allowance (TLA), Move in Housing Allowance (MIHA), Cost of Living

Allowance (COLA), Overseas Housing Allowance {OHA)

Integrity, Service, Excellence
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U.5. AlR FORCE

+ Step 3: When you click on Short Tour Request it will take you to the following link:

S nvPers

ARPC (FOUQO) IMA Orders for Pay - Short Tours

s Target SSAN (Mo |

Dazshes)
= Dficer/Enlisted | CHOOSE AN OPTION I -
= Short Towr Type: CHOOSE AN QOPTION |—-

Duestions/ Comments:

Attach Documents Brovese...

Attachment limitations: Documents cannot be greater than 20 MB, maximum of 20 attachments and only the following document types are allowed: csv, doc, d
gif, htm, html, jpg. ipeg. pdf, ppt, ppte, rtf, tif, tiff, o, =ls, =lsm, xlsx, xml

suUBMIT

Privacy Act Disclaimer appropriate to the information displayved. "This contains information swhich must be protected by 1AW AFI 33-332 and Dol Regulation S400.11: Privac

Act of 1974 az Amended Applies, and it i= For Official Use Only (FOLHD)." It must be protected or privacy act informaation removed prior ta further disclosure.

Integrity, Service, Excellence 22
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s» How to submit certified order via myPers

U.5. AlR FORCE

Step 4 — Add the following information:

Add Target SSAN (No Dashes)

Annotate Officer or Enlisted

Select Short Tour Type (Example: Short Tour (IMA) Annual Training)
Add Questions/Comment that you may have

Attach Supporting Documents

Select Submit

NOTE: Order must be certified by member and supervisor. If supervisor is unavailable
someone in the Chain of Commander or URC that can confirm duty was performed can
certify order.

Integrity, Service, Excellence
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U.5. AlR FORCE

Example

%.;é’ my Pers

ARPC (FOUOQO) IMA Orders for Pay - Short Tours

* Target SSAN (No | 123456789
Dashes)

*= Please select an item | AIR RESERVE -
under Air Reserve

Officer/Enlisted
s * Short Tour Type: | SHORT TOUR (IMA)

ANNUAL TRAINING i
Ouestions/Comments: | Good Afternoon, ~
Pleaze processed attached certified Annual Tour Order for
Pay.
Thank you, o
TSgt Mulley
Attach Documents Browse...

Attachment limitations: Documents cannot be greater than 20 MB, maximum of 20 attachments and only the following document types are allowed:

gif, htm, html, jpe, jpes, pdf, ppt. pptx, rtf, tif, tiff, txt, xls, xlsm, xlsx, xml

Integrity, Service, Excellence
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s» How to submit certified order via myPers

U.5. AlR FORCE

On the HQ RIO Website you fill find
direct links on how to submit IMA RPO Request, Leave Request, Short Tour Request and
Long Tour Request, Pay Guidance, Pay Forms, Leave Carryover Guidance, Leave
Sellback Guidance and Contingency Pay Guidance

IMA RPO Requests - BAH AF Form 594, BAH Waiver, Clothing/Uniform Allowance, IMA
RPO Welcome Packages, Misc. inquiries

Leave Request - AF Form 988 Part 1, AF Form 988 Part 3, Leave Carryover, Leave Sell
Back, Other leave inquiries

Short Tour Request - MPA/RPA Orders less than 30 days, Annual Training, Cost of Living
Allowance (COLA)

Long Tour Request - MPA/RPA Orders greater than 29 days, Pre-certified & Close-out
CONUS/OCONUS orders, Temporary Lodging Allowance (TLA), Move in Housing
Allowance (MIHA), Cost of Living Allowance (COLA), Overseas Housing Allowance
(OHA)

Integrity, Service, Excellence
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U.5. AlR FORCE

Det 6 Force Development Briefs

29 Mar 19 — Retirement Preparation

12 Apr 19 — Officer Force Development (Developmental Plans/Teams
26 Apr 19 — Enlisted Force Development (EDP/KPL/DT)

10 May 19 — URC Responsibilities

24 May 19 — Understanding the Order Process

14 Jun 19 - Enlisted Promotion Process

Integrity, Service, Excellence
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Questions?

Integrity, Service, Excellence
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HQ RIO Resources

®* HQ/RIO public website:
http://www.arpc.afrc.af.mil/Home/HQRIO.aspx

®* HQ RIO Facebook: www.facebook.com/HQRIO

®* HQ RIO Twitter: www.twitter.com/HQRIO

® HQ RIO iPhone App: Search “HQ RIO”

®* Det 6 Website:

® Det 6 Facebook Page:

®* Download the RIO Connect App Today!
** New Mobile app for IMAs is "everywhere you are!” **
The RIO Connect app is available in both the Google Play or Apple

App stores by searching RIO Connect.
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