myPers Order Request

A Quick Guide from HQ RIO

How to submit a request for orders via myPers.

PRlOR TO SUBMlSSlON: Now is a GREAT time to remind you to ...

1. Set up a username and password for myPers

e Current HOR should be up to date in vIVIPF.

S0 you can access it without a CAC. Just click

« Readiness should be green in ARCNet: Dental the PASSWORD button near your PROFILE in

.. . the upper left-hand corner after you CAC in.
class, Immunizations, Labs, fitness test, etc. i g

. . Learn how to access myPers from your
« Make sure you have a good personal email in smartphone! ANDROID iPhone

your myPers profile so you receive any
responses in a timely manner.

THINGS TO KEEP IN MIND:

e Per AFMAN 36-2136 and HQ RIO IR Guide, Annual Tour requests for the current FY must
be submitted NLT 31 May.

« Annual Tour should typically start on a Monday and end the following Friday — it should
not cross over two weekends or any Federal Holidays.

« For IDT travel reimbursement, member must be on that fiscal year’s critical DAFC list as
well as reside outside a 150-mile radius of duty location.

« IDT travel reimbursement is limited to $500 regardless of mode of transportation,
distance, or duty location.

« Avrental caris NEVER authorized on IDT status regardless of whether it is within $500 limit.

« A waiver is required for RPA/ADOS tours that exceed the 1095 rule.

o After the OWC creates the orders in AROWS-R, you’ll be able to track the progress there.

REQUIRED DOCUMENTS: *If applicable to tour*

0 ANNUAL TOUR SPECIAL REQUEST FORM (ATSRF) — split tour/duty away from home station
0 SANCTUARY WAIVER —if TAFMS is between 16.5 and 20 years — not applicable to AT

0 RENTAL CAR REQUEST FORM



https://w45.afpc.randolph.af.mil/afpcsecurenet40/CheckPortal.aspx
https://w45.afpc.randolph.af.mil/afpcsecurenet40/CheckPortal.aspx
https://arcnet.sso.cce.af.mil/arcnet/
https://static.e-publishing.af.mil/production/1/saf_mr/publication/afman36-2136/afman36-2136.pdf
https://www.arpc.afrc.af.mil/HQ-RIO/IRGuide/
https://www.arpc.afrc.af.mil/Portals/4/DRIO/RIO-AT-Special-Request-Form.pdf?ver=2016-07-08-122156-267https://www.arpc.afrc.af.mil/Portals/4/DRIO/RIO-AT-Special-Request-Form.pdf?ver=2016-07-08-122156-267
https://www.arpc.afrc.af.mil/Portals/4/DRIO/RIO-SOU-Sanctuary.pdf?ver=2016-07-08-123119-457
https://www.arpc.afrc.af.mil/Portals/4/DRIO/RIO-Rental-Car-Justification.pdf?ver=2015-02-23-154753-693
https://www.arpc.afrc.af.mil/Portals/4/myPers_Mobile%20Log%20In%20Guide_Android.pdf
https://www.arpc.afrc.af.mil/Portals/4/myPers_Mobile%20Log%20In%20Guide_iOS.pdf

INITIAL STEPS S myPers i |

ACTIVE DUTY AF | AIRRESERVE = AIR NATIONAL GUARD  RETIREE  CIVILIAN

Home - Enlisted

1. Log in to myPers. Click IMA Management,  account

Incidents/Messages Welcome

. - Notiﬁcalions) Alerts (4)
found on the left side of the homepage. G e s

Details

***Chat with an Air Reserve Component (ARC) myPers|

hrs €DT)***
LEARN MORE ABOUT

Stay connected to myPers via mobile devices - Click

Assignment
Separation Clicl cific information = arding IR Benefits and Entitlements Notification of Fax Service Removal
ts and to submit Career Management

Systems Support Classification

Training Compensation Coronavirus (COVID-19)
Deployment Guidance for Total Force
Education STOP MOVEMENT Travel Restrictions,
Evatuations Duty Status, Fitness and HR information

. related to Novel Coronavirus outbreak.
= IR Travel Reimbursement Requests - Click Force Development Click here for details.

Contact Us IMA Management

Mobilization/ Demabilizarion
) New Hi
Live Chat v Hire

2. Click Submit Orders Request/Question under

« HPSP Students
Orders Writing Cell Request (Starting 5 Oct Only O rde rs ertl ng Ce I I Req ueSt'
utilizing this method)

OWC AROWS-R Orders Processing for IR Orders Request

into AROW/S-R

Orders Request |.. £ Orders Select @ New Orders Req.. @ _Sanctuary State.. @ Mods, Cancelan.. @ Orders Submit @

3. Check the boxes to confirm your readiness and acknowledge = 1@ R orders Writers Gell (oWe)

‘The Orders Writing Cell (OWC) is responsible for the processing of AROWS-R orders requests for Individual Reservists (IR's) on
various MPA/RPA tour types. The OWC’s role i to review these requests for accuracy, determine if the member requires any

th at A-I- req u i re me nts have bee n CO m p I etEd, SC hed u I ed' 0 r waivers, and process orders requests appropriately in accordance with the JTR and any other Laws/Regulations/Policies.

Order requests will need to have a detailed explanation for the request, along with any supporting documents necessary to
assist with processing the request. Per AFMAN 36-2136 and the IR Guide, orders requests must be submitted at least 30 days
before the tour start date. However, we do understand that short notices occur. In this case, submit the request as early as

waived IAW AFMAN 36-2136. ( Due to system limitations, possibi and providedetalld jutficationasto whyth requestcd not e he AF equiement.

7] 5y checking thisbox, I confirm that | have completeal eadiness tems requied for this tour.| acknowledge that f any readiness tems are
those to whom these acknowled gmen ts don't a pp |y ill ot completed t th tme oftis aplcaton,procesingof my order request couldbe deayed.
[ 5y checking thisbox, | acknowiedgethat 1AW AFMAN 36-2136, have completed,scheduled and/or had my Annual Traning waived pror o
performing any other order type. This includes having my IDTs being performed, waived or scheduled in UTAPS WEB for the upcoming fiscal
‘year before any order types being requested. Please refer to RIO CC Expectation Memo (Link Below).

need to check the boxes anyway.)

Click Here to Download RIO CC Expectation Memo.

4. Verify if your address is up to date - if not, update it in vMPF and wait three days to submit your request.

RIO/DET OWC AROWS-R Orders Request

Orders Request |.. 2  Orders Select @ New Orders Req.. @ SanctuaryState.. @ Mods, Cancelan. @ Orders Submit
Orders Request In... £ Orders Select @ uary Statem... @ Mods, Cancel and... @ Orde
Address Verification Address Needs Update in vMPF
Is your address up to date? Your request must reflect the current address to ensure you receive correct travel entitlements, *before submitting an order

request* you must update your “residence address” (not HOR) information in vMPF under; Self-Service Actions/Personal

®vesOno Data/Record Review Update/Individual. Click cn those applicable items underlined in blue and update the information. Allow

Home Address: 1-3 days for the system to update, then submit your orders request. AROWS-R will be updated from the address change in the
| VRED function in YMPF/MyPers
City: State: Zip:

CITRUS HEIGHTS cA v 95610

Click here for Link to vMPF

5. Select Order Type. The following pages are divided the type of
RIO/DET OWC AROWS-R Orders Request orders you are requesting. For the next steps:

Orders Request In.. v Orders Select 4/ New Orders Requ... @ _ Sanctuary Statem... @ Mods, Cancel and.. @ _Orders Submit @

Select AROWS-R Order Type

NOTE: Order requests will need to have a detailed explanation for the request along with the following documents included in

Annual Training (AT): page 3
.
the request for it to be processed **Fiscal limitations could impact when RPA/AT funded orders are processed**
« Reporting Instructions - If Available/Provided R PA/A D 0 S . page 4

« + Sanctuary Waiver - If Applicable (Not required for Annual Training)
« + M4S Task ID - If an MPA Tour

.
Funding Authorization Memo - If using funds other than RIO/Detachments T DY- p a ge 5

Telecommute Agreement - If applicable (Member & Supervisor must sign prior to submitting)
r n

Download Annual Tour Special Request Form (ATSRF) IDT Travel for Critical AFSCS: page 6

Select the Order Type: Ah.

Modification/Cancellation: page 7



https://mypers.af.mil/app/home

ANNUAL TRAINING e .

1AW AFMAN 36-2136 and HQ RIO IR Guide AT order requests must be submitied 31 May each FY. This is to ensure they are
published by 30 June each year. (Submissions after 31 May, requires justification/explanation for the late request for approval
HQ RIO is the approval authority for the late AT submissions).

1. After selecting Annual Training, check the box to certify that

« Members must perform a minimum of 12 Annual Training days for a satisfactory year (unless a waiver is approved).
« Members will need to certify that have requested and received approval from there Active Duty Supervisor to perform
H H Annual Training
your supervisor received and approved of the request for AT. « pe oo e i an 3o e T (CCMUSICCENSpeoming AT ey ombome
station the IR must provide justification by submitting an Annual Training Special Request Form (ATSRF) and approved by
their DET/CC.

Answer the questions on the form. T ember i et domladihe vl oSl et For (ATSF)complet e e

providing Active Duty Supervisor contact information within the ATSRF prior to submitting. Additionally, members should
upload applicable Reporting Instructions.

- Upload Special Tour Request, if applicable.

[ certify thet 1 have requested and received approval from my Active Duy Supervir to perform this Annual Traning Tour

- If you were given reporting instructions, upload them.

Supervisor Rank/Name:

g Instructions (Optional):

2. Click Next.

Select RIO Detachment or HQ: ‘Member SSN:
DET 4 v 123456789
o~} s | e |
Last Name: First Name:
‘ SMITH JOHN

Enter TDY Location Information

3. Continue filling out the form that are not already populated.

Oves@no (© poSyHome station () other

Select RIO detachment or HQ RIO. Select where you are

911TH ASTS

reporting to and coming from — the answers should be PDS/

e home station and HOR for this order type.

Home Address:

[ 4. Click Next.

city: State: Zip

\ v |

mm Orders Request In.. v Orders Select New Orders Requ... #  Sanctuary Statem.. @ Mods, Cancel and... @ Orders Submit g

5 I i I | I i t i I h 1 Enter TDY Infor ti
Trip Duration: ravel Start Date: TDY Initial Report Date and Time:

duration should be multiday. Use military | <] | i) | &)

time (i.e. 4 p.m. is entered as 16 :00). ‘TDV Release Date/Time: | ‘Travel End Date: | ‘Selecl mode of transportation: |
i3 i hd

Lo e

Choose the closest international airport to departing/arrival location (you may enter the 3-letter code or

- If travel is more than 400 miles, choose
commercial air as mode of transportation.

city, state).
- If travel is 399 miles or less, choose personal auto advantageous to gov.

6. Click Next.

Orders RequestIn.. v Orders Select v New Orders Requ.. #  Sanctuary Statem... @ Mods, Cancel and... @ Orders Submit @

7. Answer the questions regarding IDT in

Enter TDY Information . .
conjunction, rental car and GTCC.

IDT in conjunction with TDY? Do you require a Rental Car? Do you have a GTCC?
v Y v A v O
(O ves (O No (O Yes O No (O Yes O No

- If completing IDTs in conjunction, they need
to end the day prior to AT or start the day
after.
- If you are outside commuting distance (50 miles) and are requesting a rental car, it needs to be authorized on
the Fund Cite Authorization Letter (FCAL). The rental car will only apply for the AT days.

8. Click Next.

9. Be sure to read the complete submission page before marking whether the request is being submitted
within 30 days of the tour starting. Add additional comments for the orders writer here.

10. When you're ready, click SUBMIT!

**If your request differs from the instructions in these steps, you should have

attached a special request form in step 2**




Order Request using Reserve Appropriations supporting reserve missions.
R PAl A D OS « Orders Specialist will need Email from Organizations Resource Advisor with funding information (Wing, OWA, ESP Code
etc.) or BRS message.

« Submit approved Leave carry packet (f applicable).
« If your TAFMS is between 16.5 - 20 years, you must have a sanctuary waiver.

1. After Selectl ng RPA/ADOS order Request, read the page . Wvlhls tour \% fora Medlvcal Hold (MedCon), upload supporting documents provided by HQ RIO SGO.

Are you being extended for Medical Hold?

carefully and supply the needed documentation (email with

ithin 50 miles of the TDY
ising RIO/DET Funds?

funding info) and if sanctuary, MedCon, leave carryover, or

PCS applies.

- Will this tour put you on orders for more than 1,095 days ;
out of the last 1,4607? If so, upload your waiver (if not already L
on file).

- If outside commuting distance, upload your Fund Cite Authorization Letter (FCAL).

- If a PCS, list all dependents who will be accompanying you by name in the box that pops up.

2. Click Next.

jestrequire a Sanctuary Waiver?

3. Continue filling out the form that are not already populated.
- Select RIO detachment or HQ RIO.

- Select where you are reporting to and coming from (PDS/home
| T s e station, Other, HOR).
- Upload Sanctuary Waiver, if applicable.

4. Click Next.
E3

5. Fill out the TDY details here. Use military time (i.e. 4
p.m. is entered as 16:00).

Orders Request|.. v Orders Select v New Orders Req.. # SanctuaryState.. @ Mods, Cancelan.. @ Orders Submit i

Enter TDY Information

- Travel start date should be the day prior to the

. . . Trip Duration: Travel Start Date: TDY Initial Report Date and Time:
report date if traveling over 50 miles. v| [ 8] anon 2|
= If travel is more than 400 miles’ Choose Commercial TDY Release Date/Time: Travel End Date: Select mode of transportation:

. . 07/24/2020 16:00 EE ‘ ‘ 07/24/2020 m ‘ Commercial Air v ‘
air as mode of transportation. Choose the closest
Departure Airport: Arrival Airport:
international airport to departing/arrival location (you | s | [oemer \
may enter the 3-letter code or city, state).

- If travel is 399 miles or less, choose personal auto

advantageous to gov.

- If you are outside commuting distance (50 miles) and are requesting a rental car, it needs to be
authorized on the FCAL.

6. Click Next.

Orders Request In.. v Orders Select v New Orders Requ.. #  Sanctuary Statem... @ Mods, Cancel and.. @ Orders Submit @

7. Answer the questions regarding IDT in
Enter TDY Information . .
IDT in conjunction with TDY? Do you require a Rental Car? Do you have a GTCC? ConJunCtlon’ rental Car and GTCC' Upload any

() v

() N

es ()

~ ) ~ ~
W, o () Yes (_) No () Yes (_) No

necessary documentation.
8. Click Next.

9. Be sure to read the complete submission page before marking whether the request is being submitted
within 30 days of the tour starting. Add additional comments for the orders writer here.

10. When you're ready, click SUBMIT!



Select the Order Type:

ROUTINE TDY ——— y
. . Common Order Request for assigned Civilian personnel and/or Military members going TDY (1610) while on an underlying
1. After selecting Routine TDY Request, anSWer | oder (pa, re, acR.
the questions on the form. v youon anun.,,,.yingMpmpm,?4?

- If on an underlying MPA or RPA tour,
provide the tracking number for those

O vesOno
Will you be Telecommuting for this Tour? Do you reside within 50 miles of the TDY

O ves e location or are you using RIO/DET Funds?

‘:‘ Yes (:)- No
orders when the box pops up. Do you have any reporiing Attach addtfonal documents:
- If you reside within 50 miles please mark |~ " i
Yes. (You will be in commuting distance and

not entitled to lodging or per diem). If the

answer is No, upload your Fund Cite Authorization Letter (FCAL).

2. Click Next.

Orders Request In... v _Orders Select v New Orders Requ.. #_Sanctuary Statem.. @ _Mods, Gancel and.. @ _Orders Submit @

New Orders Request

Subject:

[ AROWS R Orders Request: Routine TDY Request

Select RIO Detachment or HQ: TOY Purpose:

\ vl ]

Member SSN:

Enter TDY Location Information

Is this TDY OCONUS? (To Include AK, HI, US Territories)
O vesO Mo

Reportto

(O Pos/Home station () Other

Report to (Unit Name):

Where are you departing from?

O Home (@) pos () other

oo e

3. Continue filling out the form that are not already
populated.

- Select RIO detachment or HQ RIO.

- Select reason for TDY. Unless you’re sure one of the other
categories applies, select Other Travel. It will ask to Describe
Other Travel— put the reason for the trip (example: Yellow
Ribbon, Det visit, workshop)

- If your report to location is Other, provide the address and
unit name of the TDY location.

- Departing from location can vary from PDS, HOR if
telecommuting, or other.

4. Click Next.

5' Fi” out the TDY details here. Use mi“tary ﬁme (i'e. Orders Request |.. v Orders Select v/ New Orders Req.. # Sanctuary State.. @ Mods, Cancelan.. @ Orders Submit i

4 p.m. is entered as 16:00).

Enter TDY Information

= Tl’ave| Sta rt date ShOU|d be the day pr|0r to the Trip Duration: Travel Start Date: TDY Initial Report Date and Time:
. . . Mu'tida v | | 07/12/2020 | | 071372020 07:00 s}
report date if traveling over 50 miles. ' | | ‘
. . TDY Release Date/Time: Travel End Date: Select mode of transportation:
- If travel is more than 400 miles, choose w20 1500 g [onau 8] [ conmerslan v
commercial air as mode of transportation. Choose | berureipor: drtva Aprt
Pittsburgh Denver

the closest international airport to departing/ | | |

. . Back Next
arrival location (you may enter the 3-letter code .-

or city, state).

- If travel is 399 miles or less, choose personal auto advantageous to gov.

- If you are outside commuting distance (50 miles) and are requesting a rental car, it needs to be

authorized on the FCAL.

12. Be sure to read the complete submission page before marking whether the request is being submitted

within 30 days of the tour starting. Add additional comments for the orders writer here.

13. When you’re ready, click SUBMIT!



TDY IDT at Home Station (IDT Travel Reimbursement for critical AFSCs)

1.

4,

Select the Order Type:

To find out if you are eligible for IDT travel [[7or Tt e st e v]
. oy In order for Individual Reservists to be eligible for this portion of the IDT Travel Reimbursement entitlement, members must
remm b ursement fO r critica I A FSCS, C h ec k t h e current possess the identified Officer/Enlisted Duty Air Force Specialty Code (DAFSC) and reside outside the defined commuting limits
(i-e., 150 miles one way from their duty station).
year’s GUIDE. You may put this request into myPers « Effective Jan 15, elgible members may recelve up to $500 I IDT Travel reimbursement per round trp. Members are

authorized reimbursement for up to 12 round trips per CY.
« This order type is only valid for travel to and from member's assigned unit. Upon completion of IDT travel, the Individual

b efO re ora fte rt h e IDTs h ave be en pe rfO rm ed . Reservist will follow normal travel voucher submission procedures, i.e., submission of the travel voucher with

accompanying supporting documents are to be provided to IR Travel agency for payment, ete. reimbursable payment not
to exceed $500.00
NOTE: Members must attached supporting documents of scheduled/performed IDTs. i.e. signed 40A or UTAPS Calendar with

Select TDY IDT at Home Station Request. The system doys marked GREEN or BLACK.

will pull your DAFSC and, if eligible, will allow you to DAFSC:

Your DAFSC is eligible for IDT Travel Reimburstment, click Next to continue

continue.

Attach either a 40A or a screenshot of your UTAPS
calendar as your supporting documents. Select if you

will be telecommuting. Wil you b Tascommtin i o

Mves (O
O ves O No

Click Next. =33

New Orders Request 5. Continue filling out the form that are not already populated.
- Select HQ RIO or Det, where you are reporting to and coming

Last Name

Enter TDY Location Information

> from (PDS/ Home Station, Other, HOR).

~ First Name:

3 - If the TDY is OCONUS, you will need to include the location

Is this TDY OCONUS? (To Include AK, HI, US Territories

information.

Report to

(O PoS/Home Station () Other

st e 6. Click Next.

Where are you departing from?

O Home

10.

10.

® pos O other

Lo T |

Orders Request In_. v Orders Select v New Orders Requ... #  Sanctuary Statem.. @ Mods, Cancel and... @ Orders Submit @
Enter TDY details. Use military time (i.e. 4 p.m. Enter TDY Information
is entered as 1600) Trip Duration: Travel Start Date: TDY Initial Report Date and Time:

I v &) | =l
- Travel start date should be the day prior to ———

\ e | e | v ]

the report date if traveling over 50 miles.
- If travel is more than 400 miles, choose
commercial air as mode of transportation.

Choose the closest international airport to departing/arrival location (you may enter the 3-letter code or
city, state).

- If travel is 399 miles or less, choose personal auto advantageous to gov.

- If you are outside commuting distance (50 miles) and are requesting a rental car, it needs to be

authorized on the FCAL.
Click Next.
Answer the question regarding the GTCC, then click Next.

Be sure to read the complete submission page before marking whether the request is being submitted
within 30 days of the tour starting. Add additional comments for the orders writer here.

When you’re ready, click SUBMIT!


https://www.arpc.afrc.af.mil/Portals/4/Documents/CY20%20IDT%20Travel%20Reimbursement%20Program%20Guide%20-%20v1.pdf?ver=2020-07-27-130048-587

MODIFICATION or CANCELLATION

1. Select Modification Request or Cancellation Request.

Select the Order Type:

| Modification Request

ADT Order
Annual Training
MPA Contingency/Non-Contingency Orders
MPA MEDCON Contingency/Non-Contingency
Routine TDY Request

RPA/ADOS Order Request

.| School TDY Request

_ TDY IDT at Home Station Request
Modification Request

General Inquiry
Cancellation Request

2. Provide the tracking number of the

Orders Request In.. »+  Orders Select v

Select the Order Type:

| Cancellation Request v

ADT Order

Annual Training

MPA Contingency/Non-Contingency Orders
MPA MEDCON Contingency/Non-Contingency
Routine TDY Request

RPA/ADOS Order Request

.| School TDY Request

| TDY IDT at Home Station Request
Modification Request

General Inquiry

Cancellation Request

New Orders Requ.. v  Sanctuary Statem.. v Mods, Cancel and... # Orders Submit g

order you want modified or
cancelled and select your

Subject:

Modification, General Inquiry or Cancellation Information

| AROWS-R Orders Request: Modification Request |

detachment.

AROWS-R Tracking Number:

Select RIO Detachment or HQ:

| 123456

‘ ‘DETS v‘

3. Attach any documentation, if

Attach additional documents:

necessary.

4. Provide details of EXACTLY what
modification(s) you are requesting

........

Add Comments Here:

OR clearly state the reason you

December 2020 to 7-18 Dec 2020.

Thanks so much]|

want that order cancelled. BE

Please modify this order to change the dates from 1-12

SPECIFIC!

5. When you’re ready, click SUBMIT!




