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U.S.AIR FORCE

- Reserve Pay Office

- myPers

- IMA Welcome Package

- Completing Pre-Cert AF938 for a Long Tour

- Completing Close-Out AF938 for a Short Tour

- Methods to submit orders for Pay (TODC)

- UTAPS

- All other inquires (excluding travel) submit to RPO
- HQ RIO/RPO Leave Carry-Over

. Setting up MyPay
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i Reserve Pay Office (RPO)

U.S.AIR FORCE

- Processes all IDT, MPA, RPA, AT Orders for Pay
- Pay not started by orders approval

- Forward all pay/leave requests using myPers thru our
website page:
- One ticket per request, do not bundle issues
- Phone: 1-800-525-0102 , DSN 665-0102

« Website:

 All IRs must use HQ/RIO Reserve Pay Office (RPO) as
their finance office according to AFMAN 65-116 Vol Il1.

Reserve Pay Office (RPO) services all salary & leave issues—NOT TRAVEL



http://www.arpc.afrc.af.mil/HQRIO/IMA-RPO.aspx
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HQ RIO RPO Website:



http://www.arpc.afrc.af.mil/HQRIO/IMA-RPO.aspx
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U.S.AIR FORCE

Awards & Boards Benefits & Entittements Orders VWriter Cell Activation &

Note: If accessing this page from a _.mil computer, you may need to refresh the browser cache to see the latest conle Windows
OS, use Ctri+F5)

FINANCE AND PAY RESOURCES

+ Pay Processing Times
—. Submit pay documents via myPers

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

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

IMA RPO Requests '!3:1:: A:qFOrrg; 594, BAH Waiver, Clothing/Uniforrmn Allowance, IMA RPO Welcome Packages,
i i wiri

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

Leave Request _ s
inguiries

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 Regquest Temporary Lodging Allowance (TLA), Move in Housing Allowance (MIHA), Cost of Living
Allowance (COLA), Overseas Housing Allowance (OHA)
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U.S.AIR FORCE

HQ RIO RPO Website

iz} Pay Guidance

» AROWS-R User Guide

= AROWS-R Quick User Guide

= AF Form 40A

= Tour of Duty Certification Instructions

= 2017 AFRC Critical Skills List

» BAH Recertification Guide

= BAH Guidance-Short Tour and Long Tour

» Orders Certification Example

» Y18 AFRC Health Professions Special and Incentive (HPS&!) Pay memo
» Y18 AFRC Health Professions Special and Incentive (HSP&I) Pay Plan

o Pay Forms

» |MA Reserve Pay Office Welcome Package

» |MA Reserve Pay Office Welcome Package (Example)

= AF 4010 - Application for IMA Enlisted Bonus and Incentive
= AF1962 - Election of Reserve Pay and Allowances or Benefits from Prior Military Service
= AF Form 1745 - Address Change Form (New IRs only)

= DD Form 1561 - Family Separation Allowance

= AF IMT 988 - Leave Request and Authorization

= DD Form 2058 - State of Residence

= Employee's Withholding Allowance (W-4)

= AF Form 594 - Start/Stop/Change BAQ

= Direct Deposit (Change via MyPay) (Initial hire only)

» SGLV 8286 - Servicemembers' Group Life Insurance

» COLA Form

= DD 2367, Individual Overseas Housing Allowance

Leave Carryover Guidance

w Leave Sellback Guidance

w Contingency Pay Guidance

= Contact IMA Reserve Pay Office
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U.S.AIR FORCE

IMA Welcome Package for In-processing
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o IMA Welcome Package

U.S.AIR FORCE

MILITARY PAY IN-PROCESSING PACKET
CHECKLIST OF REQUIRED DOCUMENTS FOR MILITARY PAY

NAME: SSN: DATE:
FHONE NUMBER: ( ) EMATL:

=
SIGNATURE:

***ALL FORMS ARE REQUIRED FOR MILITARY PAY IN-PROCESSING**=
=<MISSING ORINCOMPLETE FORMS WILL EESULTIN ADELAY OF YOUR PAY-

PLEASE INITIAL NEXT TO EACH FORM INCLUDED IN YOUR PACKET
1. DD 1288 OR APPOINTMENT ORDER

. DIRECT DEPOSIT FORM (SF 119%A)

. W4 FEDERAL TAX WITHHOLDING

.STATE OF LEGAL RESIDENCE CERTIFICATE (DD 2058)

. SGLI-SERVICE GROUP LIFE INSURANCE (see note below)

. ADDRESS CHANGE FORM (AF 1745)

. BASIC ALLOWANCE FOR HOUSING (AF 594)

A IUST INCLUDE MARRIAGE CERTIFCATE OR CHILD(REN) BIRTH CERTIEICATE IF APPLICABLE
8. BENEFITS WAIVER (AF 1962)

9.DD 214 — FOR ALL PRIOR SERVICE DATES

=D S| L e | T ]

***Please visit https://www.bhenefits.va.gov/insurance/SOES.asp to complete SGLI
election
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U.S.AIR FORCE

Per AFRC/A1KK, new accessions who do NOT submit either an SGLV 8286 or SOES
certificate as part of their welcome package, will AUTOMATICALLY be setup for
the $400,000 SGLI premium.

The only personnel authorized to complete hardcopy SGLV 8286 election form are
newly accessed members who wish to decline coverage or less than $400,000
coverage.

Note: Electing a coverage in SOES is still a requirement for SGLI coverage.

SOES link:



https://milconnect.dmdc.osd.mil/milconnect/
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U.S.AIR FORCE

= | am free to name anyone | want as my beneficiary. | understand if | am married and have designated someone other than my spouse
or child as my beneficiary, the person | have named is the person | intend to receive my insurance proceeds. | also understand that my
spouse may be notified that he/she (or my child) is not my designated beneficiary.

| certify that, to the best of my knowledge and belief, the above statements are complete and true. Any deception or false statement, either
by reference, omission, or otherwise can result in loss of coverage or denial of a claim for benefits. If declining or reducing SGLI coverage, | have

received the appropriate general information concerning life insurance from my Unit Personnel Clerk.

Service Member Signature Social Security Number Date (MM, DD, YYYY)

Address
Submit this form to your Unit Personnel Clerk. B
counseled the Service Member in regard

g this section the Unit Personnel Clerk acknowledges that they have
mation provided on page 4 of this form.

For Branch of Service Use Only For OSGLI Use Only

Name of Personnel Clerk Hepresentative
Rank, title or grade Approve [
Contact telephone/email Disapprove [
Date Date
Address
.2010.094 Ed. 12/2016 SGLvez86  Page 2 of4

10



IMA Welcome Package

U.S.AIR FORCE

All forms need to be filled out completely and signed

Stancard Form 11934 [£G) -
il [ GME No. 1510-0007
Frescried by Treazuy
= DIRECT DEPOSIT SIGN-UP FORM
Tressury Dest. Gr. 1078
DIRECTIONS
® To sign up for Direct Deposit. the payee is to read the back of this form @ The claim number and type of payment are printed on Gowernment
and fill in the information requested in Sections 1 and 2. Then take or checks. (See the sample check on the back of this form.) This
mail this form to the financial institution. The financial institution will information is also stated on bencficiary/annuitant award letters and
werify the information in Sections 1 and 2, and will complete Section 3. other documents from the Govemnment agency.
The completed form will be retumed to the Government agency
identified below. ® Payees must keep the Gowemment agency informed of any address
changes in order to receive important information about benefits and to
® A separate form must be completed for each type of payment to be remain qualified for payments.

sent by Direct Deposit

SECTION 1 (TO BE COMPLETED BY PAYEE)

A NAME OF PAVEE first, middle initial
(fast,firs, middle infal) D TYPE OF DEPOSITOR ACCOUNT I:‘:»-E:me ]:[sm NGS
E DEFOSITOR ACCOUNT NUMBER
R e —— HENENENENENENEEEN
Ty STATE ZIF CODE F TYPE OF FAYMENT (Check only ong)
[ zoda Securty T Fed. SalaryMIL Clvilian Pay
TELEFHONE NUMEER [ supglemental Security Income TIne Agive
e ) [JRalima Retiement T]miResre.
.B—‘ [m] Retiremant (OPM) T M Suryl
NAME OF PERSON(S) ENTITLED T0 PAYMENT ¥4 CompensatonorPension o= W eemrmrr ay
C CLAIM OR PAYROLL ID NUMBER G_THIS BOX FOR ALLOTMENT OF PAYMENT ONLY (i
e TVFE AMOUNT
S5N:
PAYEELJOINT PAYEE CERTIFICATION JOINT ACCOUNT HOLDERS' CERTIFICATION {optional)
| certify that | am entitied to the payment identified above, and that | have | | certify that | have read and understood the back of this
read and understood the back of this form. In signing this form. including the SPECIAL NOTICE TO JOINT ACCOUNT HOLDERn
authorize my payment to be sent to the financial institution named below
to be deposited to the designated account.
RE DATE SIGNATURE DATE
EIGNATURE DATE SIGNATURE DATE

SECTION 2 (TO BE COMPLETED BY PAYEE OR FINANCIAL INSTITUTION)
GOVERNMENTAGENCY NAME GOVERNMENT AGENCY ADDRESS

NAME OF FINANCIAL INSTITUTION ROUTING NUMBER

LD IEIEE] D

DEPOSITOR ACCOUNT TITLE

FINANCIAL INSTITUTION CERTIFICATION

| confirm the identity of the abovenamed payee(s) and the account number and fite. As representative of the above-named financial institution, |
certify that the financial institubon agrees to receive and deposit the payment identfied above in accordance with 31 CFR Parts 240, 209. and
210.

NA NA NA NA

Financial nstitutions should refer to the GREEN BOOK for further Instructions.
THE FINANCIAL INSTITUTION $HOULD MAIL THE COMPLETED FORM TO THE GOVERNMENT AGENCY IDENTIFIED ABOVE.

NSN TSIC-DT-0550e PAYEE COPY 119%-207
Designed uzing Ferform Pro, WHS/DIOR, Mo 57
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IMA Welcome Package

Beside requiring a signature...some forms may require additional documentation

APPLICATION & AUTHORIZATION TO START, STOP OR CHANGE BASIC ALLOWANCEFOR HOUSINGOR RECERTIFICATION OR DEPENDENCY
DETERMNATIONREDE TERMINATION OR ESM STARTS TOP F OR MEMBERS ASSIG NEDIT ERMINATING U

ACCOn INNEL HOUIS ING
PRIVACY ACT STATEMENT

RITY: 37 USC 400, Puble Law 96-343, EQ 8657

|PURPOSE: To siart afust ov isaninate millavy members ndiemant &y BAH o 1o ph
Delerminaion/Redelsrminalion or ESM siaisiop lor

LT or Dep

and below persanndl hausing

FLOUTINE USE(S Inlormaiion may be dsclosedio ihe niemal Fevenue Service for tax infrmation on members Social mmmm ommnmm on
|5 deducied. Depariment of Veleran Allais for educalon . and the D Justicelar
passible vialatons of the law, the Amenzan Fied Cross for inlormation o emiog menmdnemwwnmwymmm& the Air Foree
nmmmdammw g lor lax and wellare
lncuranee e. ol financial hstibil mmmmw
IISCLOSURE: mmw Howevey, ailure lo provide al cluding Social Seeurly Number {S-5N) may resull in nonpayment of BAH

PART A - IDENTIFICATION & DUTY LOCATION

1. NAME (Last Frst Mi]

LODGING OF FICIAL

N ON-AVAILABIL ITY/ ASSIGNMEN TITERMINATION OF QUARTERS

ARE NOT ASSIGNED ] DATE:

2880 L.GRADE | 4.PHONE [ADEQUATE QUARTERS TERMINATED
e FEC TIVE DATE: [O#ssweven [ unrre

SA.DUTY LOCATION (B, Siais, Z1P Cade o Couniy INADEQUATE CUARTERS TERMINATED
EFFECTAE DATE: [Jassionen [ uwirs
TRANSIENT QUAR -uNIT e

80, E-MAL ADDRESY EFFECTIVE DATES FROM. T0:

PART B - MARIT ALIDEFENDENT STATUS s
& []SNGLE MODEPENDENTS ] SINGLE. CLAMING DEPENDENTIS)

MARRIED - SPOUSE ISA [ CviLIN ] MILITARY MEMBER

IFMILITARY SPOUSE - NAME, SSN_BRANCH OF SERVICE. STATION AND DATE SIGHATURE

OF MARRUGE

Click 1o sign
DaTE
] oworcen [)LeaLy separaTED

arey. iDak)

7. NONCUSTOOIAL PARENTS: 1 PAY [[] THE FULL AMOUNT OF WITHOEPENDENT RATEBAHL OR [

00 PER MONTH FOR DEPENDENT SUPPORT
BASED ON: &[] DIVORCE DECREE &[] COURT ORDER &[] LEGAL SEPARATION AGREEMENT, OR 4. (] WRITTEN AGREEMENT WATH CHLO'S

CUSTOAN
8.0 [] cLamBAM FOR THE DEPENCENT [ IN [T] NOTIN MY LEGAL AND PHYSICAL CUSTODY LISTED BELOW (Effective D)
Nale Indeale ihe el you are chiming and th

{le., spouse, minor chid, ncapacilaled chid, ywmwnmn Fov other then
|spouse or minor child, see list of po Part C below. is 8 child. include the daleo! briDOS)
{8 NAME (I 3!, Frst L) i) ADDRESS, CITY, STATE, 2IP or COUNTRY w:nmrmup Do
ENT FAMED ABOVE IS A CHILD VIOSE PARENT IS AMLITARY MENGER, OR THE SPOUSE OF AMEMBER PROYDE THE FOLLOWNG
WA —ssH 1 N
T

FART C- MEMBER'S CERTIFICATION (For members with aenenm&l
T cortity

ARl 36-2006 and JFTR ch 10) f I
mmemnmmsﬂmmmmam mamgmusmmmmwmwnmm
CERTIFICATION FOR FOR

was filed.
Iundersiand thal my failure locomply with the appficabl of my BAH.F alalse
Bim mm aty b:mﬂmym»)mgnhuecm or laise stalemant in
with 8 clain & fine of § - yeas, orboin. | wil mpor anyclangss ofdependent's slalis or msidence as
wall as any o the Fmo\a' Services Ofice (FS0). | also understand thal my lailure to
appropnale requirements may cause involuntary collecion of any Ll ENDNE0US.
MEMBER'S SIGNATURE =

[Parents_pasents n-Bw, siepparents, parenks oy-adoplon. o IHoco paNLS. SWIGENIS 21 and 22 years of age. Incapacl aled chidren over age
21, o Ward of 3 court.
T cartfy Ihal this is my first appicaton [ YES CINO oo gve aate your

DATE

AF Form 594, 20130729

PREVIOUS EDITION IS OBSOLETE

12



Certifying Your 938
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\/ Completing your AF 938
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(Start Your Pay)

FOR THE PRE-CERTIFICATION OF >=30 DAYS OR
MORE ORDER

31. DEPARTMENT OF THE AIR FORCE (Enter designation and location| TDN: FOR THE COMMANDER

Srheadquarters) 35. AUTHORIZING/ORDER ISSUING OFFICIAL (Title and SigpdgGer

HQ ARPC BUCKLEY AFB. CO 80011

include travel days
32. RESERVE ORDER NO.| 33. DATE 34. DISTRIBUTION o
here (if in block 11)
20150605
36. STATE OF TOUR OF DUTY
LOCATION HOUR (mil)| DAY | MONTH LOCATION HO DAY | MONTH MODE OF TRAVEL
a. - b. .
0900 | 6 Duty Location 1900 |7

DEPART HOR ]un ARRIVE Y ¢ ’ / ]un PA

c. d.

DEPART ARRIVE

37. | certify that | have complied with the above order. The statements CERTIFICATION

on this form are true and complete. If a Federal Civil Service Employee, 40. Member reparted for duty at ()73()  hours on 8 ]Ul‘l and was released
| certify that | have applied for appropriate leave - . from duty at hours on

v PP PpTop Circle what applies :

My Spouse (Circle One) wasin Active Duty status during 41. CERTIFYING OFFICIAL'S PRINTED NAME 42. DSN

this tour.

| (Circle One) didf@id nod occupy gov't quarters. Mmﬂy T[}()J?}/?.\'UH 595~o0ttt
38. MEMBER'S SIGNATURE 39. DATE 43. CERTIEYING OFFICIAL'S SIGNATURE 44. DATE

7 . i '
Yohn Smith 1506 08 Mihompson 50608

4'."._ _TIMEKEEPER STATEMENT | certify receiving a copy of this orderforg 45 TIMEKEEPER SIGNATURE
civilian pay related review and processing. \ MUSt be dated on or af er Start date
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U.S.AIR FORCE

FOR SHORT TOUR<30 DAY ORDER, ITS
PROCESSED AFTER THE COMPLETION OF THE TOUR

31. DEPARTMENT OF THE AIR FORCE (Enter designation and location | TOMN: FOR THE COMMANDER
‘ELTR%%EE {?'E-”EFS": 35. AUTHORIZING/ORDER ISSUING OFFICIAL (Tite and SigptSs

HQ ARPC BUCELEY AFB, CO 80011

include travel days

32. RESERVE ORDER NO.| 33. DATE 34. DISTRIBUTION e
" e - here (if in block 11)

20150605 2

36. STATE OF TOUR OF DUTY
LOCATION HOUR {maly| DAY | MONTH LOCATION HO DAY | MONTH MODE OF TRAVEL
a. b .
0900 | 6 Duty Location 1900 |7
DEPART HDR ]Lll’l ARRIVE t} ! ]U.I’l Pﬂ
. \ d.
Duty Location 1700 | 20| July HOR 1500 |21 | Fuly PA

DEPART - ARRIVE ﬁ:- -
37. | certify that | have complied with the above order. The statements CERTIFICATION — ard lravel Day

on this form are true and complete. |f a Federal Civil Service Employee, 40. Member reported for duty at ()73()  howrs on ] ]Llﬂ and was released

| certify that | have applied for appropriate leave. Circle what applles from duty at 1 5 3() hours on 0 Jul

My Spouse {Circle Ong) was@as QII‘I Active Duty status during 41. CERTIFYING OFFICIAL'S PRINTED NAME 42. DSM

this tour.

| (Circle Cne) did{did nof) occupy gov't guarters. Mﬁﬂ;,r 'fﬁampj'am fﬁf-—ﬂfﬁ'

38. MEMBER'S SIGNATURE 30. DATE 43, CERT YING OFFICIAL'S SIGNATURE 44 DATE
Dohn Smith 15 a7 20 ampmn

150720
47. TIMEKEEFER. STATEMENT | certify receiving a copy of this order for$ TIMEKEEFER SIGHNATURE
civilian pay related review and processing. \'ﬁ\_ MUSt be dated on or af ar end date
AF FOEM 938, 20080724 FREVIOUS EDITIONS ARE OBSOLETE




Certifying by TODC

Certifying Short tour Orders In
AROWS-R using TODC

16
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U.S.AIR FORCE

Tour of Duty Certification is online in AROWS-r website

- This is a quick and easy process that will greatly reduce order
processing time and errors. Usually posts in 10 workdays.

- This can be accomplished by selecting the “member” option
from the drop down menu, and then, under the tour of duty
sub-menu, selecting “create certification”.

- Allows you as the member to track &%

g

Please Select & Meanu il

[ ™Member Menu |
Create Application
Applications Awarting Action

Applications In Progress

Pull Back Application
Approved Orders
Create Certification

Certrfications Awarting Action

Certification= In Progress

Approved Certifications

17



UTAPS

Processing of IDTs in UTAPS

18



\\ } Direct UTAPS Access (gov’t computer)
< https://utapsweb.afrc.af.mil/utapsweb

U.S.AIR FORCE

The primary purpose of UTAPSweb for IMAS/PIRRSs 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).

/= UTAPSWeb Disclaimer - Internet Explorer provided by USAF

Live Seorch

A A = I - 5
94 dar | @ UTAPSWeb Disclaimer | v B v o v i) Page v {(j Tools v

wwj UTASwtst'f:

You are accessing a U.S. Government (USG) Information System (1S)thatis provide d for USG-authorized
use only. By using this IS (which includes any device attachedto this 1S}, you consentto the following
conditions

- The USG routinelyintercepts and monitors communications on this ISfor purposes including, butnotlimited
to, penetration testing, COMSEC monitoring, network operations and defense, persennel misconduct (PM),
law enforcement (LE), and counterintelligence (Cl) investigations

- At any time, the USG mayinspectand seize data stored on this IS, - Communications using, or data stored
on, this IS are not private, are subjectto routine monitoring, interception, and search, and may be disclosed
or usedfor any USG authorized purpose.

- This IS includes security measures (e.g., authentication and access controls) to protect USG interests—not
for your personal benefit or privacy.

- Notwithstanding the above, usingthis IS does notconstitute consentto PM, LE or Clinvestigative
searching or monitoring of the content of privileged communications, orwork product, relatedto personal
representation or services by attorneys, psychotherapists, or clergy, andtheir assistants. Such
communications andwork product are private and confidential See User Agreementfor details.

- Access onlythe data for which they are authorized access and have aneed-to-know, and assume only
those roles and privileges for which they are authorized Account access procedures mustnot be divulgedto
anyone.

- Protect and maintain anyinformation retrieved from the UTAPSweb [AW the assigned security
classification.

- Inform HQ AFRC/FMXS when access is no longerrequired (e.g, completion of project, transfer, retirement,
resignation).

[ | accept Continue to UTAPSWebfor TRs |

L1 sccept Gontinue to UTAPSWeb for IMAs |

[' | 8o not scoept =
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UTAPS via AROWS-R

S g | = AROWS-R- Login:=.

CAC Login

-

Password Login

Lagin ID:
1

Password:

(Login]

Forgot Your Passwaord?

If you use your CAC
you can no longer
use the username

and password option

ﬁWabﬁ tous

E-Mail Password Reset:

For securty reasons password, res
If wou have forgotien your passwor
ean chek on ‘Fargot Your Passwerd’
the AROWS-R Help Desk at AFRCFM
email address that your email was |

Help! I'm A New Usert

If wou are a Mamber (Reservist):
Your mitiel Login = your SSN. Pleas
Your initial Password is your Date o

If you are a Aole ather than a Mem
AFRCFM.AROWSRRUS.AF.MIL.

Help Desk Information

Hours: 0700-1700 EST

Phone (Tall Free): 1-877-294-5822
Email: AFRCFM, ARCWSAQUS.AFM]

Browser Requirements
To use AROWS-R, you will need eit]

JoetFirnlax

Plug-in Requirements.
Ta print orders, you will need Adob
Eu

Walcome MICHELLE F
Your currant login was
Your previous successfi

Your current phon_u my
four current email adc

four applications will £
Point of Contact is: AW
Phone Number is: 202

¥our Latest Broadcast r
2008/08/14
2006/10/30
2006/09/28
2006/03/24

2005/11/10
2005/10/06

Welcome MICHELLE PC
Your current login was o
Your previous successful

Y¥our current phone nun
Your current email adds

|

Your applications will be
Point of Contact is: RMC
Phone Number is: 2021

Your Latest Broadeast m
2008/08/14

2006/10/30
2006/05/28
2006/03/24

200 10
2005/10/06

20
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IMAPS =

Enivrnet Bxploser prenaded by USAF

UTAPS - Accept

Hease Select A Meru

v Order Wri
01
Login to UTAPS

ng System [ARDWS-R]
Paga s AL 1 T

You are abouwt o log out of AROWS-R and log info the UTAPS system
If thes is the desired adtion, click the contirwe button below.

| Conbinug ta UTARS
= ARDAWS. B Logen

Erternet Explorer prenaded by LISAF

& hitps//utapsime.afrc.af mil/uteps-ime/ AR OWSL
S W ARDWS-R Lagin

Kul B I pifoe FHERLUNZ GgP sMHin

I
L UTAPS .

s
-
et
Fa it T
H

T
L o

You are accessing a U.S. Governmeant (USG) Information System (15) that is provided fior USG-authonzed use only. By using this 15 { which
includes any device attached to this 1S), you consent to the following conditions:

- The LSG routinely intercepts and monitons communications on this IS for purposes incieding, but not kmited to, penetration testing, COMSEC
monitoning, metwork operations and defense, personnel misconduct (PM), law enforcement (LE), and counterintelligence (CI) imvestigations

AL army U, the USGE may inspect and seize data stored on this 15, - Communications usang, of data stored on, has 15 are nol private, are subject
o routing moamtonng, interceplion, and search, and may be disclosed or used lor any USG authonzed purpose

- This IS inchudes security measures (e g, authenthcation and access controls) 1o protect USGE interests--not for your personal benefit or privacy.
- Mobhwithstanding the abowe, using this IS does not constitute consent to PM, LE or Cl investigative searching or monitonng of the content of
privileged communications, or work product, refated to personal representation or sendces by attomeys, psychotherapists, or clergy. and thedr
assistants. Such communications and work product are private and confidential. See User Agreement for details

- Adccess only the data for which they are authonzed access and have a need-to-know, and assume only those roles and privileges for which they
are authorized. Account access procedures must not be dvulged to anyone

- Protect and maintain any informabon refrieved from the UTAFP Sweb AW the assigned secunity classification

Infarm HG AFRCIFMXS when access 1s no longer required (e.q., completion of project, transfer, retirement, ressgnation)

Imnﬂluca“

21



\/ Validate Your Role/Configure
" Supervisor selection

U.S.AIR FORCE

1st select your roles
2nd configure your supervisor selection

— Home - Internet Explorer provided by USAF
. M. .-9 () 5:‘ Ll | ive Search

o~ B - #= ~ ::Page~ (}Tools

Wb iféHome

MARTIN, VERONICA

Role: IMAIPIRR

UTAPS Home IMA/PIRR Schedule Reports Help Log OFf

Select your roles
from the drop down
menu

£

Roles: IMAPIRR -

22
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o Supervisor Selection

U.S.AIR FORCE

— IMA Member Editor = Internet Explorer provided by USAF

o

Wi 4P| @ IMA Member Editor | Mo El = ®n = :»Page ~ (i Took =

Tour Of Duty Certifier

Supervisors

Assigned
(Current supervisor - Display omly)
RONMELL HORNER
ronnellharmer@wpafhafmi

Available
(Click on a name to view details below)

e - |

howeel, carolynb

Search by name
Hyou can nof incate your Supervisorin the Bsts above use this search box to find him'her

Enter Mame: [Lastname, Firstname) Homer [ Search J

([Exaenples: “Smith_ James™, “Smith, J° Smah”. "Sm; " Jam’)

Hame Email Select E
Horner, Donakd -,

Horner, Donald  donald. hornen@langhey. af mil _

Horner, Kenneth  kenneth horner@march.almil 2

Horner, Mark mark hormer@pentagen.afmi e

Horner, Wichele michebe horner@us. afmi a

Hormer, Ronnell  ronnellhornen@wpafatmi &

Harner, Susan 2

If you stil can not locate your Supervisor using the Search, click the “Add New Supervisor” button to add a new one

| Add New Supendisor

alu 1 r ns:
FirstMame " LastMame *

Done &) Internet | Protected Mode: On RA% -

— ——— —————,
- [ UTAPS [t - o 16_Juh B Micros... | MG AN
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\.;./ Build your FY Duty Schedule

U.S.AIR FORCE

Select IMA/PIRR Schedule
O\

UTAPS Home IMAIPIRR Schedule Reports Configuration Help Log Off
wrbfm96/UtapsWel urity=8SPl;data source=wrbfm96,1339;initial catalog=UTAPSWebV2_90;Connect Timeout=90;

Roles: IMAPRR = «+ UTAPSweb will be down 03 July 13, from approximately 1150 - 1230, for a update to the release. POC is the UTAP Sweb Help Desk, DSN 497-0166.
+ UTAPSweb will be down 03 July 13, from approximate| 0-0800, for a release. POC is the UTAPSweb Help Desk, DSN 497-0166.
+ This message is to inform you that as of June 14, th PSweb calendar is available for IRs. You can begin building your IDT schedule for FY14 in UTAP Sweb. We recommend you build your IDT schedule aroun
Contact Informatian your participation and mobilization readiness re HA, Dental, Fitness Assessment, etc.). For assistance on scheduling your IDTs for next fiscal year, contact the UTAPS Help Desk.
Email « MEMO FOR IRs, FROM HQ RMG, SUBJECT UTA| ear Schedule (FY12). Fiscal Year 12 UTAPweb calendars will be closed for scheduling on the last day of July. This will prevent inputs or modifications to pr
afrc.utapsweb@us.af mil year schedules, in UTAP Sweb, by the member. Cool your supervisor to complete all pending UTAP Sweb schedules or outstanding Inactive Duty prior to this closure. Effective 1 Aug 2013, prior year calenda
will be available for viewing only. However, IR mem in capability to view and print prior year 40As. For any prior year UTAP Sweb scheduling assistance, send request to rmg.utaps@us.af.mil
Help Desk Toll Free: + MEMO FOR IRs, FROM HQ RMG, SUBJECT UTAPS ear Schedule (FY12). Fiscal Year 12 UTAPweb calendars will be closed for scheduling on the last day of July. This will prevent inputs or modifications to pr
1-877-294-5822 Option year schedules, in UTAP Sweb, by the member. Coo your supervisor to complete all pending UTAP Sweb schedules or outstanding Inactive Duty prior to this closure. Effective 1 Aug 2013, prior year calenda
2 will be available for viewing only. However, IR mem in capability to view and print prior year 40As. For any prior year UTAPSweb scheduling assistance, send request to rmg.utaps@us.af.mil
Help Desk DSN; .
4970166 Option 2 « UTAPS connectivity issues have been resolved. Th

ur patience. HQ AFRC FM/Help Desk.

FAX Comm:
(478) 3270519
FAX DSN:
4970519

0730-1700 EST
Monday - Friday
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b4 Schedule Build Indicators

U.S.AIR FORCE

For this tutorial, select the
black pencil to build an
IDT.

IMA/PIRR Calendar

@ “wédé\ <4 [ Submit Schedules ] [ Legend ] [Print‘

-, . - N |

Legend:
Black Inactive Duty Period (IDT)
Turguoise Non-Paid IDT (points only)
Eraser Delete IDT, RMP, etc...
Arrows Shift/Change Fiscal Years
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\.;,/ Select Date(s)

U.S.AIR FORCE

For this tutorial, we
will build an IDT on

01-12 Dec. so click IMA/PIRR Calendar
this date. X € > | Subma Schedules | | Legend | | Prnt
October 2013 Novemue=20135 December 2013

Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed ,‘l’ Sat Sun Mon Tue Wed Thu Fri Sat
1 2 3 4 5 | Nover 1 2 3 4 5 6 1 1 2 3 4
€6 7 & 3 10 #1 12 3 4 5 6 7 8 9 g 9 10 1 P2 13 M4 5 &8 I B 3 0N Q1K
13 M4 15 16 17 18 19 10 11 122 13 14 15 16 15 1§ 17 18 19 20 2 2 13 M4 15 1©& 17 18 D IDT
20 2 2 2 24 2 26 17 18 1B A0 A 2 A 2 23 u 2 6 u »n 1B 20 A 2 8 u B
I 28 2 N A 24 22 26 2 28 2 X 2 0 A 6% 22 28 2 N AN

March 2014

0
RMP 0
D FHD 0
PNT 0
D AFTP | 0
0

0

0

Sun Mon Tue Wed Thu F

Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat Sat i Sat

1 1 1 2 3 4 5 1 2 3
2 3 4 5 & 1 8 2 3 4 5 & 1 8 & 1 8 9 UM R 4& 5 & I 8 9 10 AGTP
9 10 1 2 13 M4 1B 9 10 M L2 B ¥ B B M 1B K T B P U L B M 15 8 Manday
16 17 18 19 20 21 2 16 17 18 19 20 20 2 20 2 2 28 4 2% 2% 18 19 20 A 2 2B A4 Confict
2 u x % u B 2 4 2 26 U B 2 A B Y N 2 26 2 28 2 N A r Spit

I n
August 2014 September 2014 Built

Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat Pending
1 2 3 4 5 8§ 1 i1 2 3 4 & 1 2 1 2 31 4 5§ ¢§ -Relected
8 9 10 11 12 13 M4 & I 8 92 0 1 w2 3 4 5 & I &8 9 1 &8 98 10 11 12 13 Aoved
5 16 17 18 19 2 21 13 M 15 16 17 18 19 0 U 12 13 M 15 6 4 15 16 17 18 19 2 MMM Worked
2 2B 24 25 26 2 B A2 A R B MU X X U B VAN A R B A R B AU B % U . a0
2 3 2 28 2 N N B 26 2 2 2 N 28 2 N

I
2 R
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B Enter Duty Information

U.S.AIR FORCE

-

Build IDT Schedules
1DT Date 121172013 9)
Number of Consecutive Periods * 24
|| Starting Schedule to Work Period * 1 = I i

Select one of the Location Options below: *

) Use Home of Record Location (Telecommute)

] ) Search by city/base
! @ Search by zipcode
i Enter a zipcodémPO, then click Search for a list of matching locations:
_!_ Enter Zipcode/APO * 31093 :
Select Region: * Morth America ~  United States - |
City/Base * [31093] GA - Wamer Robins, Houston ~ I
' Location Selected: [31093] GA - Wamer Robins, Houston
Comment * HQ/RMG -
L (Max 50 characters) -
i Require Subsistence? * @ No © Yes

Require Lodging? * @ No @ Yes

Select A Validator * cremeans, charles - Supenisor

Once you fill out the

applicable information you
will click “OK” and that will
bring you to the next

™

?&_ Local intranet | Protected Mode: Off
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U.S.AIR FORCE

Review Schedule

Review your
days and click
“Save and
Close”

& IMA Schedule Edim=MExplmerprovided
572799761
Schaduls Type:| 107 Paticipation Status Coda:
Pariod: |start Date:| Stast Time: -0~ Schadsle Period:|
Telecommute: End Date: End Time: 0000~
E!Il Validator:
3
100 12172013 (0800 1212013 |1200 DT lo0 Falie
il @ 1222013 130 2100 (1700 (T 00 [Fatue
3 [1222013 josoo  [1220013 (1200 (DT |00 False
20 2o e 12205 0 T [0 [Fatse
31 5 127372013 0800 I12.'3'2'013 I]:Oﬂ IDT [H} False
14 6 1232013 [1300 :12:3.1'2015 il?DD DT Im False
Thu 7 12/472013 0800 112/472013 | 1200 IDT 100 False
8 1242013 1300 1242013 1700  |IDT 00 Fabse
9 |1zs2013 josoo  [12v52015 (1200 [DT (oo Falie
Sl o 12sa0s 1300 h2s2018 1700 DT oo [Fatie
A3 11 1262013 joso0 1262013 1200 [T {00 Falie
20fll 2 1ze201s 1300 rzecois 100 |oT oo Falie
ﬂ 13 12772013 0800 512.-'7.-'2033 .]:Oﬂ IDT l}D Falsz
14 127772013 |1300 1127772013 | 1700 DT m Falsz
15 12872013 (0800 12/8/:2013 .1200 DT IDG False
16 |12m203 1300 (1282013 1700 DT {00 False
Thilll |17 |12902015 joso0  [1292013 1200 |DT oo Fala
5fl 12 |12s203 1300 1292013 (1700 [T oo Falsa
12lll |15 |12102013(0800 1210201312 DT o0 Falie
20 [121020131300 121020031700 |DT {00 Falis
1& 21 1271172013 0800 I12-"11'20}3:5200 DT 0’0 False
& 22 121172013 1300 Ell"llr?ﬂl3?l?l)0 {IDT ﬂﬂ False
a3 1212720130800 512"12."2013IE.1-00 IDT C‘G False
24 |121220031300 (121220081700 DT oo Falie

.. s ST

([ Svamacon ) (Cancal)

|

Done

m

Work Time|Status| Comment

?

L

I

L

|

i

|

a

m

28
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U.S.AIR FORCE

Click “OK”

Schedule Built Successfully

Connauranen
& IMA Schedule Editor - Internet Explorer provided by USAF = 8] %
9
MARIVIC § KERSEY
§72-79-9761
il Schadule Type: 107 Participation Status Code:
E Pariod: Start Data:
i Talecommute: End Date:
t || Vatidator: |
0 {
7 End Date |
1 12/1/2013 {0300 (12172013 [1200 |IDT |00 |False | L
&1z h2wzos 1300 121208 1700 DT [ Success - Webpage Dialog eS|
: 1222013 10800 11272:2013 |1200 DT Sehiadules have been built Fully.
4 12212013 1300 1122/2013 (1700 IDT — L
ﬁ 5 12320130800 erd =gy DT
e 121372013 1300 112372013 1700 |IDT
7 12/4/2013 |0800 1242013 |1200  |IDT I
il s [12/42013 1300 242013 1700 DT 1
;i g 12/5/2013 (0800 |12/5/2013 (1200 DT I
ol [0 |1zs2013 1300 1252013 1700 |IDT |
11 |12672013 (0800 [12/62013 (1200 |IDT 00 False
Tl aecons 1300 12/62013 (1700 |IDT 00 False I
13 |12/7/2013 (0800 127/2013 |1200 |IDT 00 False r
14 |12772013 (1300 (1272003 (1700 |DDT |00 False
! 15 1282013 |0800 11282013 |1200 DT 00 False
i 16 :11-532013 1300 (1282013 1700 |DOT jou False
17 |12/9/2013 |0800 (1292013 (1200 |IDT 00 False
2l s 12001 {1300 1292013 1700 |IDT 00 False
9(l 15 |12102013)0300 121020131200 [T |00 False
g1l |20 |121102013 1300 121020131700  |IDT 00 False b
Tl |12112013)0s00 12/11/2013(1200  |{IDT 00 False
22 [12112013(1300 (121120131700 |IDT |00 False
23 1212/2013 10800 1212/2013 11200 DT 00 False =
24 [1212/2013(1300 1212/2013(1700  |IDT 00 False o
4— m L3
| == ] a~ ®10% -

29
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2 Submit Schedule

U.S.AIR FORCE

IMA/PIRR Calendar

h & &\ « [ Submit Schedules | LLegendJ [@‘

= November 2013 December 2013
Sun Mon Tue Wed Thu v Sun Mon Tue Wed Thu Fri Sun Mon Tue Wed Thu Fri Sat
IZI----E 12 3 ¢

DOEEE 2 « ¢ ¢ ¢ & 2 0«

s
(]
|
(3]
=
[~
=

73
(=S
|I\J
(%]
|I\J
el
R =
|I\J
e

® 1;@

13|

8RR .g

B
2 IR
B
=]
R BB
5
I
BR R~
|-..l
(S
|-.l
{=3]

[
[
[
8
[

Now that your
schedule is

April 2014 May 2014

March 2014

Sun Mon Tue Wed Thu Sat Sun Mon Tue Wed Thu Sat Sun Mon Tue Wed Thu Fri Sat
. ] 1 192 g 5 1 2 3 ]
bUIIt’ you need 8 2 3 4 s 6 I 8 6 7 8 2 10 1 12 4 5 6 1 8 9 10
to Smeit 15 g 10 11 12 13 14 15 13 14 15 16 17 18 189 1M1 12 13 14 15 16 17
- 2 | 16 17 18 19 20 21 22 | 20 21 22 23 24 25 26 | 18 19 20 21 22 23 24
them. so click 23 24 25 26 2 28 29 2 B 28 N 25 26 27 28 29 2 AN E
(11 : [ |
on “Submit I Y S
L} ] Sat  Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri
SChedUIeS 7 i 2 3 4 5§ 2 i 2 3 4 5§ § -
4 6 71 8 9 10 m 12 3 4 5 6 1 8 9 71 8 9 n u 2 u A
21 13 M 15 1 17 1 18 10 U 2 13 M 15 16 1 15 6 17 18 19 2 N
28 20 21 22 23 24 25 26 17 18 19 20 21 2 23 21 2 283 24 25 26 2 -
27 28 29 30 3 25 26 27 28 29 30 | 28 29 30

= R
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> Pending IDTs

U.S.AIR FORCE

IMA/PIRR Calendar

@£ £\ < [ Submit Schedules | [ Legend :F'rim'
November 2013 December 2013 January 2014

Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat

2 345 102 m--m-m 4082 g
CICEEIEEE 4 5§ 6 I 8 9 10 1
5 18 17 18 19 20 2|8 1B ¥ 1B K ¥V 118 E
2 8 4 2 26 2 28 1 20 2 2 B A 2B
Your 2 2 A % 2 28 2 N M E
dates will April 2014
Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat
now turn 1 1 12 3 4 5 1 2 3 [
YELLOW 2 3 4 5 6 I 8|2 3 4 5 6 I 8|86 I 8 9 W M 122 4 5 6 I 8 9 1
9 10 11 12 13 14 15 9 10 M1 12 13 14 15| 13 4 15 16 17 18 19 N1 12 13 14 15 16 17
% 17 18 19 20 2 2 16 17 18 19 20 24 2 20 21 2 23 24 25 26 18 18 2 21 2 23 A
23 24 25 26 21 28 23 24 25 26 21 28 29 | 21 28 29 N 25 26 21 28 29 30 3N E
0 A
Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat
1 2 3 4 5 8 1 1 2 3 4 5 1 2 i 2 3 4 5 § -
g8 9 10 11 12 13 14| & 7 8 98 10 N 2|3 4 5 fI 8 3 £ 8 8§ 10 1 12 13 -
6 16 17 18 19 20 21 13 14 15 16 17 18 19 10 M 312 13 14 15 16 14 15 16 17 18 19 20 -
2 23 24 25 26 27 28 20 20 22 23 24 25 26 4 18 18 20 2 2 2 2 2 23 24 2 26 2 -
29 30 27 28 2 330 3N 25 26 271 28 29 30 | 28 28 30

(=31~




\
\Y4
o Approved Schedule (green)

U.S.AIR FORCE

IMA/PIRR Calendar

Rk & &\ « [ submit Schedules | [ Legend | [Print]
November 2013 December 2013 January 2014

Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat  Sun Mon Tue Wed Thu Fri Sat
4

L AEEEEEE 12 03
3 4 5 6 2 c I HEEEE 2 o« : ¢ z &8 9 10 1
10 _E_EﬁlﬁlﬁﬂjjmﬂgﬁﬂﬁﬁﬂﬁDmTQ
17 18 1920 21 22 23 22 23 24 25 26 27 28 19 20 21 22 23 24 25 RMP  (
4 26 7 28 29 30 26 27 28 29 30 3
Once your 2 7% 2B BN p op u s 232 8u [Fa
. oNT | ¢
Sl.lpeI'VISOI' sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri
1 1 2 3 4 5 i 2 3 DAFTP (
approves your 2 3 4 5 6 71 8 6 I 8 9 10 M 12 4 5 6 7 8 9 10 AGTP | (
IDT’s, they will O 10 M 12 13 14 15 13 14 15 16 17 18 19 1M 12 13 14 15 16 17 Manday | ¢
16 17 18 19 20 21 2 20 21 22 23 24 25 26 18 19 20 21 22 23 24 :
turn GREEN Confict |
23 24 25 26 27 28 29 27 28 29 30 25 26 27 28 2 30 A Split
I
30 31
Built
Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat Pending
1 2 3 4 5 102 1 2 3 4 5 6 [EEERccted
6 z 8 9 10 1 12 3 4 5 6 z 8 9 z 8 9 10 1 12 13 [JArrroved
13 14 15 16 17 18 19 10 11 12 18 14 15 16 14 15 16 17 18 19 20 [ Worked
Paid
20 21 2 23 24 25 26 18 19 20 21 22 23 | 21 22 23 24 25 26 27 L
27 28 20 30 A 25 26 27 28 29 30 28 20 30

2R R
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\.;./ IDT Worked (gray) signing in/out

U.S.AIR FORCE

IMA/PIRR Calendar

“w e &\« [ submit Schedules | [ Legend | [ Print]

November 2013

December 2013 \Ianuaw 2014
Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat
1
N | e e e e e | 128
A £ c 7 o ol | o c

3
2 IMA Schedule Editor - Internet Explorer provided by USAF

Select the days worked, and this window will Q)
open. You will click on the open space below |
” . . |
under “Work Date” and sign in
Reguest Cumulative
Schedule Type: Participation Status Code:
Period: Start Date: Start Tixge: 0000 Schedule Period:
Telecommute: End Date: End Time:\ 000C
Validator:

Period | Start Date Start End Date End | Schedule  Participation

Work | Work
. S .
Time Time Type Status Code Teleosmunts Dziz | Time tafes | Commeca
1 12/01/2013 0800 |12/01/2013|1200 IDT o0 False . Approved _. Eommenl ..
2 12/01/2013 1300 (12/01/2013|1700 IDT 00 False

Approved | Comment |
Save and Close | | Cancel |




\/

o Signing In: Select Work Date

U.S.AIR FORCE

/2 UTAPSweb2 - Internet Explorer provided by USAF
)

Date:

Validator:

¢ Start Time End Date End Time Schedule Type Telecommute ork Date Work Time Status Comment
10/1622010 1200 IDT 10/16/2010 2110 Worked | Comment '
10/16/2010 1700 IDT 10/16/2010 Approved': Comment

& Internet | Protected Mode: On

i PNT Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat
i1 2 31 4 &% 1 2 3 4 5§ 10201 2 3 4 RS 1
- € I 8 9 101112 &€ I &8 9 101112 3 4 5 6 I 8 2 8 9 10 N1 1213 M4
Buit 13 M 15 16 171819 13 14 15 16 w1819 10 1 2 13 11516 15 [Nz 2
PendingRequest 20 21 22 23 24 2526 20 21 22 23 24 2526 17 18 19 20 21 2223 22 23 24 25 26 21 28
- Rejected 21 28 27 28 29 30 I 24 256 26 271 282 30 29 30 N
Bl Aoproved June 2011 July 2011 August 2011 September 2011
- Worked Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat
-SemToPay 1 2 3 4 1 2 1 2 3 4 & ¢ 1'2 2
5§ €6 7 8 9 10113 4 £ € 7 &8 9|7 8 9 W N1 4 5 & 7 & 910 .
& Internet | Protected Mode: On #100% ~

Inbox - My 1 4 Micros

34
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\.;./ Save and Close

U.S.AIR FORCE

~ UTAPSweb2 - Internet Explorer provided by USAF

10162010
Schedule Type: IDT ~

Period 2 g‘::: 10/16/2010 giro:* 2 - f’_‘:e 1300 ~ g‘:e
Telecommute Vabidator: homer, ronnell - Superisor . Add
Period Start Date Start Time End Date End Time Schedule Type Telecommute Work Date Work Time Status Comment
1 10/1672010 0800 10/16°2010 1200 IDT False 10/162010 2110 Worked Comment | i
2 TO' 162010 1 101620101700  IDT False 1071672010 2110 Approved| Comment |
Save and Close m]l"‘d

€ Internet | Protected Mode: On

PNT Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue

Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat
1 2 3 4 6§ I 2 3 4 5 12(1 2 3 4 5 & 2
€ 71 8 9 101112 6 7 &8 9 101112 3 4 5 6 I 8 9 8 9 10 11 121314
Built 3 014 15 16 71819 13 M 15 16 71819 10 1 2 w3 M6 s ARG 2
PendingRequest 20 21 22 23 24 2526 20 21 22 23 24 2626 17 18 19 20 21 2223 22 23 24 25 26 21 28
] Rejected 28 21 28 29 N N 24 25 26 21 28 2930 29 30
- Approved June 2011 July 2011 August 2011 September 2011
- Worked Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat
B sentToPay 1 2 3 4 142 1 2 3 4 § 6§ 1 2 3
E§ & 71 8 210113 4 5 6 71 8 9|1 8 92 10 N3 4 5 &€ 1 8 910
0 & Internet | Protected Mode: On #100% ~

@O 416 PM

35
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U.S.AIR FORCE

IMA/PIRR Calendar

Rk & &\ P | Submit Schedules | [ Legend | [Print|

un Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat

12 3 = 12 3 4 5
e 5 8 z & 9o v BIEIECEEEEE ¢ 7z ¢ @ 10 1 w2
Onceyour v [BIEIEIE] 2 14 15 138 14 15 16 17 18 19
IDT’s turn to 27 24 16 17 18 19 20 21 22 20 21 22 23 24 25 26
20 20 22 24 25 26 27 28 20 27 28 20 30 3N
gray, a 0

Sy3tem

s rnnrnn

un Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri
generated i 2 i 2 3 4 5 6 1 2
n n 3 4 5 6 1 8 9 7 8 9 10 11 12 13| 5 6 I & 9 10 11
emall W|" be o 11 12 13 14 15 16 | 14 15 16 17 18 19 20 12 13 14 15 16 17 18
Senttoyour 7 18 19 20 21 22 23 |21 22 23 24 25 26 27 |19 20 21 22 23 24 25
n M 25 26 27 28 29 30 28 29 30 26 27 28 29 30 31
supervisor to s
i
Inform them un Mon TueThu Fri Sat Sun Mon 90“ Fri Sat Sun Mon e Fri Sat
of pending 12 3 4 5 8 12 3 1 2 3 4 5 & 1 =
. r 8 9 10 M1 12 13|/ 4 S5 6 I 8 9 10 g 9 10 11 12 13 14 .
actions 4 15 16 17 18 19 20 1M 12 13 14 15 16 17 15 16 17 18 19 20 21 [
1 22 23 24 256 26 27 18 19 20 21 22 23 24 22 23 24 25 26 27 28
B 29 30 31 25 26 27 28 20 30 3 29 30
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U.S.AIR FORCE

UTAPS CALENDAR - Ready to be paid

October 2018

Sun Mon Tue Wed Thu

R -

[3
(=]

February 2019

Sun Mon Tue Wed Thu Fri Sat
1 2
3 4 2 6 £ 8 2
10 1 12 13 14 15 16
7 18 19 20 21 2 23
24 25 26 27 28
Sun Mon Tue Wed Thu Fri Sat
1
2 3 4 5] 6 7 8
9 10 11 12 13 14 15
16 17 18 189 20 21 22
23 24 2 26 271 28 29

S

8

-
o

|I\.‘l
(]

g

=
[e=]

cn

Fri

Sat

&

RetumtoList | [[5] « ~ |  PrintCalendar Reports New Calendar
[ December2018 |
Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat
1 2 1
g 5 6§ 7 8 9 M 2 3 4 5 6 T 8
M 12 13 14 15 16 17 8 10 1 12 13 14 15
18 19 20 21 22 23 A 6 17 18 19 20 21 22
25 26 27 28 29 30 23 24 25 26 27 28 29
30 A
[ Mach2019 |
Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri sat
1 2 i 2 3 4 35 6
3 4 5 & I &8 3 7 & 9 10 11 12 13
0 1 12 13 14 15 16 4 15 16 17 18 19 20
¥ 18 19 20 21 22 23 21 2 23 24 25 26 X
24 25 26 27 28 29 30 28 29 30
31

Sun Mon Tue Wed Thu
1 2 HE
gl

16

R IE o~

]
13

15

|I\)
[g%]

23
30

10
17

2
&
|I\)
[sy]
|I\J
thar

[

4

1

= =
co

Fri

[3 1en

s
=

Sat

=t
(%]

August 2019

Sun Mon Tue Wed Thu

g TS

|_x
(we]

3
]
I~
]
13
18
[

= |5 o

B & o

M|z ~

1
8

-
w

(NS
B3
2

Fri

o In

I3

Sat
3

|_L —
= =

Sun Mon TI.Ie Wed Thu Fri Sat
1 2 3 4 5
-
6 7 8 9 10 11 12
13 14 15 16 17 18 19 RMP
20 21 2 2B MU 25 2 D FHD
7 g8 2 0 1
&£ = =2 = 4 PNT
] ~w
Sun Mon Tue Wed Thu Fri Sat AGTP
1 2 3 4
5 6 I 8 9 10 1 Manday
12 13 14 15 16 17 18 - Conflict
19 20 21 22 23 24 25 E Split
2% 27 28 29 30 3
Built
September 2019 Pending

Sun Mon Tue Wed Thu Fri

1

& o

[N
&3

B
(S

2

-
= o

3

8
r B

]
[N
|I\.‘I
(ws]

R =
= R

4

=
=

5

|_n
(]

I3
=
=

6

=
2

|_x
-

- Rejected
B ~poroved
P Worked
B
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U.S.AIR FORCE

carry-Over Leave

Carry-over Leave Process

38
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U.S.AIR FORCE

HQ RIO/RPO Leave Carry-Over

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 R ts
s Misc. inquines

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

Leave Request o
inquiries

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 Temporary Lodging Allowance (TLA), Move in Housing Allowance (MIHA), Cost of Living

Allowance (COLA), Overseas Housing Allowance (OHA)

iz Pay Guidance

= Pay Forms

= Leave Carryover Guidance _

Leave Sellback Guidance

= Contingency Pay Guidance

oz Contact IMA Reserve Pay Office

DSN: 665-0102

Comm: 1-800-525-0102

Mailing Address:

HQ RIO/IRO

Attn: Reserve Pay Office
18420 E. Silver Creek Ave.
Bidg. 390, MS68

Buckley AFB, CO 80011

39
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HQ RIO/RPO Leave Carry-Over

=z Pay Guidance
= Pay Forms

El

iLeave Carryover Guidance,

= [ eave can be transferred to an AGR/VPLAD tour with no break in service.

= [ eave can be transferred to an MPA/RPA Order.

= [fyou are performing back-to-back orders with no break, this process may not be necessary. It depends on what order you are
transferming leave from.

= [eave cannot be carried over to a EAD Program.

Guidance
= | eave Carryover Policy Guidance _

= | eave Carryover Statement of Understanding
= AF 1089

Step-by-step instructions:

Review the Air Force Reserve Command Leave Carryover Program Policy Guidance Phase I

Complete a Leave Carryover Statement of Understanding. This must be signed by your Supervisor and CC/Director (of your
gaining unit where performing duty) prior to publishing of new order.

Complete an AF 1089. Include the order number from which you are carmrying leave from in Part IV, Remarks, and ensure the
form is dated prior to publishing of the new order. The HQ RIO/RPO also needs the completed AF 938 that you are carrying leave
from. The commanding officer must sign/date block 44 after your tour is complete.

The statement of leave carryover must be written into your new order, or as a modification to it. In order to have the leave

camyover statement authorized in your order, you must submit the signed Leave Carryover Statement of Understanding to your
Detachment so the authorization can be written in the M4S/E49. A modification can also be generated to approve this, but only if
the SOU was approved prior to the orders being published.

(Note: If carrying leave to an AGR tour, this step is not needed)

The statement in the orders should read "Member is authorized to use XX days of leave carryover in addition to normal leave
accrued during this tour.”
Keep in mind:

Orders will not be extended for the sole purpose of taking leave carryover. However, with the gaining
commander's approval of a leave carryover request, the leave carryover days will be “built into the orders”
upfront and prior to orders initial publication, as part of the “tour length " Once the orders are published, the
orders cannot be amended after the fact to extend the order for the sole purpose of taking leave/leave
carryover days.
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The statement of leave carryover must be written into your new order, or as a modification to it. In order to have the
leave carryover statement authorized in your order, you must submit the signed Leave Carryover Statement of
Understanding to your Detachment so the authorization can be written in the M4S/E49. A modification can also be
generated to approve this, but only if the SOU was approved prior to the orders being published.

DD MMM YY
MEMORANDUM FOR (SUPERVISOR. ORG/SYMBOL)
FROM: (MEMBER'S ORG/SYMBOL)
SUBJECT: Leave Carryover Statement of Understanding and Flection
(Please initial)
1. I (Typed. Rank Name._ and last 4 of SSN) have read the Air Force Reserve Conmmand

Leave Carryover Program Policy Guidance Phase II, understand the impact that 1t has on my
tour/leave balance and have attached a copy of my leave and earnings statement (LES).

2. Tunderstand IAW 10 USC 701(k). the FY'11 NDAA authorized Reserve Component
members to carry leave forward from active duty tour to another tour.

3. In conjunction with my next MPA/RPA/AGR/EAD tour duty starting
I hereby request to carry forward of my accrued leave as noted below.

4. Tunderstand that if my order includes an extension to accommodate approved leave
carryover., I mmst use that leave plus any accrued leave within this order.

6. Tunderstand I will lose the balance that exceeds 60 dayvs when crossing fiscal years.
unless I am on a tour of duty that places me in a Special Leave Accrual policy.

7. Iunderstand leave is not a career confinuation incentive through the acerual of large
leave balances.

8. The following leave was eamed while in a combat zone and is tax deductible.
Therefore. I am identifying the pertinent information so that taxes may be credited back to me.

Days of leave eamed on orders were in a combat zone (if
applicable)

Member’s Full Signature and Date
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Supervisor must sign prior to date of orders beginning:

15t Ind to (OFFICE SYMBOL FOR 15T INDORSEMENT OFFICIAL), DD MMM YY, Leave
Carryover Statement of Understanding and Election

MEMORANDUM FOR (OFFICE SYMBOL FOR 2D INDORSEMENT OFFICIAL)

I have reviewed the LES and applicable orders to verify leave balances as noted above. Ihave
also counseled the member the maximum number of days allowed to carmry forward at the end of

each fiscal year 1s 60 days.
=
Supervisor Signature Block and Date
{Supervisor at mbr’s reporting unit)
Attachments:

Documents reflecting amownt of days available to carry forward
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Commander must sign prior to date of orders beginning:

Ind Ind to (OFFICE SYMBOL FOF. 2d INDORSEMENT OFFICIAL) DD MMM Y'Y, Leave
Carryover Statement of Understanding and Election

MEMOPRANDUM FOE. (MEMBER)

I approve/disapprove (circle one) the member’s request to use leave carmyover during the
upcoming tour. I understand that leave days will be added to the order for which approved and
these leave days will be charged to the order and the applicable appropnation. For MPA
requirements, I will ensure the tour end date in the 45 message reflects the additional leave
carryover days and that a remark 1s included in the M45 message to state the number of days of
leave carryover approved for the tour.

Q._RP_& requirement |:| MPA requrement
|:| Approved |:| Disapproved

=

Commander Signature Block and Date
{CC at mbr’s reporting unit)
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s

. App Store

Click-to-call and Email directory
Pay travel and career resources
How-to videos

Events calendar
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- MyPay can be accessed by going in www.dfas.mil and
clicking on the myPay symbol

- Once in myPay on the left hand sided there is a NEW
User section

Acorssibility/Section 508 | Secuwity | Privacy Hotice | FAQ | System Usage | Contact Us

Eomot of Need o Possword?
——

To enter your Password more securely, click
on the On-Screen Keyboard link below.

On-Screen Keyboard

SmartCard Login
- =
DoD CAC | PIV

Read this First: How New Accounts s
Added to myPay

Create an Account
You will necd 3 temporary password to
proceed.

Stay Connected

E D

| * It's about the customer! |

Important Infommation Cuick Links
my?ay s:hedulod.Malntenance June 20 DFAS Rescurces

We'll be conducting scheduled maintenance: between 700 and 11.00 - DEAS - Home
am. EST on Saturday, June 20th. Dunng these hours you won'l be able (« How do | get 3 new myay
o access your myPay account. We apologize for the and 5 2

. + myPay Assistance and Cuslome
thank you for your patience! s

. amage T
SmartDocs Address Has Changed 0]

Effective May 16, DFAS “SmartDocs” emails are sent from a new
address, DFAS-SmantDocs@mail. mil. These emails contain important,
and sometimes vital, informaticn to help you manage your pay. Make
sure they aren't going fo your junk folder so you know when your pay
and lax skalements ane avalable n your myPay acoount, you stay up-lo
date on recent policy changes, or you know when your attenbon s
needed to update a portion of your pay account chaices.

- Pay Inquines; Ay Active, Nave
[ActiveReserve) Air Force
[ActivaReserve/Guard]

= Pay Inquiries; Army National Guard

- Pay Inquiries; Army Ressrve

+ SmartVoucher - Complete a 00
13812

« Travel Voucher Checklist

*ASKDNAS Tax Statement Hetssue

Action Required: Internet Explorer Users
Effecive Apnl 21 2015 1 you are using an alder versson of the Inbamet
Explorer web browser (7.0 or earhier), you will need to upgrade to a
newer version of Intermet Explorer (8.0 or later) in order to continue
accessing myPay. For more information please see our aticle on
DFAS mal

Hequests

External Resources
* Adobe Reader
= Air Force Fortal Login
= Ay Retirement Services Office
« IRS Withnosding Calcusator (Form
W)

AFFORDABLE CARE ACT

Starting in 2014, all individuals are required to have minimum essential
coverage, which includes all Uniformed Service members (active duty,
retired, Selected Reserve, or Retired Reserve) and their eligible family
members As a TRICARE beneficiary, you have Minimum Essential

Coverage with TRICARE More nforrmabon aboul ACA can be found sl
wiwow dfas mil,

System Availability

RECURRING WEEKLY SYSTEM MAINTENANCE:

I e
= Access W myPay unavailabl between 0000 and 0100 ET daily, Monday - Friday

= Access 1o Travel Advice of Payment (AoP) unavailalbde between 1200 and 1700 ET
every Suniday,

= Access to Travel Advice of Payment (AcP) unavailable between 0400 and 1800 ET
every fourth Sunday of the month.

Marine Corps Customers:

= Access to LES and W2 unavailable between 2200 ET every Friday and 0400 ET
wvery Saturday

= Access 1o all iransactions unavailable between 2300 LT every Friday and 0800 LT
every Saturday

Milary - Rl ni
-alculators

* PDHRA for Army Civillans

L =y

« Thrift Savings Plan
« TreasuryDarect
= LIS Air Foree - Home

Yy - Home
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« Check LES

- Update Mailing Address

- Update Direct Deposit (Bank) Information
- Change Federal/State Withholdings

- Change Thrift Savings Plan

- View AoP’s for Travel

- Download W-2

Ensure your emall is always current!
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