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Military Pay



Overview
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• 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



Reserve Pay Office (RPO)
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• 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:  http://www.arpc.afrc.af.mil/HQRIO/IMA-RPO.aspx

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

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/HQ
RIO/IMA-RPO.aspx

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


HQ RIO RPO Website
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HQ RIO RPO Website
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IMA Welcome Package for In-processing
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IMA Welcome Package



SGLI for IR’s
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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/

https://milconnect.dmdc.osd.mil/milconnect/


SGLI for IRs
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IMA Welcome Package
All forms need to be filled out completely and signed
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IMA Welcome Package
Beside requiring a signature…some forms may require additional documentation:
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Certifying Your 938



Completing your AF 938
(Start Your Pay) 

FOR THE PRE-CERTIFICATION OF >=30 DAYS OR 
MORE ORDER
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FOR SHORT TOUR<30 DAY ORDER, ITS
PROCESSED AFTER THE COMPLETION OF THE TOUR
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Completing your AF 938 



16

Certifying Short tour Orders in 
AROWS-R using TODC 

Certifying by TODC
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Methods to submit orders for pay

• 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

Create Certification



UTAPS 

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



UTAPS via AROWS-R
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UTAPS - Accept
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Validate Your Role/ Configure 
Supervisor selection
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1st select your roles
2nd configure your supervisor selection



Supervisor Selection
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Build your FY Duty Schedule
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Schedule Build Indicators
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Select Date(s)
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Enter Duty Information
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Review  Schedule
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Schedule Built Successfully
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Submit Schedule
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Pending IDTs

31



Approved Schedule (green)
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IDT Worked (gray) signing in/ out
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Signing In:  Select Work Date
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Save and Close
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Submit Schedule 
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UTAPS CALENDAR - Ready to be paid
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Carry-over Leave Process

Carry-Over Leave
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HQ RIO/ RPO Leave Carry-Over



HQ RIO/ RPO Leave Carry-Over
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HQ RIO/ RPO Leave Carry-Over
Statement of Understanding

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. 



HQ RIO/ RPO Leave Carry-Over
Statement of Understanding

42

Supervisor must sign prior to date of orders beginning:



HQ RIO/ RPO Leave Carry-Over
Statement of Understanding
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Commander must sign prior to date of orders beginning:



RIO Connect Mobile App
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Click-to-call and Email directory 
Pay travel and career resources
How-to videos
Events calendar



Setting up MyPay
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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

New User



MyPay is Commonly Used to…
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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 email is always current!



47

Questions ?
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