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A note to the (IMA and PIRR) Member,
All IMA/Cat Bs & PIRR/CatEs must input their entire projected FY 2011 IDT schedule into “UTAPSWeb” buy 15 Aug 2010, so supervisors can approve it (per HQ USAFR).  For more info see the UTAPS quick reference checklists, available at https://eim.usafa.edu/unit/df/SiteDirectory/df_reservists/default.aspx
Quick, basic instructions
UTAPSWeb is accessible from home or Air Force computers. Users accessing through .mil  (including Virtual Private Network) will use their common access card.  Users accessing from the .com environment will access it through an AROWS-R interface.
     1st:  Log on to UTAPS directly (https://utapsweb.afrc.af.mil/utapsweb/Home.aspx , you’ll need your SSN)  

                              or via AROWS-R (https://arowsr.afrc.af.mil/arows-r/ you’ll need your username/password)
      2nd: Tell the system who your supervisor is  (Info needed:  Supervisor’s first/last name, phone & email)
	1.  Click on [image: image1.png]


 to select “IMA/PIRR”  from the drop down ‘Roles’ menu on home page
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 from the top of the screen, then[image: image3.png]


.  

3. Click on the new web page tab that appeared

 You’ll see this:
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3.  Either, select your supervisor from the list at the right side of the form & click save or, if not listed, click the  

     “Add Supervisor” button and use the top section of the form to add supervisor information, then click save.


RESULTS:  A) That Supervisor Already Exists in the database.  Please select him/her off of the list please send an email to
                  AFRC.UTAPSweb@afrc.af.mil and CC your supervisor.  This is a known issue that HQ programmers have been working.
              B) Supervisor Successfully Added you’re finished with step 2 but you may not see their name appear in the list.  An email has           

                  been sent to the AROWS-R admin to build a new AROWS-R account.  The info will pass through on the next feed from

                  AROWSR.  Go ahead and build your schedule.
     3rd: Insert your minimum required IDT days for the next FY
       IMPORTANT!!!  You can NOT schedule to work just one period in this system (yet?).  The system wasn’t designed to allow for this during the initial

       schedule request, BUT a period CAN be rescheduled AFTER the supervisor has initially approved it.   Insert a comment in the period you won’t

       work stating such.  Instruct your supervisor to approve it so you can then reschedule it. 
	1.  Click on [image: image5.png]


 to select “IMA/PIRR” from the drop down ‘Roles’ menu on home page

2.  Select [image: image6.png]


 from the menu tab at the top of the screen

3.  Click on the new web page tab that appeared

4.  Click on the black notepad ([image: image7.png]


), which represents IDT.

5.  Click on the date you wish to schedule, open the new web tab (date, start & end times will be pre-popluated)  

6.  If you wish to make changes, click ANYWHERE IN THE ROW FOR THE PERIOD you wish to make changes  to
             It won’t look like there’s anything to click on, or like clicking will do anything, but it will…just click inside any cell 
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As of 15 Jun 2010 the times reportedly do not always function.  It is best to insert the time in the comment for each period along with the activity and location where you will perform your duty.

                7.  Click [image: image9.png]


 and enter a comment noting your Duty Location and Activity.  *Click 
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      Note:  To delete a comment, you must delete the date from your calendar.  
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 once you’ve made the desired changes.

      This date will be displayed in white on your “IMA/PIRR Calendar” page, signifying it’s been built, but not yet  submitted for approval. It’ll be outlined in black to signify IDT schedule type.

9.  Follow steps 1-7 until you’ve scheduled all required IDT periods for next fiscal year.       

         To delete a date click the [image: image12.png]


icon.  If calendar was already approved by your supervisor, request they delete that date. 

10. Click [image: image13.png]‘Submit Schedules



 to send (all required periods) for approval by your supervisor.  

      The dates you’ve requested will now be shown in yellow on your calendar page.


    4th: (Once your supervisor has logged into UTAPS for their 1st time) Go back into UTAPS and AGAIN, add & save your supervisor
Helpful Contacts:  AFRCFM.ARROWSR@us.af.mil  (478) 327-0522],  AFRC.UTAPSWeb@afrc.af.mil
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