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Chapter 1

AETC/FM TDY to School Program

Section 1A - Overview

1.1. Introduction: This handbook serves as a general reference guide for Force Support
Squadron (FSS), Military Personnel Squadrons (MPS) and other organizations that use Air
Education and Training Command (AETC) TDY-to-School (TTS) training funds. This
handbook provides information on obtaining certified orders or the TDY-to-School DTS Line of
Accounting (LOA) for Mission Readiness (MRT), Field Training Detachments (FTD), FLY
Training, Technical training, Medical, Air University (AU) and Air Force Institute of
Technology (AFIT) training courses of 20 weeks or less as identified in the Education and
Training Course Announcement (ETCA) website https://etca.randolph.af.mil/ and in the Oracle
Training Administration (OTA) and the Military Personnel Data Systems (MILPDS) database.

1.2. AETC TDY-To-School (TTS) Program Authority: AETC/FMAM is responsible for
overall execution of the TTS budget and policy. AETC/FMAMT is responsible for the
certification/cross orging the TDY to School funds; POC for procedural questions (i.e., leave,
automatic entitlements, schoolhouse holiday shutdowns, etc.), orders processing and funding
impacting TDY-to-School travelers. If they are unable to resolve your problem/concern, they
will contact HQ AETC/FMAM for resolution. If you have a generic question and do not know
where to go, please contact AETC/FMAMT via email at: tdy.school@randolph.af.mil (FSS or
MPS must refer to applicable references to insure accuracy in preparing orders and
amendments.)

1.3. TDY-To-School Procedures (Routine Orders): AETC TDY-to-School funded course
requests must be submitted thru the TDY-to-School web site to capture the TTS quota, validate
the training line number (TLN), and cross-org the line of accounting to the traveler in DTS

( https://www-aetc.af.mil/fm/tools/ttsnet.2.0/home/). The traveler will be sent an email with the
course specifics, and the LOA that will be cross-orgd to them in DTS. It is recommended the
request be processed in TTS prior to creating orders in DTS to prevent delays in members
completing their orders. It will be the member’s responsibility to update their DTS profile, make
travel arrangements and sign the documents. Requests for routine orders will be processed 2-3
weeks prior to class start date, contingent upon when the request was submitted and funds
availability.

Only the AETC/FMAMT certifying officials may authenticate, certify availability of funds and
issue travel order/authorization numbers for AETC-funded training courses/quotas. DO NOT
cite your base travel order number on AETC-issued travel orders.

1.3.1. AETC/FMAMT certifying officials will adhere to the following procedures:
1.3.1.1. Orders are processed 2-3 weeks prior to class start date.

1.3.1.2. Orders with a proceed date for the upcoming week-end are completed first to
include the request for corrections and or certifications.
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NOTE: Students who have a departure date on the weekend and/or the following
Monday must submit their request/order to AETC/FMAMT before 1400 hours
(Central Time) on the Friday prior to departure to ensure the order is processed in a
timely manner. Failing to do so could result in a delay of processing the request/order.

1.4. Governing Regulations:

AFI 65-103, Temporary Duty Orders

AFI 65-114, Travel-Policy and Procedures for Financial Services Offices
AFI 65-601, Budget Guidance and Procedures

AFI 33-328, Administrative Orders

AFI 36-3003, Military Leave

AFI 36-2110 Assignments, Chapter 4, Temporary Duty (TDY) Assignment
AFI 36-2616, Technical Training Requirements Programs

Joint Travel Regulation (JTR)

DoD Financial Management Regulation (DoD-FMR), Volume 9
AFMAN 34-102

AF DTS Business Rules

Education & Training Course Announcements (ETCA)

1.5. Non-Reimbursable Expenses; AETC TDY-to-School does NOT pay for: Passport fees,
health insurance, internet service, dual lodging cost, GPS on rental cars, rental car insurance, late
checkout fees, calls home or to their office, express shipment of GTC new cards, household
goods/storage or shipping, including DITY moves and In and Around mileage at TDY location.

1.6. Responsibilities of TDY-to-School & FSS/MPS: AETC/FMAMT will only process “T”
quota types (AT - Enlisted, OT —Officer, CT — Civilian) in an Active Duty Status or DoD
employees.

1.6.1. The AETC/FMAMT, TDY-to-School certifying officials are not authorized to process
non "T" quota type training. The following list is funded by the Unit or MAJCOM:

AN - Enlisted USAF PCS or Guard/Reserve Funded request
ON - Officer USAF PCS or Guard/Reserve Funded request
OP - Officer Unit or MAJCOM funded or no funds involved
AP - Enlisted unit funded

CP — Civilian unit funded, or no funds involved

. Or any military status except active duty Air Force

1.6.2. AETC TDY-to-School is not authorized to fund Reserve members training quotas. If
the quota is loaded in MilPDS as a Reservist, the member or the formal training office must
e-mail the proper forms, listed below, showing the member has come on as active duty to:
tdy.school@randolph.af.mil.

1.6.2.1. *R Reserve Officer (AF Form 766 needed) or Special Order authorized by the
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President under Title 10
1.6.2.2. *S Reserve Airman (AF Form 938 needed)

1.6.2.3. Navy and Marine Officers: AETC does not fund Navy and Marines members
unless they are a Pilot Instructor and attending a Pilot Instructor Training course.

1.6.3 The AETC/FMAMT, TDY-to-School office will accept AETC funded TDY order
requests more than 30 days prior to proceed date for routine orders or 90 days prior for PCS
orders. FSS/MPS and Orders Preparers must:

1.6.3.1. Obtain from the traveler: projected leave dates for before and/or after TDY,
government travel card, any unit funded authorization, and any other information that
will affect the TDY orders before submitting the order. This will avoid any amendments
that have to be done to correct orders after they have been issued.

1.6.3.2. Verify each RIP in MILPDS. Ensure the information about the traveler is
accurate. You must confirm the Quota Status in MILPDS before submitting the order:

1.6.3.3. “B” sub-allocated quota confirmed by FSS/MPS
1.6.3.4. “C” Quota confirmed by MAJCOM - no RIP generated

1.6.3.5. Ensure the training course is funded by AETC, valid “T” Quota and TLN in
MiIPDS (not all “T” quotas are funded by AETC TDY-to-School, please verify in the
ETCA before submitting the request.

1.6.3.6. You may also check MILPDS by double clicking in the TLN in the records
retrieve field for more information.

1.6.3.7. Make sure MILPDS/OTA is updated before submitting order for substitute
traveler.

1.6.3.8. Contact your Training Requester Quota ldentifier (TRQI) with concerns about
information in MILPDS/OTA.

Section 1B - MilPDS & TLN's

1.7. Changing MilPDS DIR 3 to DIR 1: All students travel status that reads “DIR 3” means
that the student must take the training “en route”. If you wish to change the travel status to a
DIR 1 (TDY and return), the FSS/MPS will route it through the appropriate AFPC functional.
This is the person who will coordinate the change from “DIR 3” to “DIR 1” with AETC/FMAM.
If the FSS/MPS does not have a good contact, they should call the AFPC contact center to be
connected with the appropriate functional in DPAA (Airman Assignments).
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Section 1C - Per Diem Meals

1.8. Missed Meals: Students attending AETC TDY -to-School courses under the TTS umbrella,
will be authorized the per diem rate in accordance with AFMAN 34-102, Directory of
Government Quarters and Dining Facilities, for the base where the AETC TDY-to-School
funded course resides. If the member missed meals, we will not change the per diem
entitlements with an amendment to the orders, but the student has the option to work with local
FSS/MPS Finance office and fill out an AF Form 2282 “Statement of Adverse Effect.”

1.9. How to Calculate Per Diem: Per Diem Rate = Max Lodging + Meals (Local Meals,
Proportional, or Government) + Incidental rates, Web Link:_http://www.defensetravel.dod.mil/.

1.10. Consecutive TDY (DoDFMR, Vol 9/AFI 65-114): Per diem is payable for the interval
between two periods of TDY if the interval exists through no fault of the traveler and the traveler
either remains at the first TDY location or travels to the next TDY location within the allowable
travel time.

1.10.1: (RegAF Only) TDY to attend course of Instruction in Conjunction with PCS
(AFI1 36-2110, Chap 3). See Table 3.1 for specific rules on the 7 days between class rules.

Section 1D - Per Diem Lodging

1.11. TDY at a Military Installation: A DoD Service Member must use available Government
quarters if ordered to a U.S. installation. A civilian employee is encouraged, but not required, to
use available Government quarters unless traveling to an ILPP site. A civilian employee is
required to use Government quarters at an ILPP site. 1f the member is directed to use
government quarters but uses other lodging, the member will only be reimbursed up to the
government quarters on the assigned TDY installation.

1.11.a. Integrated Lodging Program Pilot: With the implementation of the Integrated
Lodging Program Pilot (ILPP) in June 2015 and the DTS lodging reservation module, students
should first check with the schoolhouse to see if lodging has been reserved for them for their
upcoming training, and if they are going to be billeted on base, and that it has been confirmed (in
the same way you did before the ILPP and DTS lodging reservation module was online). If the
answer is "yes" then students will not use the program within DTS to make their lodging
reservation, they will decline on-base Lodging, choose a proper reason code in the DTS pre-audit
and write in the audit flag to their Approving Official that on-base Lodging is, in fact, being used
and was secured by the schoolhouse.

For more detailed information on ILPP go to: http://www.defensetravel.dod.mil/site/lodging.cfm

Section 1E - When to Request PCS or Authorize TDY:
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1.12. When to Request PCS or Authorize TDY (AFI: 36-2110). When a MAJCOM (or
equivalent) has an operational mission which exists at a specific location for more than 180
consecutive days, then consideration should be given to establishing a permanent AF unit at that
location, allocation of manpower authorizations and accomplishment of the mission by
assignment of Airmen in PCS status. It is recognized that it’s not always possible to determine
the exact length of time needed to accomplish a mission and sometimes long-term TDY is
necessary because PCS assignment to a location is not feasible. However, for Airmen assignment
planning purposes, the 179 day guideline is normally used in determining which missions can be
met via TDY and which should be satisfied on a PCS basis. NOTE: As a reminder, normally
before an assignment OPR can assign an Airman OS in PCS status, a Status of Forces
Agreement exists (excluding PCS to Alaska, Hawaii, or a territory or possession of the U.S.), the
OS PCS tour length is requested and approved per Chapter 6, an AF unit is established with
manpower positions authorized, and other personnel support actions essential to permanent
assignment of US Airmen are completed. When the prerequisites for PCS of Airmen have been
completed, then a MAJCOM (or equivalent) may request the assignment OPR assign Airmen on
a PCS basis (see paragraphs 3.2, 5.3, and 6.5)..

1.13. More Than One Course At The Same Location: While a member may attend more than
one course at the same location, back to back, it cannot exceed a combination of 99 academic
days or 20 weeks.

1.14. TDY in Conjunction With PCS (AFI 36-2110 3.6.3): Restrictions on TDY In
Conjunction With PCS. Comptroller General Decisions and the Joint Travel Regulation place some
special restrictions on TDY of Airmen who have also been selected for PCS. Accordingly, the AF
has established a number of personnel management policies as outlined below to avoid TDY which
could conflict with restrictions imposed. Requests for TDY enroute PCS must be approved by the
assignment OPR and the authority for funding of the TDY verified. (T-1)

1.15. Travel Involving Two Fiscal Years: Travel orders that involve travel in two fiscal years
must contain the appropriations for both FYs.

1.16. Changing Course Graduation Dates (CGD): (Wash Back): The student graduation
date must be updated in MILPDS before amendments can be processed. This is done to ensure
proper entitlements are paid to the traveler.

1.16.1. If a member returns back to his Primary Duty Station (PDS) location any time before
CGD this terminates the order. An amendment is needed to adjust the dates. If the member
will be returning to the class, a new TLN number is needed to request a new order.

1.17. Christmas Break: Members may take leave or return home during Christmas break, but
the member must not file a settlement voucher if he/she has remaining training after the break,
doing so will terminate the order and corresponding TLN. Travelers must follow JTR and local
policies for per diem entitlements.

1.18. Proceed Date: The on or about date is an estimated date for TDY departure. Although the
member may leave 7 days before the proceeding date AETC TDY -to-School will only pay for 1
travel day for CONUS and OCONUS (any flight time exceeding 14 hours, AO can authorize an
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additional travel day), excess travel time may be charged as leave. Contact your servicing
finance office for specific details and entitlements. If the member takes leave prior to the TDY;
the proceed date will need to be adjusted. Students are not authorized early reporting unless a
Special Authorization is requested or authorized in the ETCA for that particular course.

1.19. Confirmatory Verbal Order: (VOC — Verbal Order of Commander) Refer AFI 65-103,
*Do not issue verbal orders unless absolutely necessary. Verbal orders are authorized only when time
prevents written orders from being published in advance of travel. Verbal orders must be confirmed
(in writing) as soon as practical for the order writers to produce an order (T-1). Include in the written
order the date and by whom the verbal order was issued and a statement why written orders were not
issued earlier. For example, "The verbal orders of the commander on (date) are confirmed;
circumstances prevented written orders in advance.” On form orders, this can be included in the
remarks block. When an order is published by an organization that authenticates orders for several
units (host/tenant situations), include the unit issuing the verbal order.

1.20: Variation in Travel (AFI 65-103): Variations are not authorized when attending a TDY
to school course.

1.21: Authorized mode of Transportation for TTS: AETC TDY-to-School’s authorized
mode of transportation is to fly. If a student elects to drive their POV then you must follow the
guidance in the DTS Document Processing Manual, Chapter 9, Constructed Travel and the JTR.
Your Approving Official must make the determination which is most beneficial to the
Government as stated in Chapter 9 and the JTR.

1.22. Training Outside Contiguous 48 States: TDY-to-School does not pay for MRT Flying
or Tech Training courses with the exception of the Arctic Survival course.

Section 1F - TDY to School Special Authorizations

1.23. Special Authorization: (AFI 65-103) A special authorization is something that adds to
the cost of normal travel and will only be requested when needed to accomplish the mission.
When travel cannot be made by normal transportation modes, or when special authorizations are
required to carry out travel. Justifications for special authorizations must be based on advantage
to the government. Convenience to the traveler is never a reason for approving a special
authorization.

Must be requested prior to travel occurring. The POC will be on the email you receive
from the AETC/FMAMT, TDY-to-School office. If you did not receive an email contact
the AETC/FMAMT, TDY-to-School office via email: tdy.school@us.af.mil.

Receipts are required to be uploaded into the substantiating records in DTS regardless of
the cost (i.e. gas, rental contract, etc.). If you

1.24. Rental Car: As ageneral rule TTS does not fund rental cars; you should check with your
unit first. If you do request a rental car, sharing of the special conveyance by official travelers at
the training location is required when using AETC funds. It must be to the Governments
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advantage, and not for personal preference or minor inconvenience. Use is limited to official
purposes only.

1.25. Excess Accompanied Baggage: A special authorization is required prior to traveler going
TDY for any excess baggage, and it must be authorized in the course requirements section of
ETCA for the TDY-to-School Course. ETCA web link: https://etca.randolph.af.mil/.

1.26. Registration Fees: Referto JTR APP R, Conferences, Registration Fees, DoD FMR,
Vol 9, Chap 5, AFI 65-601, Vol 1, Chap 4 & AFI 65-103, section 4.42. AETC will pay up to
$100 for registration for non-medical courses.

AETC Medical courses: Registration fees for members with an AETC funded quota will be paid
by member or local O&M funds from the MDG.

1.27. Actual Expense Allowance (AEA) — 300% rule: Allows a traveler to be reimbursed, in
unusual circumstances, for actual and necessary expenses that exceed the maximum locality per
diem rate. When authorized/approved, AEA is in lieu of per diem, or the prescribed per diem
rates. (JTR 020307).

1.28. TTS POC for Special Authorization: Refer to your “Congratulations” email sent by
AETC/FMAMT, under “Policies Unique to AETC TDY-to-School Program, #2.

1.29. TDY Funding of Unqualified Students web link: https://etca.randolph.af.mil/

1.29.1. When students are returned to their parent command (or held pending disposition) as
a result of being unqualified to enter an Air Force training program course, all TDY expenses
to and from the school will be borne by the parent command. The MAJCOM concerned and
the students’ parent organization will be informed before directing unqualified student to
return to their permanent duty station. Once the MAJCOM and parent organization are
notified, the student is released back to their Permanent Duty Station (PDS). The
organization publishing orders will ensure the orders are amended to show the parent unit
fund citation.

1.29.2. School administrators will ensure all possible actions are taken to rectify any
discrepancies that may disqualify students from entering training. The MAJCOM concerned
and the students' parent organization will be informed before directing unqualified students
to return to their permanent duty station.
Chapter 2
TDY to School Web Site Requests

2.1. TDY-to-School FSS/MPF/Traveler Authorized Requestor Registration

10
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__J TDY-TO-SCHOOL l’h j

REGISTRATION: - B p——

*In order for the AETC funded TDY requestor to be
processed, the requestor needs to register.

***See next page for continuation of registration. T ATHPRTT ATI s
PASSWORD will be sent to your email address as soon as . e

possible, if you do not get a response in one day E-mail v'rs wree ot s
registration request to ""Randolph TDY to School' E-Mail e .
ox e —

T pon Mgt penr gy ree e ] N e ) e oy -V-.V-‘.t'. ”-.:: —

D I e R L e | bt S p— pra A day~inp e tucs -
LA Lages 2 : = 3 5

Please contact your AETC/FMAMT POC via email at tdy.school@us.af.mil for any
questions regarding registration errors or any other problems encountered.

11
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2.1.1. Fill out the User Registration Form

User ration i ?
3 CRagN AP This should be the order requestor’s

information such as the MPF,
traveler or authorized person as a
requestor for the traveler’s

PAE Cafelrchap

***PAS Code Lookup Click on this

and select the correct PAS CODE to
fill out this block. (See next page for
more detail on how to find your Pass
] Code.)

Salwct your rote

Ondar Pulbishing Lacation ek
Lucation: * Input YOUR BASE
- information/Unit location including
MAJCOM symbol.

Rnguuitog Uil Motk

p— S The approving official should be a

supervisor or commander, or
someone who is authorized to sign
the orders. It cannot be the same
person as the traveler.

Appeoving, Diactiong OFniad Bk
Lt Sty * Thhet

If the same person is both the

Exvih * (i) requesting and approving official,
make sure you still provide another
person’s email or you will receive
two copies of the orders.

5 ot han nEatrdan aeitin pleuin teatert the TDY- Yoo Shanl aficn o D EM 4572071 o s wendl b

[“Register |
Click REGISTER after completing the requested
information above. ***Recommendation to put the
Organization email address at the
Approving Official in order to get a
copy if the requestor is not present.

Once completes, the registration portion is complete.

12
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2.1.2. PAS Code Lookup

£1PAS Code Lookup - Microsoft Internet Explorer E] &l

PAS Code Lookap ULility

Step 1: CONUS/OCONUS @CONUS {:}OCONUS
Step 2: States/Country _
Step 3: Installation | RANDOLPH [v]

Units in bold are MPF's

Org. Org. Detachment Operating

>

Mo ) = Type Mo. Location No.

Use PAS ACC PROG MGMT 50 2

AEROMEDICAL-
Use PAS iz DENTAL 30
Use PAS 337  AEROMAUTICAL S¥S GP 4
Use PAS AETC CIV EMGIMEER  FT

AETC COMPUTER
Use PAS il 50
Use PAS AETC CONTRACTING 50

AETC PROGRAM
Use PAS MEMT FT
Use PAS AETC STUDIES/ANL S0
Use pas AF AUDIT AGENCY  FO 20 B v

|$§| Done Sy @ Trusted sites

PASS CODE Lookup:
Complete Steps 1 thru 3 at the top.

Select the Use PAS with your Organization No and Org. Name in order to find out the
correct PAS Code.

13
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2.1.3. CAC-Enabling an Account

S TOV-To-SoHo0L

Choose a digital certificate X

Identification
'i The Web site you want to view requests
*

identification. Please choose a certificate,

—flara= Tociime

| R DOD CLASS 3 CA-10

A VUL ULADD o CIFIAIL LA=IU

[ More Info... ] [View Certificate...]

Cancel ]

Click the CAC-Enable link.
This should bring up the digital certificate box.

Select the correct CAC Certificate.

Click OK.

14
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2.1.4. CAC - Log In, Problems & Errors Help

If you had clicked cancel on the previous step. You will get this error message. You
need to restart your browser and ensure that you select a certificate when you are
asked to.

You must insert your CAC card to enable your profile. If you chose not to
provide a cerlificate you must restart your browser.

Email Address:

Password:

| CAC-En
This error occurs when the chosen certificate doesn’t meet the following criteria:
1. Certificate has not expired
2. Certificate is issued by U.S. DoD
3. Certificate name is the
same as the registration

name.
1-\ C'f‘zt‘li‘('l!'l;} *.!f’?ftij '—7 foekzry . For Tomarrow

You must insert your CAC card to\na’(your profile. If you chose not to
provide a certificate you must restart your browser.
To CAC enable your account by matching your profile with
the current card, enter your Email Address and Password.

Email Address: liochn.doe@randolph.af.mil l
Password: |

[ CAC-Enable Account |

Did you forget your password?
New user? Register here.

15



HQ AETC/FM Funded TDY-to-School Program Handbook

TDY-TO-SCHOOL

B\ Dizvzloping America's Alrmen Totzy,. For Tomorrow
Account Help ‘I.ogout

Change Your Password

To change your password, follow the steps below.

Passwords must follow these guidelines:

*They must be changed every 90 days.

*They must be between 8-20 characters.

*They must contain at least one upper case letter.

*They must contain at least one lower case letter.

*They must contain at least one number.

*They cannot have spaces.

*They cannot match any of your last 9 passwords.

*They cannot have 4 contiguous characters that match your last password.
*They must contain at least one special character.

Old Password:

New Password:

Confirm Password:

If a user is CAC-Enabling their account before they have changed their temporary
password they will be prompted to change their password.

If this is the case the user’s account has successfully been CAC-Enabled.

16
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2.2. TDY-to-School Certification Request

IDY-TO-SCHOOL &
~ N

v ' 4

g Dayzloging Anzrica’s Armmzn Todzy . For TOmorrow SIS ’//”

LOGIN (if you fill out the
Registration Form

Email Address: already) by using the
P d: EMAIL ADDRESS that
b was used in Registration

Form and PASSWORD that
was sent through your email

address.

Did you forget your pass
New user? Register herel

Login | CAC-Login | Register | ForgotPassword | CAC-enable

ded for the use of the .S, Military only. Do not reproduce or distribute the content
tder audience without coordmaﬁon with the information owner, your unit legal and

This is a rtment of Defense computer system, This computer system, including all related
equipman works, and network devices (specifically including Internet access) are provided only
for ay be monitored for all lawful

pur| Once registration is completed, you need to log
fac{ in at CAC-Login to start a new request of an

and order.

nmay be examined, recorded,
copie ] 7 Tneiuding personal information, placed or
sent ouer this system may be monitored, Use of this DoD computer system, authorized or
unauthorized, constitutes consent to monitoring of thiz system. Unauthorized use may subject you
o criminal prosecution, Evidence of unauthorized use collected during monitoring may be used for
administrative, criminal, or other adverse action, Use of this system constitutes consent to
monitoring for these purposes,

anagement of the system, to
security pr.oc_edures, survivability,
authorized DoD entities to test or

Disclaimer: The appearance of hyperlinks throughout this site does not constitute endorsement by
the LLS, Air Force of this web site or the information, products or services contained therein, For
other than authorized activities such as military exchanges and Morale, Welfare and Recreation
sites, the .S, Air Force does not exercise any editorial control over the information you may find at
these locations, Such links are provided consistent with the stated purpose of this DoD web site,

If vou have any questions or comments aboutthe information presented here, please forward them
to the TTS Webmaster.
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2.2.1. Creating a New AETC TDY -to-School Funded Request

A DLIAN. —
Patrich Copperwheat

e oty

AMDOLAS MR, Aak ANTOMIO. Tx

LONIR [wrimma e
Currant Glatie

VO™ 8000
WIVAMLLS 00800 AN

Lowt Whotan:
OGN 000
WI0/TTIA N 0800 AN

“Pebre Wt o= sdrree Sriide b the IT3

LRI Wetw [

Trerpbans 10 1oday 3 bhudgat consty aeed enviarment € & otal
el gerehs IRt parrent whee i somes 0 TOY and PCE el
Purtn Ben and the U3, Vegm Lelands exermot U5, mbtary

of 1he Undext Digtes government fram payng state
A get ahuh o ¥ revnDwrsaliie Dy 1he U B gove
bth TOY and PCS riew paid wing the

B il LA
Dilgrg tax f the W
Daled ACCOUNt USA Meiviars A welnlte and MAD w89 MAN Les Alurmanon of e
JAL: MHPS/ [ernatndy 88 gire/ BLGUE Gad AMatDay tas #iaination/stale
ARG latier Some wates equre @ form and sene do ot Puete Bico and we
whaten (L A, NY, PA, TH, and W) da remate » ey, and # i duan laadairie feaen

e tienie the GBA webase. The LS. Virgin lalends snd the other fuw states (AR, D &5, MO,
OA) o re reguare ANy tpetie Sorrme

S Senaementy

@ Internes Expiarer 5.0 ¢

o Jave anatsmd New AETC TDY to School funded requests.

® Baat viawed win o 10340700 [ gher

rmee comid ubae
- PTp——. . - - Click on TTS, select the New Request option.
D [IRTI L o v §
CATSABAL Lisey —_— - To view the status of a submitted TDY requests Click TTS on the
z tool bar.
wensite - Select the View Requests, this the status of previous TDY requests
. Status
TESH]

REEALIEM CorrilRe
(LR L R i, Ll —
3]
Soamtos Qrdar 0 012 b Soale Savesn
raaton Quter o QT3 fur Multiie Courses
Do Suceasalil IS Tadebaal Tonenl |

Iwve | New Boguast Prabbs Camtats  Wte e el Mrestoreey | Asrensdrie Sar tee W8 L0 Fes  inad

FRUA 2 Ragi (e chrtmry o e Al Camian Cammand (sd den ol nd
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B E Wew Favotes ods Hep "

O~ O & B ) Psonr rrocees @ -5 JE B

iorone | @) Ptpejitesdev.candoiph.af  mnew_euest) v EJeo s ® &~

S°¥  TDY-TO-SCHOOL *

Traveler’s SSN:
Click traveler SSAN box (No dashes in SSN or TLN #)

Travel Types:
Routine or Confirmatory

CLICK Submit to continue to “Personal Info”

(B zze Orine

ROUTINE

The Submit button — Saves the information that is inputted

If the TDY order request is Confirmatory you need to type in the following statement in the
Remarks section:

“The verbal order of the Commander (VOC) on (date) is confirmed; circumstances preclude
written orders in advance”.

B O trsed e
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2.2.2. Step 1 of 13 - Traveler Detail

~ TDY-TO-SCHOOL

TRY-Te-Subwe! Sepuest: Siap 1 o 9

&

Perwe g SO r—aor
i e LA
- - Te— ~E A

Conlirm traveler's parsanal b |l

e o
t— ]
LTSN
[
Sanks Tt .
T
Onaramem 00 14 -
GTC Muldegy Towmct -
TRERE sl sguin Mor Aue borme e rves
AFRC Trowsun Sewct «
Ve ism v $nack
Satyme borat

NEXT »

PERSONAL INFO

- If the member is found in the
personnel data, this page will be
populated w/ their info.

- Verify all the data and make
necessary changes if needed.

- AFRC Traveler: Check No
unless you are an AF Reserve
member.

- - Click the NEXT button to
continue to “Location”.

CONTACT INFO

validated against the Global Address Listing.

*Please use valid Traveler and Traveler's Supervisor’s Gov E-mail For Life address which will be

*If either doesn’t match you’ll get a notice in red and the check boxes below the E-mail(s) addresses.

*Only use the check boxes to force acceptance if you know what’s entered E-mail address is valid.
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2.2.3. Step 2 of 13 - Traveler Duty and Depart Locations

. TOI-TO-SCHO0L

Moree s | Acceunt Adminintrative | TTSOflce | Melp

TOY- To-School Reguest: Step 2 of @

<
Datsarsl Inforrmabun [ Dwnas
PAY SMITH D OEPART: MIROT , ND OLPANT
SEAM) XXX KX 457 RETURM MINOT | D RETURN,

Confirm the traveler's duty and depart locations

~| AIRPORT INFO
:..: »[. ot . .| - Complete all cells
Lastabare frot o Set? )
Duty Zige S47040000 - Click Next
Oupart Sttwy "0 .
Bupart Gy WINOT .

| Locaten not w !
Oty Pl /017230407
Office Symial 504
Bt Assigen & SZP50

(=sacx] | mexi>

2.2.4. Step 3 of 13 - Quotas

QUOTAS:

This screen will display all quotas on file for the traveler.

Select from the listing by checking the BOX with the valid TLN for the member.

If the TLN is not listed, you may add the TLN to this list by clicking the ADD LINK.

If not adding any TLN, you may click NEXT button to continue to “TDY DETAIL”
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Arvmnt Achravstratior | 1IN Office [

TOV-Te-Schooi Reguast: Step 3 of §
L i

Traveler Details
Purserel iehurrvatun Lemaiars L

PAY SHITH D DEPART: MINOT , ND DEPART:

SEAN YOO X048 TS METURNM: MINOT | LERRC L

Seloct guotas lo process

TUN M yoner vt o el Sadind or most sebuntalle, wew the ADD Sak s wll & et
T Coumse™ CLASS START® GRAD®  FURDS® TRQI POS STATUS MILSTAT® LOCK CREATED TA OATE
MEGSR0NTT LOSEMM ISIA L MO VI0W ROV aM TS AMED MY | Actiee Ot v Sy

| | ‘ s

SOy valid guates arw anebind

« BACK NEXT >

You must look up the TLN in MILPDS each time. If you need a change to a TLN you must contact
the TRQI (Training Requester Quota ID) for that course. This is the person who loads the course

into the system.

AETC TDY to School only funds “T” (Quota Type) for the following agencies for active duty Air

Force members only:
Air Education & Training Command

Air Force Institute of Technology

Air Universitv
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2.2.4.1. Step 4 of 13 — Quotas, continued...

STATUS: You will need to confirm the “QUOTA STATUS” in MILPDS before sending the order.
It needs to be B or C:

“B” Sub-Allocated Quota Confirmed by MPF.
“C” Ouota Confirmed bv MAJCOM no RIP generated.

2 \Qv-TO-SCHo0L b

A

FOY-To Schosl at: daf9 -
7= 1 | ] ]

U

Persanid Sformabion
DO IeINT DEPART: RANDOLIMS ATE, TX
SHAN: KXK-RX-6789 RETURIN KANDOLI AFS, TX
Select quotas to process — ADDI_NG e
TN COURSE*  CLASS START® rADt TUNDS'  TRQL  PDS TUS MILSTAT® NEW:
( DA LERISITAY) 1 W0 A2 " A
> TToN o 5,00 a0 N o) “« | Toadd a quota click
et o Boegiilrasm il el - ADD. All the
. i L Ml WL " 2 i . N )
' "\ " o A ‘" information needed is
R L e N ) s provided on the RIP
03t NIA LR AR " 1 « “wew | osheet for Military
i 0 [T M y ¢
s A e AT Wz . members.
Tasomee| ¥y \ W2/ AR Y . "
AT (A= W =3 ALARYE URIT . . "
S PO " (1 N L0 200 1 o Actie a
Aidenls M L Ll AT o ! g "
Gl 300K LA MR wi g o] unir \ £ i D A
ZEE#00 0 || 1EaD wwen e [Hlseome TS w0 A %1 el v Lndils Canee Dty
Add
00ly vald guetac are ensdied

Add - Add a new row of information.
Ex: To add a TLN to the request you need to click “Add”

Cancel — Cancels an Edit or Add
Ex: If while you are typing in the TLN information and decide not to add it just click cancel

Update or Submit — Save the information that is inputted
Ex: After you type in all the information for your TLN you must click Update to save the data you
entered

Delete — To delete the row of information from the request
Ex: If you have already added the TLN but decide you don’t need it you can click delete to remove
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2.2.4.2. Step 5 of 13 — Quotas, continued...

“TDY-TO-SCHOOL

'.Irr&l-l_gg:h 3_ Jale

Pacsorad Irbaematien Lacaon

D

DOE XOeeN & DEPART, RANDOILIS AFR, T DEPART,
SRAN XK XN TS ST RANDOR P AT, T BT
Select gquotas to process

"na COAseRs™ CLAM STANT® GEAD™ FIvDA™ TROL POS STATUS MILSTATS LOCK CREATED TA DATE

MOTRGET (AATIITON W WS A aquvom M . » f one

MEMNEIThe LAASTI TN m L " s n A ® v

SIS LAATIITI00 e o sasw HumEm 1 - - P

SRR | MM -3 Vihas |

= AT QUOTAS:
N e BT Lt T TR ey Wil = J - -
o This screen shot shows what the quota will look

like when you selected the TLN box.

M JATFSIT - e A e
ST L Information’s about that TLN is highlighted.

e S T

brog m— el pr >

| Verify all information and click Next

ATOEENET THRIY MY o
R = . asAme “ra A e ? e
SN R— - e /Sovoe o
LR - USRS Y ..
= FRORE AN DAMA (K01 WO ASAWS LMET M Adhen  Erieed " Few B (abew
[ sssmcom wans WROL  ANADME WAL TTS A Acew  Trased N Few B Tty
dd
by v abed quetac are onsbivd

< BALE NEXT >
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2.2.5. Step 6 of 13 - TDY Detail

oY re nu?gm u!ia_-_u

L0 Dutat | Funs cams | sseve  [nwtbensstises] Semets | Swmenen

Locaomn Oem
DOS e PEPART. RANDCK PH AFB, TH DEPART: 8/ 10/ J008%
Imwusm FETURN: RANDOLPM AFR, T TN 4T e
Lm TOY Detall
Ley 1IN FOL DY State OV Cby Lodgme Smals  TH Cast Bllatung Mo
2 Tmeanw L3 FEMEACILA 2 Avaz A . (= 3
1 RE LS Avax L .

Pressing e FALE bottun will avase yowr changes 1o the TOV Dot sd

[ <uace | [nExT >

Adding NEW TDY DETAIL:

Verify TDY location, lodging and meals are correct.

** TR Cost is round trip (Air Fare) only. (Required info TR COST)
TDY DETAIL will verify all the information about the class.

* Click UPDATE to accept the information.

* Click NEXT to go to the next page.

Info:
Update — Saves the information that is inputted

Edit — Edit to the current row’s information
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2.2.6. Page 7 of 13 Non-Training Leave

. JOv-T0-S0HO0L

Actinme Advristrative |

" 'Y‘Nk“’lm‘h S!VIQ LLE — |

Parvornd Irdoribon

Loconorse Denr
DOE ey & CEPART: MANDOL I AFE, T

OUPART! 8/ 10y 2000
AR 0306704 BETIR BANDOLIN AFR, 1%

Add Non-Traming Leave
et tel*  Depr Addeen® Capt St

Adding Leave for Traveler:
Click ADD if member is taking leave.

Leave in the local area is not allowed on DD Form 1610. Leave web is used.

Click NEXT if member is not takina leave to continue to “AUTHORIZATION”

A inee Nt rative |
(D_Nrkhd{‘lmm‘mf o 0 1 T | [ - .
* Required Blocks. Fill in all required blocks of leave information. Click SUBMIT to add
leave
Add Non-Traming Lesve
"ant* it Addewin * iy Mate* o Comtart Mawe * Contaet Phane*
JE ! S 11 ] Wl Il 11 | et Connad
wh e M Tie Wed T Fe
»n ] 4 ? “
" L L 1)
» | " " " | -
n | R
" 1] ' 3 n
| (i) (s )

Click the NEXT button to continue to “AUTHORIZATION” if no leave.
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2.2.6.1. Page 8 of 13 Non-Training Leave, continued...

If you put the mouse over the quota tab you will get the dates of the course

L (RIS STANT  GAD Dy
TROREL0 MOAP WA AAom 118
FOMMOOMNE I0OR 3041 OALA AT dALTRr LAY

Intawd Ydewiben Dén
D08 N DERAN T MARDOLIM AL, Tx DEPAREL S 10y 2000

AR R ST FETURN BASDOR 1% ALS, T8 WET 4T 007

Add Non-Traming Lesve PP U S——y
nant (O Addeiet " et ~* Comtont Name* Contont Phosn
— | <) — | N S US| FS— | A—

Add — Add a new row of information.

Cancel — Cancels an Edit or Add.

Submit — Save the information that is inputted

Delete or Remove— To delete the row of information from the request

[<uace | [ Wexr s |

Leave Rule Of Thumb:
Proceed Date (is travel day, when the member leave the PDS) --- Start Leave (Next day after the
travel day is the start of leave) ---Ending Leave (the day before the CSD) --- Course --- Leave (if
there is leave after TDY) --- Return (travel day back to PDS).

{OF h"dnllkl'nm le. o

1 L L daave . [auhanssinns] _aamens 1 dummaw.)
£
hevelos oot ——— ]

Parvond harmiben Lo gy Ovn
DO oW € DERART MANDON 1% AFS, V5 OLPART! 8 ) /7806
A XX R TS BETURS SANDOL I ALW, T2 WETNN A2

Add Non-Traming Leave
St tnd* Address Cny* Slare® 29 Comtact Name Contact Phase”
Feeioon 13 Fepniooos TEESS Dokdwn ot s In vl e e IhesEssess | iy Casesl Satees
Al

Click the NEXT button to continue to “AUTHORIZATION”

<oace | [wExTo |
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2.2.7. Step 9 of 13 - Special Authorizations

~ TDV-TO-SCHOOL

toene | 118 | Acenid | Adeoiistrabive | telp | Legont

Joy.re _k_b-_-ﬁﬂ_-.g-.-ﬂ?.se L)
L L

_— l l l \ 4 Atk I
Persend Infur meson Loedionmn (ST
DOE MkiN L DEPART: RANDOLPH AR, TH DEOART 8/ 1/ 2006
immnum BETURN RANDOLOH AFD, TX A 200

Add Special or Additional Authorizations

| Aubbariestion Typs Lecation  Pond  Fend Cile Cost  Bwans Pacas I

[<wack | [(NexT> |

Click the ADD button to add a Special Authorization (i.e. rental car, excess baggage, etc.)
A special authorization is something that adds to the cost of normal travel and will only be
requested when needed to accomplish the mission. When travel cannot be made by normal
transportation modes, or when special authorizations are required to carry out travel.
Justifications for special authorizations must be based on advantage to the government.
Convenience to the traveler is never a reason for approving a special authorization.

If you have a unit funded item, i.e. rental car, gas, etc., then you will select your unit’s
LOA in DTS and allocate accordingly.
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2.2.7.1. Step 10 of 13 - Special Authorizations, continued...

Jor-r ':S!ﬁ!.dl'!"'!!“, 5!?[',9.',’,
U

ADD Special Authorizations:
Select the authorization type, location, fund, fund cite and cost that is being used for authorization.

Add Special or Additional Authorizations

Mun "‘Wﬁdl-h-""wdhﬂhnﬂdnh ol basm with & won availabfily datement ard grioe wyal bram the hundumy
;mm e AETC TOY to Schael handheak for the coarse sttanding. B the “Uet” -m»mu.mdvﬂm.-mun
dﬂhhh-h-mhuudll-dmh'd e the arders,

Aubtertastion Type Lucstinn Fond Fand Cile Cast
| THY ENCESS RAGGAE FRIGACOLA NAS, L ™ TEFurd Ol 0 ] Loy
| REI(YAL CAR - TO'Y LOCATION - SENSACOLA HAS, I % e » b ] Sl Cansd

[Zoacx ) [Rexys )

Click NEXT button to continue to “Remarks”.

If you have a unit funded item, i.e. rental car, gas, etc., then you will select your unit’s LOA
in DTS and allocate accordingly.

Cancel — Cancels an Edit or Add
Ex: If while you are typing in the special authorization information and decide not to add it just click
cancel

Submit — Save the information that is inputted
Ex: After you type in all the information for your leave you must click Submit to save the data you
entered

Edit — Edit to the current row’s information
Ex: If you have already added the special authorization but decide you need to change it you can
click Edit to change the information

Remove — To remove all of the information from the request
Ex: If you have already added a special authorization but decide you don’t need it you can click
remove to remove it.
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2.2.8. Step 11 of 13 - Remarks

TDY-TO-SCHOOL

b oA Deyzloping) Arnsrica’'s Adrmen Todsyy . For Tormorrswy

Account Administrative | Help

MEW REQUEST
TDY¥Y-To-School Request: Step & of 9

lpersenalinfel Locations. o ouotas. [ Tpr petail [ Fund cites, o Leave, . Jauthorizations] Remarks. ] Surnmary. |
Traveler Detail
Persanal Informatian Lacations Dates
DOE JOHN E DEPART: BENTONVILLE, AR DEPART: 11/28/2005
SSAN: KRK-HX-6789 RETURM: BENTONVILLE, AR RETURN: 4/ 28/ 2006

Additional remarks {will be printed on 1610)

Add the VOC Date if the order is Confirmatory and add the following statement:

“The verbal order of the Commander (VOC) on (date) is confirmed; circumstances preclude
written orders in advance”.

¥OC Date: H

This section is specifically for instructions to the traveler that must appear on the order.
Remember do not use any special characters. You need to look the course up in ETCA each time
for special instructions.

https://etca.randolph.af.mil/.

**|f the member is attending a UNIT funded TDY course with TLN, you need to make
sure that you input all relevant information in this REMARKS section. Items to include
are course dates, course name/function, per diem, travel, location, and any pertinent
information that might be needed or required.

Click NEXT button to continue to “SUMMARY”
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2.2.9. Step 12 of 13 - Summary

Carvor o irfor maten Low dmen Do
DO& 2w & DEPART, BANDOLIY AFB, TH DEFAET. 8/ 1/ 7006
mesm BT RASDOLIM APE, IX WU 42 ey
Confirm re 4T S umvm
Narme OO8 XML Lol Adddrwwac 5% Lot Sreat
Tithe: Crom Cammandes San Arborse, T
Pk DT ei%c
ot e £ Bl vhe 1 hw@e arvioph o nd
Clearsnce SEFET
CE Mashber: 'oe
Oty SEablon SAMOOUM AR T Depart Locallose FANDCUM &8, T
O Syrnbbok 00 Moturm Locatioee EAMDCUS AF8 T
Lt Assigey DPOOCO00WF CF O
Dty Phome (2100805 w9
Quot ae:
ns Loty CLASS  STANT GRAD  FUNDS  TROE STATUS  MESTAT LXK CRFATED  TA DA
Sommen A L IR AMIE A » - [
DO  A0RE JeiL BALA - W s B AN A » ™ Féve
TDY Detal
lrg NN POS TOY Oy TOY State Lodging Mool Cost  Heservetson
3 T80 1 POMBACOLA MAS " PROVIED BARTIAL -
L RE LS PENGATUA TAS A PROVIOED LELRsEY K
et Fund Cies:
Leg TN POS  Fund Cte (UF) Traveld Fund Cre (CIT)
(I FOTHOD JOWDRRD T DTN A AT I T )
Man- Traming L esve:
Nart el Days Abdrose iy State o Cont st Phuew
. " L 958 Coiprberw 2 oo L4 " Erom thde (O pTs e2tn
Spen il At hosess b e
Descrption Loc ation Pend  Pund Cte Cost  Bmiess Meces Encens Lbs
TV EXCEIE MAGAIE NPEACOUA SAS, 8 " TS Pt e » [} ]
SENTAL CAS  TOY LOCATION PEIACOLA NAS. L 5 ITEAund Oie .

for corrections and/or certifications.

a delay of processing request/order.

Any orders with a proceed date of the coming week-end are completed first to include the request

Students who have a departure date on the weekend and/or the following Monday must submit
their request/order to AETC/FMAMT before 1400 hours on the Friday prior to departure to ensure
the order is processed in a timely manner to go TDY under our AETC TDY to School Fund cite. If
the request/order is not received before 1400 hours on Friday prior to departure this could result in
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2.2.9.1. Step 13 of 13 — Summary, continued...

Rankc 1551 s

Gtode It Ematt ohn doede andooh. of a8
Clearance: SECRET
CC Molder: fes

Duty Statioes: 0000 A0, 1Y Depart Locatsom SANDTUH A, T

Office Symbal. 00000 Rooturn LoCation: BANDOURH AF8, T

Uit Assiger DEOO0000ARTF0

Onaty Phoese: (21006525356
| TN CouRsE CLASS START GRAD TUNDS TROQI STATUS MESTAT LOCK CREATED TA DATE
B o Moo aNDus Y AMin A L] " Fube
EWSONY K0Sk 0412 s W AL o Ay A s " Fube
TOY Detait:
leg NN POS  TOY Ly TOY Stale 1 odgmg Meals ot Reservebion
2 TEveesee 1y FEIGACOLA P "R FROMIDED PARTIAL .
1 ZTBeC PEELLOLA YAS A PeOVIDED PAETIN L
'ﬂu(lm
leg TN POS  Fund Ce (UF) Travel Fund Cite (CEC)
T IDIICT OHAD IIEDRI AF NI ITITIAAT I
Fomr- T rmning Leave:
Start nd Days Addiess Ony Stote o Contoct Phone
-0 LU ] T Doiphm I Men A B UenShas DSESs-Less
Seecial Autherizations:
Description Lotaton Fund  Fund Cite Cost  Extess Peces Exncess L
TDt EXCESS BASGAGE FEMGACOLA NAS. AL s TS RundCh ° ] =
RENTAL CAR - 0¥ LOCATION FEIGACTLA MAS. A ™

TS Fund Oie 0

Additionsl nstet te the TV tu Schoal Difine

Additional Notes to TDY-to —School, will not show up on the order.

[ <mace | [ Subeit Request |

)

When request is completed click Submit Request button.

If a member returns back to his PDS location any time before CGD this terminates the

order. An amendment is needed to adjust the dates. If the member will be returning to the
class a new TLN number will need to issue a new order.

Temporary TLN numbers (S-) are not authorized to be used. You will need to request a
valid TLN number from the TRQI/Schoolhouse
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2.3. To Update/Edit The Users Authorization

gy TovToschool

Usen Detan.

John Moore
MG AETC/FNRA
RAMODCLPH , TH

LOGIN INFORMA THON

Carvent Status:

LOGIN GO0D
7/29/3006 10:33/00 AM
Last Status:

LOAIN BO00
7/35/2006 10:16:00 AN

Wasss rarert enp Terpscour

achivity tx the (23 webmactar
SITE REquussweNTs 0

o Intarnet Explorer 5.0 4

® Javs enabled

8 Dest viewsd with &
10243768 (or higher)
soreen resolstion

***Primary MPF can Update/Edit the authorized user that is
qualified to request orders besides themselves.
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Fost Name Lant Name

; Tty Lawnl fusewnrd  Auamiimh

.. .. .. it ary MY e P
Listing of TTS Technicians, Training Managers, [ e e
Primary MPF, MPF and Travelers. Training e o\ SN
“4e | Managers has to Click EDIT if needed to change Tisntg ustow._ Tee Eibve
E the authority for an MPF (See next page). Troveles
Trammg Monoger Trie Fuen
: V - D
- Trammy Mot ager Trie Taire
- : T ok T
Traming Manages Tre Pure
Traming Manager Frun Falan
Traning Masager e fdin
[ . . Traming Mosager Trve Pose
Primary MPF has to Click Vrosoles Toye Puve
. Trammg Manager Trie Fon
EDIT if needed to change Mo, Masd
: the authority for an MPF or o Ihée Pelay
. Py e Fan
any authorized requestor Trominy Menoger  Thie Palee
(See next page). T oo e
— .'.1'-"1-,1‘.'-: L :':: - ::-.

[P R S Sy Oy g TR —— LOGOUT TR - 19 h

Aok Adissstrative | Help

Access Level: Traveler; Training Managers; MPF; and
Primary MPF are the options for this drop down box. Click
the authorized criteria for the requestor.

Dock Te User List

— —
AcCees Laval | Trapeee -
Hole Trasan »|

***Click in one of the options for Role: Traveler;

Aopraved: @ges One Requesting Official, Approving Official and
\ Requesting/Approving Official that pertains to the requestor.
L-_‘-'E'—E—"\ ***Click Yes to change it.

***Click Update User to update the changes that was made.
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***Traveler: — can only request their own order.

***Training Manager: — can request order for the Unit only and request the same PASS
CODE.

***MPF: — can request order for the whole base only and everyone with the first 2 letter
of the PASS CODE.

***Primary MPF —authorize to change the authority of the requestor depending on the
criteria. Authorize to request orders for the whole base.
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PSLM ADINES EIA LA

Account Tnfermation

| — | —
Access Level | Trarwg Mewge W/

Role Peguesing Ofoe ~

approved: & ver Owun

List the PASS CODE that the requestor is asking for an access.

wuwws | g A

K ICFIMG ‘.l."

***|_jst of PASS CODE granted to the Requestor authorized to request orders through TTS website.

***Revoke if the requestor is no longer authorized to request orders with this PASS CODE.
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Chapter 3

AETC/FM TDY-to-School DTS Orders/Vouchers

3.1. TDY-to-School DTS Orders/Vouchers

3.1.1. All TDY-to-School (TTS) funded course requests have to be loaded into the TTS web
site: https://tdytoschool.us.af.mil/login/. This is to manage the quotas for the AETC/FM TTS
funded courses against the corresponding training line number (TLN).

3.1.2. AETC TDY-To-School Program and DTS: The following are the required actions
from the FSS/MPS formal training office or training manager.

3.1.2.1. Once the training request is loaded in the TTS program, the AETC/FMAMT, TDY-
to-School office processes the request, the technicians validate the TLN against MilPDS data.
After TLN validation the request is processed through the TTS program where a TTS TA# is
assigned. Example of this control number are: 15SAXXXX, the 15 is the fiscal year, the SA
is the grouping letters, starting with "SA' thru "SF". The 4 digits at the end are the
numbering sequence for the letter group (0000 thru 9999).

3.1.2.2. When the TTS TA# is assigned the TTS technicians will log into DTS to cross-org
the line of accounting assigned to the TTS funded course(s), this is done by using the
students full SSN. Approximately 5% of the orders will be unable to be completed due to the
following possibilities: member is detached in DTS, profile not completed in DTS, other
unique issues. When this happens, the student is not able to see the assigned LOA in the
accounting tab in DTS. To fix this problem the student needs to forward the
"Congratulations" DTS E-mail received to the Randolph TDY-to-School DTS email account
to resolve the issue.
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Chapter 4

AFPC Orders Processing Application (OPA)

4.1. AFPC Orders Processing Application (OPA) PCS Approving Official Field Tutorial

4.1.1. Orders Processing Application (OPA). The Orders Processing Application replaced
the capability in Personnel Concept 111 (PC-I11) to complete a Request and Authorization for
Separation (AF IMT 100), Request and Authorization for Permanent Change of Station -
Military (AF IMT 899), and a Request and Authorization for Change of Administrative
Orders (AF IMT 973). The OPA interfaces with Military Personnel Data System (MilPDS),
virtual Out-processing, (VOP), Pre-Separation Orders Worksheet (PSOW) and Automated
Records Management System (ARMS). The Orders Processing Application is mandatory;
AF Relocation Operations must approve exceptions to this policy in advance.

Triggers: Utilize the OPA to review, approve, and/or return the order application to the

technician for corrections
Prerequisites: Access to the virtual MPF (VMPF)
Menu Path: Use the following program(s) to begin this task: vVMPF
References: Personnel Service Deliver Guide

4.1.2. Procedures:

1. Log into AFPC Secure at:
https://w20.afpc.randolph.af.mil/AFPCSecureNet20/CheckPortal.aspx

o

z A FONCE
VS OMALL CEVAIA APT Batian

- . -]

2. Click on the OK button.
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3. Click on the OK button.
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5. Click on vVMPF.

B AT Pl ey e ighe

N virtuaNAENE

D —
Lroe tonmuns
Covw b tesem et

The Wbanny) mase o 190 BIOF e maitits 19 v

el harrhin Mdbens
TASR1 it o) hpass abe

AT U

6. Click the Order Processing Application link.

" TS —

7. Click on and select APPROVING OFFICIAL |

[ Commented [ss1]: Where’s that option?

Note: Individuals cannot electronically sign an order as both the technician and approving
official.

8. The approving official will have permission to edit the same fields as the technician. ( commented [ss2]: Click on....?
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9. Click on NEXT to review each page.

10. If order is ready for approval, your name should pre-populate based on your CAC
login, or select and complete with the approving official’s signature block information.

11. Print capability is available at any time by any role. The order will print with the
watermark "DRAFT" until it is finalized.

12. Click on SUBMIT FOR AUTHENTICATION.

13. Screen displayed:

Note: You will be given an opportunity to input an Order Log entry, if desired. Orders
log remarks will be saved and filed in system. OPA will automatically create, assign and
save a special order number in the separation/PCS orders log.

14. Click on SAVE.
15. End of Procedure.

4.2. Orders Processing Application (OPA) AETC Funding Technician Field Tutorial
Purpose: The Orders Processing Application (OPA) replaced the capability in Personnel
Concept Il (PC-111) to complete a Request and Authorization for Separation (AF IMT 100),
Request and Authorization for Permanent Change of Station - Military (AF IMT 899), and a
Request and Authorization for Change of Administrative Orders (AF IMT 973). The OPA
interfaces with Military Personnel Data System (MilPDS), virtual Out-processing, (vOP),
Pre-Separation Orders Worksheet (PSOW) and Automated Records Management System
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(ARMS). The Orders Processing Application is mandatory; AF Relocation Operations must

approve exceptions to this policy in advance.
Triggers: Utilize the OPA to review, fund TDY's en route to school, edit the remarks

section, return the order application to the technician, or forward to the approving official

Prerequisites: Access to the virtual MPF (vMPF)

Menu Path: Use the following program(s) to begin this task: vVMPF
References: Personnel Service Deliver Guide

4.2.1. Procedures.

1. Log into AFPC Secure at:

https://w20.afpc.randolph.af.mil/AFPCSecureNet20/CheckPortal.aspx
[— . — e — b - .

[ T ==

L

. -
‘ 21 FONCE

POESOMALL LRV

o o —

.l e e 4 RIS BE e S - —— - —— -
B L e ————r

J S Y NS pe—
— et G St = S S8 S ——
PRt S A LS Sy,

- .

2'. Click on theOK button. —

Chamee & iligital certifinate

abeidnaian
Tha sassiha e syt b0 Vi reg.2ets Sentiication,
! Plases comrem 5 cattieatn
Flrw mw
CUL N YT L 0 TR
CULLENEYATL L 0 T 6T
R |
w_ | [ cwew

3. Click on the OK button.
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Activllient L ogin
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4. Enter your CAC PIN and click OK.
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5. Click on vMPF option.

Security Alert

Infarmation vou exchange with thiz site cannat be viewed or
changed by others. However, there iz a problem with the site's
secuty certificate.

o The zecurity certificate is fram a trusted certifying autharity.

o The zecurity certificate date iz valid.

The namne o the zecurity certificate iz invalid or does not
match the name of the site

Do pou want to proceed?

Wiew Certificate

6. Click on the YES button.
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7. Click on | have verified my email and phone.

7\ ‘ 2
W :,C, | é Welcome ko the Virtual Mil.. Y Air Force Personnel Center | €

\/ VP ,MipF

'6* Air Force Personnel Center * Randolph AFB, Texas

Message Center

AIR EXPE
AEF INDICATOR AEF DESCRII
C3 TEMPO BA

(:5 Suspenses (1)

1 new suspenses
1 overdue suspenses

556 EDWARD A CULLEN

The following areas of the vMPF are
available to you:

Self-Service Actions

Orders Processing Application

8. Click on Orders Processing Application.

Commented [ss3]: Would recommend using blue on all
direction or not all for consistency.
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9. Click on STATUS to sort documents to ease in locating the status Pending Funding.

10. Click on OPEN to review order and input TDY Fund Cites.
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11. Click on NEXT to review each page.
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12. Click on RETURN if it needs to be sent back to the orders technician for additional
information.

D Order Communts Wobpage Dialog

[Sase) | Cance |

13. After selecting Return you will automatically be required to provide any required
communication back to technician in the Order Comments block.
Click on SAVE to file all remarks in the system.
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1noMan e e ] T 8 A
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14. Click in box 20. AETC/FM TDY if funding is approved and input the AETC TDY
funding information.

15. The AETC funding technician can edit Remarks if needed. Click on Add Additional
Remarks.

46



HQ AETC/FM Funded TDY-to-School Program Handbook

PP el e it g . AP0l Mt e P Bt ey vy Totod s ’
16. Select a category ALL Moves and check the corresponding box(es).

Note: Additional remarks not found on the dropdown menus may be manually typed.
Remark Type:

All Maoves w

Disabhility

MNew Test Category
QOCONUS

Separation

SPB Retirements - DPSOR
Standard

Student Assignments
To-Within CONUS

17. Click on OK.

18. Note: Print capability is available at any time by any role. The order will print with the
watermark "DRAFT" until it is finalized.

19. Click on SUBMIT FOR APPROVAL when completed.

20. End of Procedures.
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Chapter 5

Air University Courses

5. Air University Courses:

5.1. Airman Leadership School (ALS): The student must be an AETC Asset or a Recruiter

5.2. Air Force Senior Non-Commissioned Officer Academy (AFSNCOA): - AETC pays
for all Active Duty SMSgts/MSgts with a regardless of their location or MAJCOM. This
also includes attending sister service schools.

USMC SNCOA (Sister Service, Non Army Equivalent): These are not held at
Maxwell AFB, they are at different locations.

At Maxwell (Meals — All available and directed; Lodging — Available)

5.3. Chief Leadership Course: - AETC pays for all Active Duty CMSgt selects with a
valid TLN (AT), regardless of their location.

5.4. Civilian PME TDY DTS Authorizations-- Initial Build *MAKING MULTIPLE
AMENDMENTS TO YOUR AUTHORIZATION IS NOT RECOMMENDED**

5.4.1. REFERENCES: Joint Travel Regulations (JTR) 0203 Per Diem Allowance and Other
Computation rules

For current per diem rates, please see the Defense Travel Management Office website at:
http://www.defensetravel.dod.mil/site/perdiem.cfm

Defense Travel System (DTS): www.defensetravel.osd.mil

LOCAL STUDENTS will not receive TDY orders, nor any TDY entitlements. The school
house is their alternate duty location for the duration of the class.

Traveler Instructions to Create an Authorization in DTS: All TDY orders will be input into
DTS regardless of tour length, per USec Def Ltr dtd 28 March 2008 regardless of the audit
flag that is currently reflected upon review.

Student logs into DTS and follows instructions along with using the TTS fund cite and
digitally signs off on DTS orders. Contact your Organizational Defense Travel
Administrator (ODTA) for assistance when needed. For the current DTS guide go to:
https://www.defensetravel.dod.mil/Docs/DTS_Guide_2_Authorization.pdf

Supervisor approves DTS order. This approval automatically sets in motion the scheduled
partial payments. No need for adjustments or amendments until return to home station at
end of training unless the estimated monthly payments are grossly over calculated. In this
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case you would have a large debt repayment due upon completion. The alternative is upon
arrival to class and once you are able to estimate your monthly lodging/plus costs, to
submit an amendment at that time for the daily rate of lodging (under expenses > per diem)

Primary DTS support is from unit ODTA. Members are not released from their home
station in DTS. All adjustments and amendments are processed from student to home
station supervisor.

Upon return to home station, the supervisor will review and approve the travel voucher.
This is the only travel voucher submitted, unless supplemental receipts come in after the
fact. It is highly recommended that each student keep a spreadsheet of expenses and
monthly accruals in order to properly balance their travel voucher.

If there is any question regarding authorizations/reimbursements, please contact HQ
AU/TDY to School's primary POC at: DSN: 493-3736 or alternate at: DSN: 493-4062 or
email AU.TDY.SCHOOL@us.af.mil

Profile Information: Please insure that your profile information is correct to include EFT
and GTC account numbers. Ensure you do this BEFORE you create your authorization as
the information contained in you profile flows into your authorization at the time of the
creation of the authorization. Updates to your profile after your order is created would also
need to be updated within the authorization to be affected. Keep in mind that Scheduled
Partial Payments (SPPS) will be disbursed every 30 days. Meals and incidental costs will
go to the personal EFT account and the lodging costs will automatically be sent to the
GTC. Member is responsible for insuring monthly GTC balance is paid in full.

Unaccompanied Baggage (UB) — Reference JTR 020505. UB will not exceed 350 pounds
and no storage of HHG is authorized. Prior to departure you will receive an email with the
UB Memorandum to give to your local TMO to schedule shipment. Upon arrival at TDY
location, deal directly with the local TMO to receive shipment and process any documents.
UB must be transported under GOV’T transportation policy and procedures. The employee
should contact the servicing transportation officer as soon as possible before travel begins
to make arrangements for UB transportation. Shipment of your vehicle or renting a u-haul
for your household goods is not authorized.

5.4.2. TRAVEL ITINERARY DTS INSTRUCTIONS

5.4.2.1. Travel Itinerary:

Residence: City, State to: (Maxwell AFB AL or Ft McNair, VA) to Residence: City, State
(Do not include en route stops as you are not TDY to those locations). Government
Lodging and Meals are NOT available for students attending this course.

Dates: Refer to schoolhouse information for exact reporting and graduation dates. All
students are authorized to report 7 days early (to get settled into their temporary lodgings)
and travel time (400 miles per day). Additionally, students may stay in place up to 7 days
after graduation date to clear their housing and travel home (400 miles per day).
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Trip Type: Temporary Duty Travel (Routine)

Trip Purpose: Training

Trip Description: List the training course that you are attending, the class start date
and the class grad date.

Mode of Transportation: Travel by privately owned conveyance (POC) is authorized as
more advantageous to the Government. Reimbursement is not limited to the common
carrier constructed cost.

Rental vehicles of any type are not authorized. You may rent a vehicle for use as your
POV however rental costs are not reimbursed — Currently the mileage reimbursement is at
the rate of $0.56/mile, plus the cost of necessary parking fees and bridge, ferry, and tolls
incurred, plus per diem while in travel status under this authorization. Gasoline is not
reimbursed.

Vicinity travel is not authorized. Travel time is computed at 400 miles per day as
calculated in DTS under expenses > mileage tab.

5.4.3. Book Air Travel — Skip This Section Unless Choosing To Fly Instead Of Drive
5.4.4. Book Rental Car — Skip This Section — Not Authorized For Reimbursement

5.4.5. Book Lodging — Skip This Section
— All NDU, AWC AND ACSC Students — On Base Lodging is considered not available
and you will reside off base. You may check with the base housing office to see if they
have availability and if you are eligible, but this is not required.

5.4.6. Travel Summary, Review for accuracy (no reservations expenses should be present).
5.4.7. Expenses:

e Mileage Expense: Select “PVT Auto — to /from TDY to calculate the mileage in DTS.
Don’t forget the return trip.

e Per Diem: Allow the system to default for Maxwell AFB AL or Ft. McNair, VA.
Lodging and meals are not available or directed. Lodging & meal rates will be based
on the locality per diem rate. A traveler receives the actual cost of lodging limited to
the lodging portion of the locality per diem rate. You will need to adjust your lodging
per diem rates in DTS if actual lodging is less than the locality lodging per diem rate.
Please see the JTR 020303 subparagraph G for a list of costs used to determine the
actual lodging cost. Keep in mind that when a traveler procures long-term lodging, on
a weekly or monthly basis, compute the daily TDY lodging costs by dividing the total
lodging cost for the period by the number of days the traveler is authorized the
lodging portion of the locality per diem rate. Expense items that do not accrue on a
daily basis are averaged over the number of days the traveler is authorized per diem
during the TDY. Please see your Unit DTS ODTA for further assistance.
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e Substantiating Documents: This is where all your receipts and backup documentation
will be scanned into the DTS authorization.

5.4.8. Lines of Accounting (LoAs) — Select Both Fiscal Years of the Cross Org label
provided you to fund your travel.

5.4.9. Additional Options, Schedule Partial Payments. Please ensure your daily lodging
amount is accurate as the SPPs will pull this amount on a monthly basis to pay to your
GTC.

5.4.10. Review / Sign and route through usual (unit) supervisory chain.
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