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Introduction

1. INTRODUCTION:
e This Personnel Services Delivery (PSD) Guide is a single document containing procedural
instructions/information for the myDecs Reimagined application and processes. This guide
is intended for individual use by the “Target Audience” identified below.

2. OFFICE OF PRIMARY RESPONSIBILITY (OPR):
* Air Force Personnel Center (AFPC/DP3SP)

3. TARGET AUDIENCE:
* Department of the Air Force (DAF) Airmen and Space Force Guardians

4. DOWNLOAD DEMONSTRATION MICRO VIDEOS:
* Create a Nomination Demonstration
* Create a Self-Nomination Demonstration
*  Approving Authority Demonstration

5. REFERENCES/RELATED PROCESSES:
* DAFI 36-2803, Military Decorations and Awards Program
*  DAFMAN 36-2806, Military Awards: Criteria and procedures
* DoDI 1348.33, DoD Military Decorations and Awards Program
* DoDM 1348.33 Vol | thru 4, Manual of Military Decorations and Awards

NOTE: Additional information is available on myFSS Knowledge Article #2138

Last Modified: 25 JAN 2024
Page: 3 of 71



https://myfss.us.af.mil/USAFCommunity/s/view-file?id=06983000001Rr1IAAS
https://myfss.us.af.mil/USAFCommunity/s/view-file?id=06983000001SSeJAAW
https://myfss.us.af.mil/USAFCommunity/s/view-file?id=06983000001S669AAC
https://myfss.us.af.mil/USAFCommunity/s/knowledge-detail?pid=kA0t0000000LHTOCA4
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Tab 1: myFSS Platform

1. Navigate to https://myfss.us.af.mil using Microsoft Edge or Google Chrome and select
CAC Login.

U.S.AIR FORCE SPACE FORCE

CAC Login

non-CAC Login
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https://myfss.us.af.mil/USAFCommunity/s/
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3. Choose your certificate and select OK.

Select a certificate for authentication

Site af.mtls.okta.mil:443 needs your credentials:

user certificate.

Back to sign in

4. Enter your PIN in the pop-up window and select OK.

Connecting to G}

\¢ U.S. Air Foree

Windows Security

Smart Card

Please enter your PIN.

Bl

Click here for more information

Powered by Okta Privacy Policy

Note: If the “Certificate validation failed” notice displays, exit out of any/all open browser
tabs and re-attempt. If persists, clear the Browser’'s Cache, then re-attempt.
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5. From the DoD Notice and Consent page, select | Agree - Continue.

x;l, U.S. AIRFORCE A SPACE FORCE
myFSS

DoD Notice and Consent

You ar ing & U.S. Government (USG) Information System (IS) that is provided for USG-Authorized use anly. By using this IS (

cludes any device attached to this 1S), you cansent to the following

Privacy and Security Notice

6. Following a successful login to the Airman Community Landing Page, a welcome greeting
is displayed.

\;;;j U.S. AIR FORCE Asﬂck‘&b’é‘cs | wledge Art o, My Apps v  Helpful Links v a2 £

7. Select My Apps to view all applications you have access to or scroll down to the
AVAILABLE NOW section.

L 2
\"/ U.S. AIR FORCE As&ic"{raﬁcs Search Knowledge Articles O, My Apps v Helpfullinks v = A
3

[AFSVC Console

IAgile Accelerator

Chatter

myEval Administration

myFitness Administration

myDecs Administration

Roles Management

Service Agent Console

Note: For issues accessing the myFSS platform, please contact your local CSS or MPF
for assistance.
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Tab 2: myDecs Reimagined Process Overview

myDecs Reimagined is the Department of the Air Force application to initiate, submit, review,
and approve nominations for Military Decorations and Service/Campaign/Expeditionary
Medals/Ribbons. This guide provides procedures for all Department of the Air Force units and
personnel at all levels.

The Department of the Air Force Awards Program is designed to recognize sustained and
superior performance demonstrated by individuals. Commanders use decorations, campaign,
expeditionary, and service awards to recognize meritorious and/or outstanding service; as well
as excellence above and beyond assigned duties.
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Tab 3: Nominator — Any Department of Air Force Member

1. On the myFSS Landing Page, scroll down to the AVAILABLE NOW area and select the
myDecs Reimagined Tile.

AVAILABLE NOW

LEARN MORE ABOUT... AGILE ACCELERATOR CHATTER myBodyComp
Self-s: 9 s

Body Composition Assessments.

Management 'myPROMOTION

Saif-service sccessto promotions

2. Your myDecs Reimagined Dashboard is displayed.

N vammvoncs A o e

Ready For Action @

In-Coordination @
No ltems In Coerdination
There are

Recently Completed @

3. Any DAF member can nominate another service member. To begin the process, select the
Nominate button.

AskAQuastion T v
Q ..............
Ready For Action @

=SS =] |
‘

Note: IAW governing policy, only DAF personnel can create nominations.
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4. Choose Nominate Member or Self-Nomination (Self-nominate is limited to only
Service/Campaign/Expeditionary Medals/Ribbons).

Nomination:
O Nom at

>
Nominee Information

BEGIN NOMINATION BY SELECTING THE NOMINEE'S BRANCH AND FILLING OUT THE SECTION BELOW.

0 O ©

Select Next Actlon: Nominate Member or Self Nominate
© Nominate Member

Q) Self Nominate

Branch of Service

[~ -]

Middie Initlal
: N

Rank

Branch of Service

P
Date Arrived Station
o) Report o aer Tan

v e

Projected Departure
Date (PDD)

(Choose the appropriate decoratlon type: @ o 5

5. Choose Branch of Service.

Note: This section will cover nominating a member of the Department of the Air Force.
Refer to Tab 5 when nominating a member of another Branch of Service.

e —

BEGIN NOMINATION BY SELECTING THE NOMINEE'S BRANCH AND FILLING DUT THE SECTION BELOW. O Need Help?

Nomination:
o

Select Naxt Action: Nominate Member ar Self Nominate

O Nominats

D) Self N

Branch of Service

© 0 o

" Instaliation |
Date Arrived Station &
(Das) Repart No Later Than [ EH

[ |
Autogave KGOS 306 6m [ ‘Back to Dashboard “ Proviaw JE]\_ Cancal H Expand All H Tollapse All “ = Comment
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6. For U.S. Air Force and U.S. Space Force Nominees, choose Search for Nominee.

Search for a Member by DoD ID#, entire Last Name, entire First Name, and/or Email Address:

Search for Nominee

-

7. A Nomination Information window appears; search for member using their Rank, Last
Name, First Name, and/or Email.

~ Nominee Information

Search for an individual by entire Last Name, entire First Name, and/or Emall Address.

Last Name

ORl

8. Select the Search button.

+ MNominee Information

Search for an individual by entire Last Name, entir First Name, and/or Email Address.
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9. Locate the member to nominate, click Select.

~ Nominee Information

Search for an Individual b entire Last Name. entire First Mame, and/or Emall Address.

IRGANIZATION

0000 AF PERSONNEL CTR FIELD OPERATIN.

10. Confirm selected member, select Next.

~ Noeminee Information
Search for an individusl by entire Last Mame, entire First Mame, and/or Email Address

Ak Lant harne

Selected Member

Select Different Membe:

11. Pre-populated data from Military Personnel Data System (MILPDS) is displayed. Ensure the
information is correct and data included on the decoration is formatted correctly. Input
information into other required fields.

Nomination:

0 0 0 O

i 0000 AF PERSONNEL TR FIELD OPERATIN
Branchof Service | & Force
Installation [
Dats Arrived Station
o [ ® |,
eport No Later Than [ m
Date (RNLTD) L ‘

Choose the appropriats decoration type: @ [=

— s

Last Modified: 25 JAN 2024
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12. Select Decoration Type from the drop-down menu.

Chaose the appropriate decoration type: @ . v

| Back to nashboara Preview H save || Cancel Expand All H Collapse All | | = Camment 1‘ Route for Review Submit for Approval

13. Select Condition from the drop-down menu.

Projected Departure
(=)
Date (PDD) @ |
Choose the appropriate decoration type: @ fedal w
O Need
Condition R v Start Date ‘ .
fr—— 1
s
Davices Neli— End Date ‘
Unit Gender ‘ F w
Unit Mailing Address Parhtiadst Clidivga of ASSanmint (FCAI Oak Leaf Cluster ‘
Email rma ;.

Certificate Citation

Approval Authority

Last Modified: 25 JAN 2024
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14. Enter the start and end dates by clicking the calendar icon in the associated Start Date and
End Date fields.

crmforcemil/USAFCommunity lecs-reimagined-one-pagerTid=adi3RODDMIOTESSUAE a mh = o]
J Day
)
Date (PDD) a |
Choose the appropriate decoration type: @ Meritorious Service Madal (MSM) -
; - ¢ o
Condition Achievernent w Start Date -
I
— € »
Devices » End Date
. r 1
Unit Gender
SRR IREE
Unit Mailing Address Oak Leaf Cluster 10 11 12 13 14 15 1€
18 19 20 1
Email
L 26 2 J
31
-

Certificate Citation

Approval Authority

Supporting Documents

Finished Example:

Start Date 11042024 &l

End Date

[=5]
=]
=
I-d

I

Gender E wr

QOak Leaf Cluster

(=]
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15. Select Devices from the drop-down menu.

HOW IT SHOULD BE

Choose the appropriate decoration type: @& | Meritorious Service Medal (MSM) v

& Need K
Cendition Achievermnent | Start Date —
Davicas b End Date 12/4/2023

" mbat
Unit Gender w
Bt
Unit Mailing Address Oak Leaf Cluster
Email
Dy tion Hist
P,

Certificate Citation

Approval Autherity

Suppoerting Documents

16. View the nominee’s decoration history by selecting View Decoration History.

Choose the appropriate decoration type: @

Condition | Achisverment

| Gender | F

| ok Leat Cluster |

noe.crmforce.mil /USAFCommunity/s/mydecs-reimagined-one-pagerTid=a4|3 RO

| Mt S Medal (MSM]
Start Date |_4..-‘ 23
End Date | 2472023
v

¢ o s DK

o Need

17. When you are finished viewing the Decoration History, select Finish.

Decoration History

Showing 1of 1tem

s | Start Date

Last Modified: 25 JAN 2024
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18. The Certificate Citation section can be expanded or collapsed by selecting the plus or
minus icons in the blue tab bars, select the pencil icon to edit citation.

Certificate Citation

Decoration Narrative

would like to appear in the (Proposed Narrative Section). The text entered cannot exceed 1,350 characters in length to include spaces. The "Recommended Opening/Closing Sentences
will pepulate automatically.

MSG John Smith distinguished herself in the performance of outstanding service to the United States as AIR TRAFFIC CONTROL OR (while assigned to the (office)) from1 January 20241
January 2024te1 January 2024 . (PLEASE ENTER NARRATIVE HERE) The singularly distinctive accomplishments of MSG Smith reflect great credit upon herself and the Air Force. ﬁh

N

19. Edit the Decoration Narrative.

Certificate Citation =

Oecoration M

populat

uld like to appear in the (Proposed Narrative Section). The text entered cannot exceed 1,350 characters in length to include spaces. The "Recommended Opening/Closing Sentences will
matically.

MSG John Smith distinguished herself in the performance of ou:s:andm? service to the United States as AIR TRAFFIC CONTROL OR (while assigned to the (office)) from January 20241 January 2024to1 January 2024 . (PLEASE
ENTER NARRATIVE HERE) The singularly distinctive accomplishments of MSG Smith reflect great credit upon herself and the Air Force)

Note: Text cannot exceed 1,350 characters and format cannot be modified.

20. Scroll down to the Approval Authority section and select Search Approval Authority.

Search for Approval Autharity
b Lo

Last Modified: 25 JAN 2024
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21. Enter Rank, Last Name, First Name, and/or Email of the authorized DAF Approval
Authority authorized to sign the evaluation.

+ Approval Authority Selection

Note: This must be an approval authority authorized in DAFI 36-2803. Decorations differ
from evaluations. If the approving official is not a Department of the Air Force member,
they are NOT an approval authority.

If you need help with determining the Approval Authority, please click the Need Help?
button on the side of the screen and refer to DAFI 36-2803.

22. Select Search.

+ Approval Authority Selection

Search for an Individual by entire Last Name, entire First Name, and/or Email Address

Search

Last Modified: 25 JAN 2024
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23. Select the Approval Authority in Accordance With (IAW) DAFI 36-2803.

~ Approval Authority Selection

Search for an Individusl by entire Last Name. entire First Name, and/or Emall Address

SELECT PERSOMNEL RANK ORGANIZATION EMAIL

24. Select Next.

~ Approval Authority Selection

Search for an Individual by entire Last Mame. entire First Name, and/or Emall Address.

SELECT

0000 AF PERSONNEL

25. The authorized Department of the Air Force Approval Authorities information should be
pre-populated from MILPDS. However, if any information is wrong or needs to be corrected,
all fields can be edited.

@Ni

Last Modified: 25 JAN 2024
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26. Scroll down to the Supporting Documents tab.

Local policy may dictate required supporting documents.

& Uplcad Files  Or drop files

27. Select the Upload Files or drag-and-drop to upload supporting documents.

Ls licy may dictate required supporting
& Uplcad Files  Or drop files
[ 10m0mws  ~ |

Note: Include supporting documents IAW local policy — contact you CSS for guidance.

28. Options: Route for Review or Submit for Approval. Select Route for Review (Option to
send to another member for review) or Submit for Approval (Option for immediate routing
to Approval Authority — go to Step 36).

29. Route for Review; a myDecs Reimagined Routing Flow window appears.

myDecs Reimagined Routing Flow
Please search and select a member to routs the nomination to. You may add notes to the next person
Search for anindlvidual by entire Last Name, entire First Name, and/or Emall Address,

pok Harms

Search

You must en{"}n Jeast one search term
ot

Last Modified: 25 JAN 2024
Page: 18 of 71




TALENT MANAGEMENT DIGITAL TRANSFORMATION HOW IT SHOULD BE

30. Search for the member to route the nomination to by entering their Rank, Last Name, First
Name, and/or Email.

myDecs Reimagined Routing Flow

Please search and select a member to route the nomination to. You may 3

Search

ntire Last Name, entire First Name. and/or Emall Address

st Name Fiest Name

Search

You must en@mem one search term
totes

31. Select Search.

myDecs Reimagined Routing Flow

o selech aimemiber b roube the nomination b, You fray o

lat beast ome search term.

32. Select the member by selecting Select.

myDecs Reimagined Routing Flow

Rockinbers

PERSONNEL RANK ORGANIZATION  EMAL

Last Modified: 25 JAN 2024
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33. Enter Notes for the member you are routing the nomination.

myDecs Reimagined Routing Flow

Please search and select 2 member to route the nomination to. You may add notes to the next person.
Search for an individual by entire L: tire First Name, and/or Email Address.

Rank Last Name First Name Email

Selected Member:

Select Different Member

Highly recommended for MSM consideration, please review| l

34. Select Next.

myDecs Reimagined Routing Flow

Please search and select a member to route the nomination to. You may add notes to the next person.

Search for an individual by entire Last Name, entire First Name, and/or Email Address.

Rank Last Name First Name Email

Selected Member:

Select Different Member

Highly recommended for MSM consideration, please review] l

=

35. A confirmation window will display if your nomination has been routed successfully. Select
Finish to return to the Decoration application.

myDecs Reimagined Routing Flow

Thank you! Yeur nomination has heen routad o

36. To submit the nomination for approval, select Submit for Approval.

Back to Dashboard || Praview save |m Expand all H callapse all || = Enmm«nl Routa for Review | Submit far Appraval

Last Modified: 25 JAN 2024
Page: 20 of 71




TALENT MANAGEMENT DIGITAL TRANSFORMATION HOW IT SHOULD BE

37. If the myDecs Reimagined Submit for Approval Flow window is displayed, review the
required field lists and select Finish. Then, go back to your nomination form and make sure
all required fields identified in the myDecs Reimagined Submit for Approval Flow window
are filled out then re-attempt.

myDecs Reimagined Submit for Approval Flow

38. A drop-down box is displayed. Select Yes or No. Selecting No returns to the application
screen. Select Yes.

myDecs Reimagined Submit for Approval Flow

39. The myDecs Reimagined Submit for Approval Flow window will appear, select Next.

Cancel

40. A window will appear that says you successfully submitted your application. Select Finish.

myDecs Reimagined Submit for Approval Flow

Would you like to submit the nemination for approval?

[

myDecs Reimagined Submit for Approval Flow

Wou heve successhully submiltted the nomination for aparoval Please closs the pag-up.

Last Modified: 25 JAN 2024
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Tab 4: Self-Nomination

Note: Self-Nominate functionality is intentionally limited and does not include Department
of the Air Force Military Decorations (Achievement, Commendation, etc.) IAW governing
policy. The Combat Readiness Medal (CRM) and Military Outstanding Volunteer Service
Medal (MOVSM) are currently available with more awards to be added in future releases.

1. On the myFSS Landing Page, scroll down and select the myDecs Reimagined Tile.

AVAILABLE NOW

LEARN MORE ABOUT... AGILE ACCELERATOR CHATTER myEVAL mySERVICES myEDUCATION myBodyComp
Selr- ledge. n Evaluation System muni s
Body C Asses:

myRetirement Civilian Benefits & CIVILIAN RegAF Aviati Bonus 'myPROMOTION
" Retirament /& ) CLASSIFICATION ;

Saif-service sccessto promotions

Review classification requirements

Eivilian Talent AFR Aviation Bonus
UnyiGpent Apolyfor AP Avation Bors

-

2. Your myDecs Reimagined Dashboard is displayed.

N7 us amronce i isice MyApps v Holptulnis v AscAQueston @ v

Ready For Action @

Recently Completed @

@ NoemsRecenty ompetea
There arec centy compieted ttems

3. Select the Nominate button.

Welcome, | II IH’ REPODRT
Ready For My Signature @
o, ‘ Reset
Last Name & First Name Middle Initial Rank Organization Decoration Type Type Record 1D

Last Modified: 25 JAN 2024
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4. Select Self Nominate.

HOW IT SHOULD BE

Nomination:

O  Nominee Information >
O Certificate Citation

O  Approval Authority

O Supporting Documents

Nominee Information

BEGIN NOMINATION BY SELECTING THE NOMINEE'S BRANCH AND FILLING OUT THE SECTION BELOW.

Select Next Action: Nominate Member or Self Nominate

() Nominate Member

O Self Nominate

A\

| Service Component |RE5LL,{H |

First Name | Johr
Last Name Smith I Date of
(Dos)
Middle Initial | R |
Duty Title
Rank [msc v
Organization
Branch of Service Alf Faite |

Installation

Date Arrived Station
(DAS)

2] | Report No Later Than
Date (RNLTD)

Dep
Date (PDD) |

| 813112024 |
| ACADEMY MILITARY TRAINING NCO |
| USAF ACAD PREP SOUADRON |
| |

Choose the appropriate decoration type: @ ‘ o

5. Your information is auto populated. Make any necessary edits.

Nomination:

O Nominee Information >
o Certificate Citation

O Approval Authority

[o] Supporting Documents

Nominee Information

BEGIN NOMINATION BY SELECTING THE NOMINEE'S BRANCH AND FILLING OUT THE SECTION BELOW.

Select Next Action: Nominate Member or Self Nominate

O Nominate Member

R

O Self Nominate

First Name John ‘ Service Component ‘ REGULAR ‘
Last Name Smith Date of ‘ pym— ‘
2024

(Dos)
Middle Initial R

Duty Title ACADEMY MILITARY TRAINING NCO ‘
Rank ‘ MSG v

Organization ‘ USAF ACAD PREP SOUADRON ‘
Branch of Service Air Force

Installation ‘ ‘
Date Arrived Station &
(DAS) . ‘ Report No Later Than P

&

Date (RNLTD) ‘

Projected Departure
|

Date (PDD)

Choose the appropriate decoration type: @ | R

Last Modified: 25 JAN 2024
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6. Select Decoration Type from the drop-down list.

BEGIN NOMINATION BY SELECTING THE NOMINEE'S BRANCH AND FILLING OUT THE SECTION BELOW.

Select Next Action: Member or Self

() Nominate Member

©Q Self Nominate

First Name Joh: ‘ Serice Component | REGULAR |
Last Name Smidh ‘ Datq of Sep

i Y | 8/31/2024 |
Middle Initial | R ‘

Duty Title | ACADEMY MILITARY TRAINING NCO |
Rank | MSG v ‘

Organization | USAF ACAD PREP SOUADRON |
Branch of Service | Air Force ‘

Installation | |
Date Arrived Station

| 12/1/2028 ‘

(DAS) Report No Later Than

Date (RNLTD)

/2024 |

Projected Departure
Date (PDD)

Choose the appropriate decoration type: @ - E v

Combat Readiness Medal (CRM)

Military Outstanding Volunteer Service Medal (MOVSM)
[ Back to Dashboard H Preview H View Coordinati I Route for Review m

| 1/26/2024 ‘

a
T
=

7. View the decoration history by selecting View Decoration History.

Nominee Information

BEGIN NOMINATION BY SELECTING THE NOMINEE'S BRANCH AND FILLING OUT THE SECTION BELOW.
& Nee

Select Next Action: Nominate Member or Self Nominate

(© Nominate Member

O Self Nominate

Chaose the apprapriate decoration type: @ | Military Outstanding Volunteer Service Medal (MOVSM) ~
First Name ‘ John | Start Date ‘ 11112023 ‘
Middle Tnitial ‘ R | End Date 2024 ‘
Last Name Smith | Duty Title ‘ ACADEMY MILITARY TRAINING NCO ‘
Branch of Service ‘ Air Force | Gender ‘ M v ‘
Rank ‘ MSG ~ | Location ‘ Paradise, TX ‘

Service Component ‘ REGULAR Service Star ‘ ‘

Unit

55th Example Unit |

Unit Maiing Address | 1254 suncer aiva |

Email ‘ john.smith.example@us.af.mil | I}

View Decoration Histary

Last Modified: 25 JAN 2024
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8. When you are finished viewing the Decoration History, select Finish.

Certificate Citation

listinguished herself In the performance of outstanding service to the United States as MANAGER, DAF RECOGNITIONS OR (while assigned to the {office)l from
2023-08-08 to 202312 e |

9. Scroll down to the Approval Authority section and select Search for Approval Authority.

II Search fcl-r“.r.|:-p':-.a Author t_.’JI

Note: If you need help with determining who your Approval Authority is, click the Need
Help? button on the side of the screen for additional references.

10. Enter Rank, Last Name, First Name, and/or Email of the Approval Authority, the
Department of the Air Force official authorized to approve the award IAW DAFI 36-2803.

+ Approval Authority Selection

11. Select Search.
~ Approval Authority Selection
Search for an Individusl by entire Last Name, entire First Name, and/or Email Address.
_— Last Name First Name Emall
2] 1
Search

Last Modified: 25 JAN 2024
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12. Select the Approval Authority.

HOW IT SHOULD BE

~ Approval Authority Selection

Search for an Individusl by entire Last Name. entire First Name, and/or Emall Address

K Last Nar N En
LTC
Select from fol m Pe
LE PERSONNE! RAMNK ORGAMIZATION MAIL
R CONTROL WING 0000
0000 AF PERSONNEL CTR FIELD OPERATIN
~ Approval Authority Selection
Search for an Individus| by entire Last Name. entire First Name, and/or Emall Address.
. Last Nawr N Ema
LTe
Select from following m Pe
LE PERSONNE] RANK ORGANIZATION MaL
IR CONTROL WING 0000
Selart 0000 AF PERSONNEL CTR FIELD OPERATIN...

14. The Approval Authority information should be pre-populated from MILPDS.

@Ni
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15. Scroll down to the Supporting Documents tab.

Local policy may dictate required supporting documents.

16. Select the Upload Files button to upload any supporting documents.

Note: Local policy dictates the required supporting documents that are necessary -
contact your CSS for more information.

Local policy may dictate required supporting documents.

17. Options: Route for Review or Submit for Approval. Select Route for Review or Submit
for Approval.

18. If Route for Review, a myDecs Reimagined Routing Flow window will appear.

myDecs Reimagined Routing Flow

Plaase search and selact 3 membar 1o route the momination o, You may add notas to the nest person.

Search for anindividusl by entire Last Mame, entlre First Mame, and/or Emall Address.

Search

You must m{'}.x Jaast one search term
e

Last Modified: 25 JAN 2024
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19. Search for the member you would like to route the nomination to by filling out their Rank,
Last Name, First Name, and/or Email.

myDecs Reimagined Routing Flow

Please search and select a memiber to route the nomination 0. You may add notes to the next person.

ntire Last Name, entire First Name. and/or Emall Address

a5t Name First Name

Search

You must en@mem one search term.
totes

20. Select Search.

myDecs Reimagined Routing Flow

Please search and select amember to route the nomination ta. You may ad

Last Name, entire First Name, and/or Eme

Clear
o INUSE en least one search term.
tote

21. Select the member you wish to route the nomination.

* Nominee Information

Search for an Individual by

ORGANIZATION

0000 AF PERSONNEL CTR FIELD OPERATIN.
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22. Enter any notes for the member you are routing the nomination to, fill out the Notes section,
then select Next.

myDecs Reimagined Routing Flow

Please search and select a member to route the nomination to. You may add notes to the next person.
Checkwith your local HR Technician for verification

Search for anindividual by entire Last Name, entire First Name, and/or Email Address.

Rank LastName First Name Email

cms

Selected Member:

Select Different Member
LC I |

Next

Cancel

23. Confirmation screen if your nomination has been routed successfully, select Finish.

myDecs Reimagined Reuting Flow

Thank you! Your nomination has been routed o

24. To submit the nomination for approval, select Submit for Approval.

Back to Dashboard | Praview save |m Expand All H collapss all || = :n...m.ml Routs for Raview || submit for Appraval

25. If the myDecs Reimagined Submit for Approval Flow window displays, review the
required field lists and select Finish. Then, go back to your nomination form and make sure
all required fields identified below are filled out. Once errors are fixed, re-attempt.

myDecs Reimagined Submit for Approval Flow

Please fill out required fields In the Mominatien Section:

26. A drop-down box will appear asking if you would like to submit the nomination for approval.
Select Yes or No. If you select No, you will be returned to the application screen. Select
Yes.

Last Modified: 25 JAN 2024
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myDecs Reimagined Submit for Approval Flow

Ak R b it o sl
I None I
—Nane-—

27. Select Next.

myDecs Reimagined Submit for Approval Flow

None

28. A window will appear on the screen that says you have successfully submitted your
application, select Finish.

myDecs Reimagined Submit for Approval Flow
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Tab 5: Submitting Requests for Members of Another
Service

1. On the myFSS Landing Page, scroll down and select the myDecs Reimagined Tile.

AVAILABLE NOW

LEARN MORE AB AGILE ACCELERATOR CHATTER myEVAL myBodyComp
e ne Evaluation System
Body Car ats

myRetirement Civilian Benefits & and CIVILIAN RegAF Aviation Bonus ) ‘ear Management myPROMOTION
tire) ) ASSIFICATION - i 3

sl promotions

2. Your myDecs Reimagined Dashboard is displayed.

N7 us amronce i isice MyApps v Holptulnis v AscAQueston @ v

Ready For Action @

In-Coordination @

No Items In Coordination

There are

Recently Completed @

3. Any Department of the Air Force employee can nominate another member for a Decoration.
To do so, select the Nominate button.

N7 vs amsonce f\siciicic MyAsps v etk v AscAQueston 8 v

Ready For Action @
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4. You can choose to either nominate another member or self-nominate. For this section, we
will walk you through how to nominate a service member outside of the Department of the
Air Force for a Decoration. Select Nominate Member.

MNominee Information

. . BEGIN NDMINATION BY SELECTING THE NOMINEE'S ERANCH AND FILLING OUT THE SECTION BELOW.
Nomination:
Select Next Action: Nominate Member or Self Nominate
t
® : y ) Salf Momina te
. Branch of Service
] -
(]
O Supperting Documents
First Name | | Service Component |.=E[;L:.-':‘ |
Last Name | | Date of Separation [___'____ - El
(Dos) ki J
Middle Initial |
Duty Title [ semorenLisTED LEaDER |
Rank MSG - |
Organization | D016 AIR FORCE AIR FORCE DOAP |
Branch of Service I; Force
Installation | Test |
Dane Arrived Station I T a -|
(Das) ik Repart No Later Than [———— =
Date (RNLTD) | bnsbimin |
'} Do Srm—
Dats (POD) [rwsvaezs CH
Choosa the i ion rune: (@ [t anet snaee aenie t Mesial ASAMY se
Back to Dashboard | Preview | Save Cancel Expand All | Collapse Al

5. Select which Branch of Service the member you are placing a nomination for belongs to
from the drop-down menu.

e =) I

BEGIN NOMINATION BY SELECTING THE NOMINEE'S BRANCH AND FILLING DUT THE SECTION BELOW. © Neod Help? |

Salect Next Action: Nominate Member or Seif Nominate

Nomination:

o ¥ © Nominats Member
Q. © Self Nominate

o A Branch of Service

o ~

SRR

Date of Separation i
{pos)

Duty Title |
Organization [

Installation [
Date Arrived Station B
(DAs) Report No Later Than [—E]

Branch of Service

. @1
Ao sgved 2/ F0Z8 3:05 pm ’ I-lun-n-——i“ Proview ‘E“ Cancal H Expand All H Collapss All “ E n—-ul m
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© Nominate Member
O Self Nominate

Branch of Service

== #]

Select Next Action: Nominate Member or Self Nominate

First Name | | Servics Companent | REOULAR |
Last N "Date of
ast Name | ate of T
212024

{Dos) | Bvawaey E_|
Middia Initial |

Duty Title | |
Rank [ msc v

Organization |
Branch of Service [

Installation | |
Dite Arrived Station &
(DAS) l | Report No Later Than =

Date (RNLTD) I |

Departura

Date (POD) |

Choass the approprists decoration typs: @

M |

HOW IT SHOULD BE

6. Because the member you are placing a nomination for is not a member of the Department of
the Air Force, you will need to manually type in their information into the editable fields.

Nominee Information =

BEGIN NOMINATION BY SELECTING THE NOMINEE'S BRANCH AND FILLING OUT THE SECTION BELOW.

@ Nood Holp?

7. Select the appropriate decoration type from the drop-down options.

[ Back to Dashboard “ Praview “ save “ cancel “ Expand All Hi!ﬂ_-lll “;n—-nl P ———

Back to Dashboard || Preview H save || cancel Expand All H collspse All || = [:ummuu‘ Route for Review submit for Appraval
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8. Select the condition based on the options in the dropdown.

Dep.
Date (PDD) | |
Choose the appropriate decoration type: @ | Meritorious Service Medal (MSM w
O Noed
Condition R v Start Date ‘ i
fr——|
s
Davices il End Date ‘
Unit Gender ‘ F w
Unit Mailing Address Ptk CXdgs o ASANTARLIPCA) Oak Leaf Cluster [
Email Ll )

Approval Authority

9. Select the start and end date by selecting the calendar icon for the associated Start Date
and End Date fields.

crmforce.mil/ LS mmnity jecs-reimagined-one-pagerTid=adi3RODOMI0TESSUAE G m &= D
o
J ¥
)
Date (PDD) @ |
Choose the appropriate decoration typa: @ | Meritorious Service Madal (MSA) w
: o (-]
Candition Achigvemant v | startDate g
I
Fi E: — < >
Devices - End Date
r 4 1
Unit Gender
SRR [EEE
Unit Mailing Address Oak Leaf Cluster 10 11 12 13 14 15 1f
17 18 1 | 1
Email
24 5 26 J
31

Certificate Citation

Approval Authority

Supporting Documents
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TALENT MANAGEMENT DIGITAL TRANSFORMATION HOW IT SHOULD BE

10. Select the devices from the drop-down menu shown below.

Choose the appropriate decoration type: @& Meritorious Service Medal (MSM) v
© Nead b
Condition Achievement v | StartDate B/8/2023 sl
Devices i v End Date 120412023
. mitsat
Unit Gender F 4
amote
Unit Mailing Address Oak Leaf Cluster
Valo
Email
View Decoration Histo
J

Certificate Citation

Approval Authority

orting Documents

11. The Certificate Citation section can be expanded by selecting the plus or minus icons in
the tab bar, select the pencil icon to edit.

Certificate Citation

"2 to appear in the (Proposed Narrative on). The text entered cannot exceed 1,350 characters in length to include s. The "Recommended Opening/Closing Ser

ill pop! utomatically.
MSG John Smith distinguished herself in the performance of outstanding service to the United States as AIR TRAFFIC CONTROL OR(while assigned to the (office)) from1January 20241
January 2024to1 January 2024 . (PLEASE ENTER NARRATIVE HERE) The singularly distinctive accomplishments of MSG Smith reflect great credit upon herself and the Air Force. & T

12. Edit the Decoration Narrative.

Note: The entered text cannot exceed 1,350 characters and formatting is locked.

Certificate Citation =

Decoration

Enter the uld like to appear in the (Proposed Narrative Section). The text entered cannot exceed 1,350 characters in length to include spaces. The "Recommended Opening/Closing Sentences will

populate automatically.

MSG John Smith distinguished herself in the performance of ou:s'.andm? service to the United States as AIR TRAFFIC CONTROL OR (while assigned to the (office)) from1 January 20241 January 202401 January 2024
(PLEASE ENTER NARRATIVE HERE) The singularly distinctive accomplishments of MSG Smith reflect great credit upon herself and the Air Force

Last Modified: 25 JAN 2024
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TALENT MANAGEMENT DIGITAL TRANSFORMATION

13. Scroll down to the Approval Authority section and select Search for Approval Authority

Search for Approval Autharity

Type in the name Rank, Last Name, First Name, and/or Email of the Department of the

14.
Air Force Approval Authority authorized to sign IAW governing policy.

Note: If you need help with determining who your Approval Authority is, please click the
Need Help? button on the side of the screen for additional references.

v Approval Authoritv Sslaction
First Name, and/or Email Address.
Email

Search for an Incividus) by entire Last Name. entire

15. Select Search.

+ Approval Authority Selection

Last Modified: 25 JAN 2024
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16. Select the correct Approval Authority.

HOW IT SHOULD BE

~ Approval Authority Selection

Search for an Individusl by entire Last Name. entire First Name, and/or Emall Address

K Last Nar N En
LTC
Select from fol m Pe
LE PERSONNE! RAMNK ORGAMIZATION MAIL
R CONTROL WING 0000
0000 AF PERSONNEL CTR FIELD OPERATIN
~ Approval Authority Selection
Search for an Individus| by entire Last Name. entire First Name, and/or Emall Address.
. Last Nawr N Ema
LTe
Select from following m Pe
LE PERSONNE] RANK ORGANIZATION MaL
IR CONTROL WING 0000
Selart 0000 AF PERSONNEL CTR FIELD OPERATIN...

18. The Approval Authority’s information will be pre-populated from MILPDS.

@Ni
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TALENT MANAGEMENT DIGITAL TRANSFORMATION HOW IT SHOULD BE

19. Scroll down to the Supporting Documents tab.

Local policy may dictate required supporting documents.

20. Select the Upload Files button or drag-and-drop to upload any supporting documents.

Ls licy may dictate required supporting

Or drop files

Note: Local policy dictates the required supporting documents that are necessary.

21. Once you are finished uploading all supporting documents, scroll to the bottom of the page.
You will see multiple options: Route for Review or Submit for Approval. Select Route for
Review or select Submit for Approval.

..... o vasnbonrd || praview || seve |m L TR | =oute tor mwview | submmi tor agprovat

22. If you selected Route for Review, a myDecs Reimagined Routing Flow screen will
appear.

myDecs Reimagined Routing Flow

Search

You must en{"}n least one search term
ot
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23. Search for the member you would like to route the nomination to by filling out their Rank,
Last Name, First Name, and/or Email.

myDecs Reimagined Routing Flow

Please search and select a member to route the noMmERStion to. You may add notes to the next person,

Last Name, ntire First Wams. and/or Emall Address

a5t Name First Name Emai

Search

You must en@mem one search term.
Notes

24. Once you are finished putting in their information, select Search.

myDecs Reimagined Routing Flow

Please search and select a member to route the nomination to. Yeu may 2

ame, entire First N

25. Select the person you wish to route the nomination to.

* Nominee Information

Search for an Individual by entire Last Name. entire First Mame. and or Emall Address.

Last Modified: 25 JAN 2024
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26. If you would like to enter any notes for the member you are routing the nomination to, fill out
the Notes section, then select Next.

myDecs Reimagined Routing Flow

Please search and select a member to route the nomination to. You may add notes to the next person.
Search for an individual by entire Last Name, entire First Name, and/or Email Address.
First Name Emai

Rank Last Name

Search Clear

Selected Member:

Select Different Member

I )

L

Cancel

27. A myDecs Reimagined Routing Flow window will appear on the screen that says you
have successfully submitted your application, select Finish.

myDecs Reimagined Routing Flow

TRaC Y0t YO TSRO NaE DA PTG 1

28. If you would like to submit the nomination for approval, select Submit for Approval.

L Uplosa Flez  Or drop fies

Back to Dashboard | Proview || Sava |m Expand all H callapse all || = cn...m.m| Routa for Review | Submit far Appraval

29. If you see the myDecs Reimagined Submit for Approval Flow window, review the
required fields list and select Finish. Then, go back to your nomination form and make sure
all required fields identified in the myDecs Reimagined Submit for Approval Flow window
below are filled out. Once errors are fixed, re-attempt.

myDecs Reimagined Submit for Approval Flow

Please fill out reguired fields in the Nominatien Section:

Last Modified: 25 JAN 2024
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30. A drop-down box asking if you would like to submit the nomination for approval will appear

on the screen. Select Yes or No. If you select No, you will be returned to the application
screen. Select Yes.

myDecs Reimagined Submit for Approval Flow

31. Select Next.

myDecs Reimagined Submit for Approval Flow

None

32. You will see a window that says you have successfully submitted your application, select
Finish.

myDecs Reimagined Submit for Approval Flow
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Tab 6: CSS/MPF

Note: This section is for the CSS/MPF Role. The Commander decides internal unit
routing to include if the CSS reviews nominations ahead of Commander approval. With
this role, CSS/MPF’s can pull HR Reports for visibility to help inform the command team
on the status and health of the unit decoration program.

1. Once you are logged in to myFSS, scroll down and select the myDecs Reimagined Tile.

AVAILABLE NOW

LEARN MORE ABOUT... AGILE ACCELERATOR CHATTER myEVAL myBodyComp
owledge n Evaluation System s
Body Composition Assessments.

'myPROMOTION

Saif-service sccessto promotions

CIVILIAN
CLASSIFICATION

Review classification requirements

AFR Aviation Bonus

Applyfor AFR AvigtionBonus

Last Name First Name Middle Initial Rank Type Record ID
> P-O001141647 -
Ready For Action @
‘ Last Name First Name Middle Initlal Grade Organization Decoratlon Type Start Date End Date Status ‘Owner Record ID

3. Select the HR Report button.

Ready For My Signature @

[Eiramre (]|

Last Name First Name Middle Initial Rank Organization Decoration Type Type Record ID
0000 AF PER —
% FIELD OPER: P-0001141647 Open
£ 0N

10rows v
Ready For Action @

[ ot ame st ame wiagienital_c__Grade Orgonization ¢ oecorationype ¢ startoate enaoote staus owner —
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4. The myDecs- HR Report dashboard will show on the screen.

N wsmmronce i, Wydpps v belpliks v Ak Queston 8 « O
myDecs - HR Report
I=—= = |
[1 | Nominee Name Rank Ur MPF, Installation Nominee Pas Code Decoration Condition ‘Stert Dete End Date Status = Aasigned To % Of Days Amlgned Dete Korminated. Nominetor MILPDS Status. ARMS-LC Status.

a —

o "

a e Test L 0

o 7 st 0

o o

a L Testur °

o - o

) Test U ?

a et o ora

5. To export the table, select the three linear dots on the right side of the screen.

N s amronce i i Wiy e v kAQusten 8 « O

myDecs - HR Report

00 | Normines N e Rank adgned st 1LPDS Status
wsG 1 -

e st o o

e o =

™ tun 0 oved

0 e

sll:eopoopooooan

|
:

6. Select Export Table Data.

\_:,/ux--mncs Am.wm - — Y Mydpps v Melphilink v AkAQuestion @ v 4 0
myDecs - HR Report

[1 | Nomines Name Rank unl.. MFF... Installaticn Mominee Pas Code Decorstion Conclition ©  Start Date End Date s Assigned OfDaysAmigned ©  DateNominated ©  Nominator MILPDS Status
o w6 FHL3EHDY ot
o| =3 AR wam b,
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7. Select Open File from your Downloads area.

ownloads

. myDecs - HR Report.csv
Open file

8. Save the file to an area of your choosing on your desktop.

9. Review the file.

Al i Nominee Name

4__A & S D E F G H 1 J K L M N (o] B Q R s

1 [Nominee JRank  unit/OrgarMPFID 1t Pas Code DecoratiorStart Date  EndDate  Status  #0fDays i Assigned To #0f Days Assigned  Date Nomi Nominatol MILPDS St ARMS-LC S Id

2 56 HH1ZFHDV Draft 2 2023-12-18T20:12:22.00040000  Approved adPBZ00D00OHPIB2AS
3 MSG RIOIFVPL Permanent  6/6/2023 12/18/2023 In Coordin 1 Approved a4PBZ000000HP3W2AS
a4 156 Test Unit Test Instal RIOSFVP) Permanent 12/18/2020 1/31/2024 Cancelled 0 Approved a4PBZ000000HPSM2AC
s | 156 Test Unit Test Instal RIOIFVP) Permanent 12/18/2020  1/31/2024 Cancelled 0 Approved a4PBZ000000HPST2AC
3 6 TestUnit Test Instal RIO9FVP Permanent 12/18/2020  1/31/2024 Cancelled 0 Approved a4PBZ000000HPSW2AC
7 6 TestUnit Test Instal RIO9FVP) Permanent 12/18/2020  1/31/2024 Cancelled 0 Approved a4PBZ000000HPE12AC
8 56 TestUnit Test Instal RIO9FVP) Permanen 12/18/2020  1/31/2024 Cancelled o Approved a4PBZ000000HP662AC
o TG Test Unit Test Instal RIOSFVP) Permanent 12/19/2020  1/31/2024 Cancelled 0 1 2023-12-19T: Approved a4PBZ000000HR622AC
10 TSG Test Unit Test Instal RIOIFVP) Permanent 12/19/2020 1/31/2024 Cancelled 0 Approved a4PBZ000000HP742AC
11| TSG Test Unit Test Instal RIOSFVP) Permanent 12/19/2020 1/31/2024 Cancelled 0 Approved a4PBZ000000HP792AC
12 MSG Test Unit Test Instal RIOIFVP) Heroism 12/1/2020  1/31/2024 Awaiting Signature Approved a4PBZ00D00OHP7E2AS
13 | MSG Test Unit Test Instal RIOSFVP) Heraism 12/1/2020  1/31/2024 Awaiting Signature Approved a4PBZ00D000HP7)2AS
14 | SMS Randolph ,RI2IFAGY Permanent 12/14/2020 12/13/2023 Awaiting S 0 Approved a4PBZ000000HPTT2AS
15 Ts6 AFPC/DPSTTC RANDOLPHRIOSFVPM Permanent 3/21/2022  1/8/2024 AwaitingS o Approved aaPBZ000000Hp7A2AC
16 Ts6 AFPC/DPSTTC RANDOLP}RIOSFVPM permanent 3/21/2022  1/8/2024 Awaiting s o Approved a4PBZ000000HpTi2AC
17| mAJ AFPC/DPS RANDOLPHRIOSFVPM Permanent 9/23/2021  3/1/2024 Completed Approved adPBZ000000HP7N2AC
18 | MAJ AFPC/DPS RANDOLPRIQIFVPM Permanen’ 9/23/2021  3/1/2024 Completed Approved a4PBZ000000HPS22AC
19| sms Randol ph (RIZIFAGY Permanen’ 12/14/2020 12/13/2023 Awaiting S 0 00040000 Approved a4PBZ00D000HPSM2AS
20| sMs Randolph RI2IFAGY Permanen’ 12/14/2020 12/13/2023 Awaiting S 0 1 2023-12-19T14:33:40.00040000  Approved adPBZ00D00OHPSR2AS
21| sms Randol ph RI2IFAGY Permanen 12/14/2020 12/12/2023 Awaiting S 0 1 2023-12-19T14:33:40.00040000  Approved a4PBZ00D000HPBW2AS
22|

10. You have now successfully pulled the HR Report.
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Tab 7: Approval Authorities- Select Department of
the Air Force Officials Only

1. Once you are logged in to myFSS, scroll down and select the myDecs Reimagined Tile.

AGILE ACCELERATOR myBodyComp
Body Cor ats

myRetirement Civilian Benefits & CIVILIAN RegAF Aviation Bonus ‘8er Management 'myPROMOTION
i CLASSIFICATION 5

AVAILABLE NOW

sl

2. You will be taken to your myDecs Reimagined Dashboard.

Q s =

Ready For My Signature @

Last Name First Name Middle Initial Rank Organization Decoration Type Type Record ID

P-O001141647 [[omen [v]

Ready For Action @

‘ Last Name First Name Middle Inltlal Grade. Organization Decoratlon Type Start Date End Date Status Owner Record ID

3. Scroll to the Ready for My Signature section to view waiting Nomination Requests (Ensure
you are the authorized Department of the Air Force approving authority for the specific
decoration).

N7 vsamronce \siciice MyAs v Hetullns v AkAQueston @ v
=
Ready For My Signature @
Last Name: First Name Midle Inital Rork. Organization Decoration Type Type Record ID
- poco11e1607 o=1~]
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HOW IT SHOULD BE

4. Go to the case you wish to review and select Open.

W —

Ready For My Signature @
Last Name: FirstName Middle Inftial Renk Organization Decoration Type Type Record ID
. . 0000 AF PERSONNEL CT Miltary Outstanding O .
> | eow sn » e IO S (o [F]

5. Review the nomination details.

Nominee Information

BEGIN NOMINATION BY SELECTING THE NOMINEE'S BRANCH AND FILLING OUT THE SECTION BELOW.

Select Next Actlon: Nominate Member or Seif Nominate
© Nominate Member

© self Nominate

Choose the appropriate decoration type: @ | Milltary Outstanding Volunteer Service Medal (MOVSM)

First Name ‘ ‘ Start Date =] ‘
Middle Initial ‘ K ‘ End Date B ‘
Last Name ‘ ‘ Duty Title |
Branch of Service AirForce ‘ Gender ‘ F v ‘
Rank [sa v | b [ sesaranooLerare |
Service Component REGULAR ‘ Service Star ‘ 1 ‘

Unit

AFPCIDPSTTC ‘

Unit Malling Address

S0CSTW ‘

Emall ‘ ‘

@ Nee

Rank

[mse v

Signature

Signature

Last Modified: 25 JAN 2024
Page: 46 of 71




TALENT MANAGEMENT DIGITAL TRANSFORMATION HOW IT SHOULD BE

7. Scroll down and review the Supporting Documents section.

Supporting Documents

PNG Supporting Docs 12/19/2023 10:05 am

PNG Supporting Docs 12/19/2023 10:05 am

9. After reviewing the nomination details, you can select whether to Approve, Disapprove, or
Route the nomination to another Approval Authority.
|

| I~

Supporting Documents -

Local policy may dictate req

PrG Supporting Docs 12/19/2023 10:05 am

>

[T ssek o samnaars || oeoio [ seve || asna s || commpnsn || = comment] | s || mossoene \@

10. If you Approve or Disapprove the nomination request, the request will go back to your
myDecs Reimagined Dashboard in the Recently Completed section.

Last Name First Name Rank Organization Decoration Type Start Date. End Date Status Approval Status ¢ Owner RecordID ¢
> 556 i 12/4/2023 12/5/2023 Completed Approved P-0001141713
SOUADRON 0000
> eMs e 12/31/2023 Completed Approved P-0001141700
SOUADRON 0000
0000 AF S . ;
> SkA O B CTR 1212072020 1/31/202 Completed Aporoved PCOCL141699
FIELD OPERATING
> TG oD e 12/19/2020 1/31/2024 Completed Approved P-0001141694
FIELD OPERATING
> oMs D005 SECLmI 12122023 12/30/2023 Completad Aporoved P00CL141691
SGUADRON 0000
> ska . 121112023 12/31/2028 Completed Approved P-000L141690
> ss6 oL 1212042020 1/31/2024 Completad Approved P0001161685
FIELD OPERATING
" 0000 AF SRS -
> £ O i 1211/2023 12/20/2023 Cancelied P-00C1161650
FIELD OPERATING
= 0000 AF sisisng i i
> 56 i M. 1211912020 173142024 Completad Approved POOCL141678
FIELD OPERATING
> SRA e 1212012020 1/30/2024 Completed Approved P-0001141677
FIELD OPERATING
S 0000 AF . s - " 5
> G O R CIR 1211912020 1/31/2024 Completed Approved PCOCL141676
FIELD OPERATING
> eMs e 121112023 12/31/2023 Completed Approved P-0001141675
SGUADRON 0000
> cMs e e 12/25/2023 12/31/2023 Completed Approved P-0001141672
SGUADRON 0000
> (=X 085 SeOLBITY 12/1/2023 12/31/2023 Completed Approved P-0001141669
G
Ll g 120192020 11200 Compite Aporcveg pooL:T6ee
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11. If you selected to Route the nomination to another approval authority, the myDecs
Reimagined Routing Flow screen will appear. Search for the member you would like to
route the nomination to by filling out their Rank, Last Name, First Name, and/or Email.

myDecs Reimagined Routing Flow

Search

You must em{'}mem one search term
Notes

12. Once you are finished putting in the member’s information, select Search.
myDecs Reimagined Routing Flow

13. If you would like to enter any notes for the member you are routing the nomination to, fill out
the Notes section.

myDecs Reimagined Routing Flow

Plaase saarch and selact a membsr to route the nomination to. You may 2

Search for an indlvidusl by antire Last Name, entlre First Mame, and/or Em;

ast Name First Mame

Youuerens ™ least one seacch term,
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TALENT MANAGEMENT DIGITAL TRANSFORMATION HOW IT SHOULD BE

14. Select the member of who you wish to route the nomination.

~ Nominee Information

| by entive Last Name. entire Flrst Name. and/or Emall Address.

15. Select Next.

» Nominee Information

16. You will see a window that says you have successfully routed your application, select
Finish.

myDecs Reimagined Routing Flow

Traric ot Vour AOmnacion has De4n FOUtHd 13

17. You have now successfully completed the Approval Authority Process.
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Tab 8: Amend and Revoke an Approved/Signed
Decoration

Note: Once the decoration is in the Recently Completed section, HR Technicians can
select whether they need to Amend or Revoke the decoration request.

1. Once you are logged in to myFSS, scroll down and select the myDecs Reimagined Tile.

AVAILABLE NOW

myBodyComp

CIVILIAN ) myPROMOTION
ASSIFICATION - E

sl promotions

2. You will be taken to your myDecs Reimagined Dashboard.

N7 us amronce i isice MyApps v Holptulnis v AscAQueston @ v
Ready For Action @
In-Coordination @
@ No Items. rdination
Recently Completed @
et
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ALENT MANAGEMENT DIGITAL TRANSFORMATION HOW IT SHOULD BE

3. Scroll down to the Recently Completed Section.

Recently Completed @ |

Last Name First Name Rank Organization Decoration Type Start Date End Date Status Approval Status G Owmer Record ID %

> Cancelied P-0001141608

Doon Moo 12/18/2020 1/31/2024 Cancelied P-0001141620

1/31/2024 Cancelied P-D0D1141s
MAJ 3/1/2024 Completed P-OOD1141627
MAJ 3/1/2024 P-00D1141645

P-00D1141648

12/19/2020

5/2022 3/15/2023

SRA 12/20/2020 Complatad P-0001141660
12/19/2020 P-00D1141661

MsG 12/19/2020 Complatad P-00D1141662

4. Identify the decoration nomination that you wish to Amend or Revoke.

Recently Completed @

Last Name First Name Rank Organization Decoration Type Start Date End Date Status Approval Status {  Owmer Record ID. %3

P-0001141608

Medaom 12/18/2020 1/31/2024 PLOOD1141620

6 12/19/2020 2024 P-0001161
as 0000 e o/ /202 2112026 Complefad [— |
FIELD OPERATING
A sl 9/23/2021 Completed App P-000L141655
FIELD OPERATING
e 12/19/2020 1/31/2026 Completed Approved P-000L141648
FIELD OPERATING
b Completed App P-000L141650
FIELD OP!
o 0000 AF s - CA =
SRA PERSOLNEL CTR 12/20/2020 Completed Approved P-0001141660
FIELD CPERATING
o Completed Disapproved P-DOD1141661
MsG e o 1/31/2024 Completed PO00L141662
Recently Completed @
Last Name First Name Rank Organization Decoration Type Start Date End Date Status ApprovalStatus §  Owner RecordD
> Cancalied P-000L141608
> 6 N Eimy, oabe 12/18/2020 1/31/2024 Cancalied P-0001141620
FIELD CPERATING
> by 1 1/31/2024 Cancelied P-000114162
FIELD O
> M ity Completed P-0001141
FIELD CPERATING
> Mas s e Completed P-0001141645
> 12/19/2020 Completed P-00011
> 556 3/15/2022 P-0001141650
> SRA 12/202020 P.00D1141660
> 6 12/13/2020 P-0001141661
> msG 12/19/2020 Completed ved P.00D1141662
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6. Select either Request Amend or Request Revoke.

Recently Completed ®

Last Name First Name Rank Organization Decoration Type Start Date. EndDate Status Approval Status G Owmer RecordD
P-0D01141608
000 AF s

PERSONNEL CTR 11202 P0001141620

FIELD OPERATING

EeRSGne e 113172024 Poo01142621

FIELD OPERATING

EERahne cre e T Completed Approved P-00D1141627

FELDOPERATING (M)

R - v orzaiz0z 311202 Completan approved ronor1e1e] Request amens

FIELDOPERATING (M)

PeRSGNEL TR Complctea spprovea pocottaze] reau

FIELD OPERATING

e 3/15/2023 Completed Approved PO0011416{ Printfor Presentation

FIELD OPERATING

0000 £F e

PERSONNEL CTR P-0001141660

FIELD OPERATING

PR ORNELCTR 1/31/2026 Complsted Disapprove: P-D0D114166L

FIELD OPERATING

FARERERE Approved P0001141662

7. If you select Request Amend, you will be taken to the original application. If you select
Request Revoke, skip to Step 29.

Nominee Information

BEGIN NOMINATION BY SELECTING THE NOMINEE'S BRANCH AND FILLING DUT THE SECTION BELOW.

Select Next Actlon: Nominate Member or Self Nominate
Nominate Membar
Branch of Service

US. Alr Force

0s) =]
Duty Title
Rank
Organlzation 0000 AF PERSONNEL CTR FIELD Of
BranchofService ¢ Force
Installation RANDOLPH AFE

Date Arrived Station

(DaS) /23/20:

B geport o Later Than

Date (RNLTD)
Projected Departure
Date (PDD) a8
Choose the appropriate decoration type: @ Merltorious Service Medal (MSM)
Conditien Permanent Changs of Statlon (PCS) ~ | StartDate @ |
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8. Update what you intend to amend from the list of editable fields.

9. Scroll down to the Amendment Information section.

Amendment Information

10. Select the Pencil Icon.

Amendment Information

11. Type in your Amendment Justification.

Amendment Information

12. Scroll down to the Supporting Documents section.

Certificate Citation +
Approval Authority +

Supporting Documents

& Upload Flles | Or drop files
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TALENT MANAGEMENT DIGITAL TRANSFORMATION

HOW IT SHOULD BE

13.1f you need to add any additional information or supporting documents to show that this is
not a requirement for an amendment, select Upload Files.

Certificate Citatior -+
Approval Authority ar

Supporting Documents

14.Once you are finished uploading all supporting documents, scroll to the bottom of the page.
You will see multiple options: Save, Preview, Route for Review or Submit for Approval. If
you select Route for Review, continue, if you select Submit for Approval skip to Step 24.

..... » Dashboard || praview || Sova ||m T || =ovte tor mwview [ submit tor ageovat

15.If you selected Save, a confirmation screen will pop up that your amendment has been
saved and it will include a date stamp.
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TALENT MANAGEMENT DIGITAL TRANSFORMATION

HOW IT SHOULD BE

16.If you selected Preview, an official draft of the nomination will appear. This is the view that
will be sent to the Approval Authorities when you select to amend the nomination.

THIS 1S TO CERTI
AMERICA AUTH

{DING SERVICE
er 2021 to 1 March 2024
CCOMPLISHMENTS

i5e8d herself in the performance of outstanding service to the United States as
AMCH OR (while assigned to the (office)) from 23 September 2021 1o | March

PARRATIVE HERE) The singularly distinctive scoomplishments af_:‘c:l'l-:ut
great crediti ot and the Air Foree.

GIVEN UNDER MY HAND

DEC
Foy e Ao A
Sergeant, F r:- i )
Commander, o R 7y :.]
. bhanan /
; .
Ongmal amended 1o change - Ahel g8

AF FORM 22288, 20150510
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17.1f you selected Route for Review, a myDecs Reimagined Routing Flow window will
appear.

myDecs Reimagined Routing Flow

Plaase search and seect a memiber to route the nomination to. You may a

Last Name, antire First Wams. and/or Emall Address

st Name Fiest Name

Search

You must un@niem one search term
totes

18. Search for the member you would like to route the nomination to by filling out their Rank,
Last Name, First Name, and/or Email.

myDecs Reimagined Routing Flow

Search

You must ent{'}l—.‘:ew ane search term

19. Once you are finished putting in their information, select Search.
myDecs Reimagined Routing Flow
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20. If you would like to enter any notes for the member you are routing the nomination to, fill out
the Notes section.

myDecs Reimagined Routing Flow
Please search and select a member to route the nomination to. You may add notes to the next person,
Search for anindividusl by entire Last Name, antire First Name, and/or Emall Address.

a5t Name First Name

You st s0t " loast ae seerch term,

21. Select the member of who you wish to route the nomination.

~ Nominee Information

Search for an Individual by entire Last Name. entire First Mame. and or Emall Address.

22.Select Next.

~ Nominee Information

Search for an individual by entire Last Name. entire First Name. and/or Emadl Address
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TALENT MANAGEMENT DIGITAL TRANSFORMATION HOW IT SHOULD BE

23.You will see a window that says you have successfully routed the nomination, select Finish.

myDecs Reimagined Routing Flow

Traric 0! Vorr ROmnacion has De4n FOutd 10

24.1f you would like to submit the nomination for approval, select Submit for Approval.

L Uplosd Fles | Or drop files l
—

25.If you see the myDecs Reimagined Submit for Approval Flow window, review the
required fields list and select Finish. Then, go back to your nomination form and make sure
all required fields identified on the window are filled out. Once errors are fixed, see Step 24.

myDecs Reimagined Submit for Approval Flow

26. A drop-down box will appear on the screen asking if you would like to submit the nomination
for approval. Select Yes or No. If you select No, you will be returned to the application
screen. If you select Yes, continue with Step 27.

myDecs Reimagined Submit for Approval Flow

27.Select Next.

myDecs Reimagined Submit for Approval Flow

None
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HOW IT SHOULD BE

28. A myDecs Reimagined Submit for Approval Flow window will appear on the screen that

says you have successfully submitted the nomination, select Finish.

myDecs Reimagined Submit for Approval Flow

Wou have successhully submitted the nomination for aparoval Plaase close the pag-up.

- [

29.1f you selected Request Revoke, you will be taken to a justification window.

A
30. Type in any Comments you have for the revocation.
2

31.Type in the Rank, EDIPI (aka DOD ID), Last Name, First Name, and/or Email Address to

search for the Approval Authority.

+ Revocation Comments

4%
v Approval Authority
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32.Select Search.

33. Select the correct Department of The Air Force Approval Authority.

~ Approval Authority Selection
Search for an Individual by entire Last Name. entire First Mame, and/or Emall Address.
. Last Nawr t Nam En
LTe an
Selact from following e Pers
LECT PERSONNE] RANK ORGANIZATION AL
41 AIR CONTROL WING 0000
0000 AF PERSONNEL CTR FIELD OPERATINL.
v Approval Authority Selection
Search far an Individual by entire LastName. entire First Mame, and/or Emall Address.
ank Last Nam st Mai En
LTe J an
g Pers
LEC PERSONNE) RANK ORGANIZATION AL
RCONTROL WING 0000
000 AF PERSONNEL CTR FIELD OH N
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35. The revocation screen will appear on the screen, select Finish.

+ Revocation Comments

~ Approval Authority

Searchfar anindivicual by entireLast Name, entire First Neme, and/ar Emsil Address.

36. You have now successfully completed the amendment or revocation process.
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TALENT MANAGEMENT DIGITAL TRANSFORMATION

Tab 9: MILPDS

HOW IT SHOULD BE

1. Once you are logged in to myFSS, scroll down and select the myDecs Reimagined Tile.

AVAILABLE NOW

LEARN MORE ABOUT...

wiedge

AGILE ACCELERATOR CHATTER myEVAL mySERVICES
Comi

CLASSIFICATION

Review classification requirements

AFR Aviation Bonus
Apolyfor AFR AviationBons
v > 5 and Medals-

2. You will be taken to your myDecs Reimagined Dashboard.

GBiesigfE Deorations

myEDUCATION myBodyComp

myPROMOTION

Shig sery topromations

[N —

My Apps v Helpful Links v

AskAQueston @ v

Ready For Action @

® No Items Pe
There arec

y no pending ftems

In-Coordination @

@ Mo Ite rdination
There

iy o In coordination ftems.

Recently Completed @

@ NoemsRecenty ompetea
There are currently no recently completed tems.

3. Scroll down to the MILPDS/ARMS-LC Rejected Table.

MILPOS/ARMS-LC Rejected @

MILPDS Status

ARMS-LC Status

Record ID

Last Modified: 25 JAN 2024
Page: 62 of 71
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4.

Review the MILPDS Status column.

MILPOS/ARMS-LC Rejected @
[o [ree]
[ ot Pt e Wddeinel Rark StartDote End Date MILPDS Statun RMSACSwtn - RecoddID
N | et e [~]
> ke [ view [
> [= [ view |+
> e " C=1~]
> 5 e [v=1~]
> ; y [ =]
> L :
> ‘ E :
> " R pproved  PO001141666 Vien A4
> ous o 1231720 P— o Roconzez6e9
Vigwing 1-10 ot &2 2 3 & 5
[me= ~] a B

5.

Identify the case you would like to review and take note of the name of the case.

6.

MILPDS/ARMS-LC Rejected @
\ =]
Navigate to the myDecs Reimagined Dashboard.
N7 usamronce it isice Mpapps v relpUnks v AscAQueston @ v

Ready For Action @

In-Coordination @

@ No Items In Coordination
There are currently no In coordination ftems.

Recently Completed @

7.

Navigate to the Recently Completed section and open the case you would like to Manually
Resolve.
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8. Manually resolve the issues by editing the appropriate fields.

9. Navigate back to the MILPDS/ARMS-LC Rejected Table.

MILPDS/ARMS-LC Rejected @

\ [o]

Last Name. First Name Middie Inftial Rank

Start Date End Date MILPDS Status ARMS-LC Status Record [D

il 51 5] [7] T3]
djoiajala

127142023 121317202 Rejected Approved P0001143689

i)

e

10. Scroll to the case that has just been updated.

MILPDS/ARMS-LC Rejected @

\ [=]

|7

a_____________________|

i[d][7]
el

Jjofa

E

12714202 12317202 Rejected Approved P0001163669

w0
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11. Go to the View button and select the dropdown arrow.

MILPOS/ARMS-LC Rejected @
t =] (=
T ¢ e e T s e
> -]
T R TV T —" =T
» =1
.
=T
N
|) BAR oS 12/1/2023 1273172029 Rejectod Approved  P-00011! 1669 -
- Viewing 1-10 o 42 .z E EE
12.Select Manual Resolve.
MILPOS/ARMS-LC Rejected 3
[ =]
,
;
,
;
,
,
, -
, m - T T —— -
Viewing 1-10 ot 42 . 2 3 &

13. A Manually Resolve Successful window will display that the request has been successfully
completed.

MANUALLY RESOLVE SUCCESSFUL
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Tab 10: ARMS

HOW IT SHOULD BE

1. Once you are logged in to myFSS, scroll down and select the myDecs Reimagined Tile.

AVAILABLE NOW

LEARN MORE ABOUT...

wiedge

AGILE ACCELERATOR CHATTER myEVAL mySERVICES
Comi

CLASSIFICATION

Review classification requirements

AFR Aviation Bonus
Avplyfor AFF AviationBons
v >

»‘m
Fordigahomosment f

, endvessls-

2. You will be taken to the myDecs Reimagined Dashboard.

myEDUCATION

= 3 agined
Neatghl R T or

myBodyComp

myPROMOTION

Shig sery topromations

[N —

My Apps v

Helpiul Unks v AskAQuestion @ v

Ready For Action @

® No Items Pe
There arec

y no pending ftems

In-Coordination @

@ Mo Ite rdination
There

iy o In coordination ftems.

Recently Completed @

@ NoemsRecenty ompetea
There are currently no recently completed tems.

3. Scroll to the MILPDS/ARMS-LC Rejected Table.

MILPOS/ARMS-LC Rejected @

Midde Initial Rack

Organliation

Decotation MILPDS Status

ARMS-LC Status

Record ID
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4. Review the ARMS-LC Status column.

MILPOS/ARMS-LC Rejected @

Last Norme Pt Name - Rark Orgartastion Decorstion Start oo Enci Date MILPDS Status ARMSLE Status Fecord 1D
A 17202 Refecto Approved
w o2 3 Pejectead prroved
3112024 Approved
- Pegecte approvea
56 5i2020 311202 " —
5 ) 3 Pepacis w— PO0011416
n 211912 31202 ; prroved a0
] Rogecto prroved .
%G P £LcTR 121912020 1/31/202 Rejectea Approved 0001141666
FIELD OPERATING
= sty mvawspem i, g s —
SaBaoN0000  ocd A
Viewing
S
o P
MILPDS/ARMS-LC Rejected @
[ [ ==
Last Name First Name Middle Initial Rank Organization Decoration Start Date End Date MILPDS Status ARMS-LC Status
. 0000 AF Meritorious — - i
FIELD (MSM)
> 356 PERSONNELCTR  Commendation ~ 12/1/2023 RInI03 Ralacted
L Medal (ASCM)
> TG s e e 12/19/2020 1/31/2024 Rejected
FIELD {MSM)
‘ >

6. Go to the View button and select the dropdown arrow.

MILPDS/ARMS-LC Rejected @

[ [o] E

Last Name First Name Middle Initial Rank Organization Decoration Start Date End Date MILPDS Status ARMS-LC Status
" 00 AF Meritorious T - .
R PERSONNELCTR  Service Medal D11/2023 17212024 Relectag)
FIELD (MSM)
. 0000 AF Air and Space e TS :
ssG DERSONNELCTR  Commonieion 121172023 12/22/2023 Rejected
FIELD Medal (ASCM)
TS6 L T 12/19/2020 1/31/2024 Rejected
FIELD 1SM)
»
MILPDS/ARMS-LC Rejected @
[ = =]
Last Name First Name Middle Initial Rank Organization Decoration Start Date End Date MILPDS Status ARMS-LC Status
> 556G ki o 9/1/2023 1/2/2024 Rejected view | v |
FIELD (MsM) )
> 556 DRRCORNELCTR O e 12/1/2023 12/22/2023 Rejected Resend to ARMS
FIELD Medal (ASCM)
> TSG SQQQCT;NEL R Ql?’,‘fj‘ﬁ,;‘za‘ 12/19/2020 1/31/2024 Rejected View | w |
FIELD (MSM)
‘ >
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8. A Resend to ARMS-LC Successful screen will display that the request has been
successfully completed.
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Tab 11: Additional Resources

Note: Refer to the following knowledge articles for additional information as required:

Resource
myFSS Knowledge https://myfss.us.af.mil/lUSAFCommunity/s/knowledge-

Article detail?pid=kA0t0000000LHTOCA4
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