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Submitting IMA Training Waiver Requests via
myEducation Procedures
Personnel Services Delivery (PSD) Guide

The purpose of this PSD guide is to assist Reserve members through the
navigation of the myFSS platform to submit Training Waiver Requests.




Section A:
Introduction
Version Date Revision(s)
1 1 Jul 24 myEducation process for submitting IMA Training Waiver Requests

INTRODUCTION: The purpose of this Job Aid is to guide Reserve members through the navigation of the
myFSS platform to submit IMA Training Waiver Requests.

1. OFFICE OF PRIMARY RESPONSIBILITY (OPR):
e Air Reserve Personnel Center (ARPC/DPAT)

2. TARGET AUDIENCE:
e Individual Mobilization Augmentee (IMA)

3. REFERENCES:
e DAFMAN 36-2689, Training Program
e AFMAN 36-2100, Military Utilization and Classification




Section B:

Submitting an IMA Training Waiver Request

1. Following a successful navigation to the Airman Community Landing Page, locate the Knowledge
Article search bar.
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WELCOME TO myFSS,

- Staff
Sergeant JOCELYN
ROSE WAHE

2. Locate and select the AFR Individual Mobilization Augmentee (IMA) Training Waiver Request
Knowledge Article.
a. Knowledge Article Link: Knowledge Detail (af.mil)
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AFR Individual Mobifization Augmentee (IMA) Treining Waiver Request




3. Review the Knowledge Article and select Submit a Training Waiver Request.

Answer I0: 0DODD2322 | Updated: 25 Jul 2022

AFR Individual Mobilization Augmentee [IMA] Training Waiver Request

Applicable to: Air Force Reserve

Tralnlng walvers are used when an Individual Moblllzatlon Augmentes [IMA) possesses preexlsting knowledge, skills or abllitles that meet or
exceed establlshed upgrade tralnlng requirements. Tralnlng walvers benefit the &lr Force by focusing knowledgesable and experlenced
personnel on performing the mizsion. This alleviates retralning them on Information or tasks with which they are aiready famliilar.

Tralning walver reguests encompass mandatory enlisted and officer upgrade, technical tralning. ime-In-tralning and 7-leval craftsman course
requlrements. Trainlng wakvers are not to be used for two-time COC fallures. officer or enflsted classificatlon walvers, or formal school technlcal
tralning block walvers:

Guldance for creating IMA tralning walvers, Including checkilsts, regulred documentatlon and example memorandums can be found In the
AFRC Tralnlng Walver Program Update memarandurm

Note: All waiver packages must be submitted within six months of the date entered training. {DET).

Routing Procedures

IMA, Supervisor

Create the walver package 1AW DAFI 35-2670, Total Force Development and the AFRC Tralnlng Walver Checkllst/Template with asslstance
from the unit or base tralnlng manager. The tralnlng manager will revlew the walver package and the IMA member will send the complete

walver package to thelr RIC Detachment for coordination.
MNOTE: WAIVER PACKAGES THAT DO NOT COMPLY WITH THE INSTRUCTIONS WILL BE RETURMED WITHOUT ACTIOM.

RIO Detachment
Review the walver package. Return Incomplete/ Inaccurate walver packages for correctlon. RIO Detachrment Program Manager must attach
endorsement letter stating comprehenshve review of the package has been compieted to the walver package. Submilt the walver package

{utllize link under Walver Submilsslon below).

HOQ ARPC/DPRAT
Revlew the walver package. Return Incomplete | Inaccurate walver packages without actlon. Submit walver package to AFRC/ALKE

AFRC/ATKA

Review the walver package. Return Incomplete/ Inaccurate walver packages without actlon. Forward the walver package to the AFRC Career
Fleld Managar [{CFM) for approval (dlsapproval. Notlfy HQ ARPC/DPAT of CFM decksicn

HQ ARPC/DPAT
Motlfy RIC Detachment of CFM declslon.

RIO Detachment
Motlfy Thb of CFM declslon

Walver Submission

Only the RIO Detachment is authorlzed to submit tralnlng walvers for an IMA. Reguests submitted by any other Indhvldual will be returmed

wilthout actlon. Ensure all supporting documentation for the walver package Is Included with the reguest.

= Submit & Tralning \Walver Reguest

Related Resources

. DAFE 35-2570 , Total Force Development

-I AFRC Tralnlng Walver PSDG

Note: The AFRC Training Waiver PSDG will provide guidance on required documents for the
Training Wavier request.




4. The myEducation Home Page will automatically populate personnel information. Select the New
Education and Training Request tile to initiate a request.
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FRANK NATHAN OLIVERHENRY lll  MSG e RS BUOMFCMJ

frank.oliverhenry@us.af.mil

SUBMIT TEB APPLICATION VIA MILCONNECT

SUBMIT MGIB-SR/1606 KICKER, CHAPTER
1806 APPLICATION PER VA.GOV

New Education and Trai
Request

Please confirm your altemate email addresses by clicking
on the Profile Icon in the upper right hand comer and
select Profile then click Update Personal Email Address.

5. Select the Training Type answer field to reveal a drop-down menu of Training request options.

To get started with your Training request, please select a type of request to submit, then click [Next] to continue.
*Training Type
I --None-- s l

Cancel

6. Select IMA Training Waiver.

To get started with your Training request, please select a type of request to submit, then click [Next] to continue.

* Training Type

a»

l --None--

Post-9/11 GI Bill Letter

Civilian Self-Certification

IMA Training Waiver I
IMA Seasoning Training Request

IMA Correspondence Course Request

IMA Formal Schools

7. Select Next.

To get started with your Training request, please select a type of request to submit, then click [Next] to continue.

*Training Type

>

IMA Training Waiver

<

Next

Cancel




8. Open the Category drop-down menu and select a Category for the IMA Training Waiver Request.

Please fill in the following info about your IMA Training Waiver Request. Click [Next] when you're ready.

* Category

--None--

3Lvl

5Lvl

7Ll

Officer

Time In Training Requirement
Mandatory CDCs

Previous Next

9. Open the Detachment drop-down menu and select your HQ RIO Detachment.

Please fill in the following info about your IMA Training Waiver Request. Click [Next] when you're ready.
* Category
3Ll

<«

* Detachment

--None--

HQRIO
HQRIO Det 2
HQRIO Det 3
HQRIO Det 4
HQRIO Det 5
HQRIO Det 6
HQRIO Det 7
HQRIO Det 8

10. Provide any additional information in the Comments answer field, then select Next once finished.

Please fill in the following info about your IMA Training Waiver Request. Click [Next] when you're ready.
* Category

3Lvl

<

* Detachment

HQRIO Det 2

«»

Comments

Previous Next




11. Review the Instructions to submit a Training Waiver for an IMA before proceeding.

Instructions to submit a Training Waiver for an IMA:

1. Select the target skill-level to which the waiver request pertains from the "Category" drop-down box below.
2. Attach complete Training Waiver in .pdf format
3. Training Waiver must be completed and coordinated IAW the AFRC Training Waiver Request PSD Guide, and AFMAN 36-2100 Table 2.7.
4. Training Waiver must include at a minimum:

a. Privacy Act Cover Sheet

b. AFRC Training Waiver Request Checklist

c. MilPDS SURF 8

d. Civilian/Military Experience (RESUME) if applicable

e.DD214 if applicable

f. Technical Training Certificates related to waive CDSAR reports

8 EPR, if applicable

h. Other Supporting Documents if applicable

i. CFETP

Member should Attach scanned PDF document with the ability to preview prior to request submission (Mandatory for all Categories other than General

Inaing

12. Select Upload Files to attach any supporting documents you wish to include.

Member should Attach scanned PDF document with the ability to preview prior to request submission (Mandatory for all Categories other than General
Inquiry).

“This contains information which must be protected by IAW AFI 33-332 and DoD Regulation 5400.11; Privacy Act of 1974 as Amended Applies, and it is For Official Use Only (FOUO)."
It must be protected or privacy act information removed prior to further disclosure.

Next, upload any attachments you want to include.

Click [Upload Files] to select your files or drag and drop them onto this screen. On the pop-up that appears, wait for the files to upload, click [Done], then click [Next] to
continue your request.

Upload Supporting Documents

&, Upload Files Or drop files

--No files have been uploaded. --

13. Select Next to complete the IMA Training Waiver Request.

Next, upload any attachments you want to include.

Click [Upload Files] to select your files or drag and drop them onto this screen. On the pop-up that appears, wait for the files to upload, click [Done], then click [Next] to
continue your request.

Upload Supporting Documents
I 2, UploadFiles  Ordropfiles I

FilesUploaded Name

Remove CRM R14 E&T LOC UAT_W-010517.xlsx

14. Select Finish to navigate back to the myEducation page.

Success! Your Training Request has been created. You will receive an email shortly, and you can check on the status of your Request at any time on myTRAINING.

Cancel




Section C:

Correspondence in myFSS with Technician

1. After submitting your request, you can view your case via both the myEducation and myFSS Splash
Pages. Your Case Number, Status, and Details will all be found here. See examples below.

NOTE: The provided examples below are for a Formal School request, but correspondence for myFSS
and myEducation cases are universal.

myEducation

SUBMIT TEB APPLICATION VIA MILCONNECT

New Education and Trai??ny'

i SUBMIT MGIB-SR/1608 KICKER, CHAPTER
Rquest 1 v

B06 APPLICATION PER VA.GO

&

ooress

My Education & Training Requests: Awaiting Member Action

Recard & Typs Craatoed Data Suspense Date Statuz/Outcame

My Education & Training Requests: Open

Recard # Type Created Date £ Suspense Date StatusfOutcome
Fo355536 IMA Formal Schadls | Formal Schioo! Reausst 712012023 tatls

My Education & Training Reguests: Closed

‘ Racard » Type Crasted Date Sixpense Date status/Qutcama

[tome ~

myFSS

myFSS CASES
OPEN [2)

~

Created SUBJECT STATUS SUB-STATUS UPDATED CASE #

720, IMA Formal Schools | Formal School Request for FRANK Open 7/20/2023 12:11 pm 02481184
OLIVERHENRY (T-0355536)

7/18/2023 (Fouo) on/Upgrade/2088 request far an IMA: Open 7/18/2023 9:04 am
OLIVERHENRY

AVAILABLE NOW

LEARN MORE ABOUT... AGILE ACCELERATOR = myEVAL

Self-servic wiedge User ports, and Socia ] S wif. s Evaluation System
ds

*Note: The “myFSS CASES” section will provide All Open/Closed Cases (myFSS and myEducation). It is
recommended that you check this page to monitor status of your ticket.




2. Click on Details for additional information along with comments left within your case.

myEducation

SUBMIT TEB APPLICATION VIA MILCONNEGT

SUBMIT MGIB-SR/1806 KICKER, CHAPTER

gy 7ol
New Education and Trai,{n?'
= 1606 ARPLICATION FER VA GOV

Regquest =
= -l

file
sslect Profs. ther

My Education & Training Reguests: Awalting Member Action

Croated Data Sumpense Date Statun/Outeame |

‘ Recard = Ty

1D owe o~

My Education & Training Regquests: Open

Racord = Type Craated Date £ Suspanse Dare Status/Ourcame
My Education & Training Reguests: Closed
Craatod Date R Statim/Outeame |

Type

myFSS

Created SUBJECT STATUS SUB-STATUS URDATED CASE #

7/20/2023 IMA Formal Schools | Formal School Request for FRANK Open 7/20/2023 12:11 pm 02481184

OLIVERHENRY (T-0355536)

7/18/2023 (Fouo) ¢ n/Upgrade/20886 request for an IMA: Open 7/18/2023 8:04 am 02469754

OLIVERHENRY

AVAILABLE NOW

myEVAL

Evaluation System

LEARN MORE ABOUT...

Self-service knowledge

AGILE ACCELERATOR

User rts, and
5

3. The details portion of your case will provide you with the status of your case and the initial comment
provided to the technician for the initial request.

myEducation

%_J‘ LS. AIR FORCE Axu&.r-uu a, Wy Apps & Helpful Links & Atkos Quest a8« ] 8

Back to myEOUCA

EDUCATION 6 TRAINING REQUEST: T-0355536

DETAILS COMMUNICATION

#4 Farmal Schaols | Farmal School Request FRANK OLIVERHENRY

——




myFSS

CASE #03B54678 x

DETAILS COMMUNICATION RELATED DOCUMENTS

Parasnat Mame Status

FRANK NATHAMN OLIVERHENRY Il Awaiting Member Action

stagory o-Category

Education and Training Education

5/15/2024 1:29 pm

Print Case

4. Next, navigate to Communication to see all correspondence between you and the technician working your

case.
myEducation

DETAILS IunMMummmuN I

M) Formai School Enlisted Professional Miltary Education {(EPME) request. You will complate these documents and have them signed by your active du

Note: If a technician requests your input, select the Action button to provide the requested information. Unless
Action is required within the case, we recommend you communicate with your technician via the myFSS case
Details since myEducation case Details and Communications have limited functions.

Back to myTRAINING

EDUCATION & TRAINING REQUEST: T-0000432

Action Requested by Technician:
Test

ACTION




CASE #03B654678 X

DETAILS COMMUNICATION RELATED DOCUMENTS

‘ Gond Morming, Thank you for the Update| take t

Comment (Service Agent) - 5/15/ 2024 1:47 pm

ormatlon. Your TLN has been requested,

Thank you for providing th

Comment (You) - 5/15/202 9 pm

Good Afternoon, Please see attached Fromal school reguest per your direction

Comment (Service Agent) - 5/15/ 2024 1:26 pm

Greetlngs,

To submit a formal school request,
residence EPME request form. 5a
searching: (IMA) Formal School/
You will complete these docum: and have them signed by
leadershlp. Once completed, please provide same for approval

/clsapproval and procassing.

5. Once your Detachment receives approval for your Training Waiver request, you should get a message via
Email or within the myFSS Details on the splash page. Review the Communication tab for pertinent
information or instructions. Attachments are not present within myEducation case Details.

Email

CUl//Formal Training RIP

=

myFSS No Reply

hAN. £ /DP. Tue 5, 24 11:58 AM

You replied to this message on 5/14,

TRNG-963D000CK-Rank Last, First-DET X.doox
18 KB

Greetings,
Please see attached RIP for your records. If you plan on taking leave, please be sure to sign the RIP along with your supervisor and submit back

o us for approval.

i
DET 5

myFSS

CASE #03B654678 x

DETAILS RELATED DOCUMENTS

Comment {Senice Agent) - 5/15/2024 2:01 pm

e, please complete the RIP
submit an orders

Comment (You) - 5/15/2024 1:56 pm

Gaod Morning, Thank you for the update:

Comment (Senvice Agent) - 5/15/2024 1:47 pm

Thank you for providing this fnfarmation. Your TLN has been requested,

Comment (You) - 5/15/2024 1:39 pm

Gaod Afternaon, Pleass sae attached Fromal school raquest par your diraction

Comment (Servica Azent) - 5/15/2024 1:26 pm

Greatings,

on the myFss i
sl Milltary Educ:
ned oy

@ for apprt




