
 
 

 
 
 
 
 
 
 

Submitting IMA Formal School or Enlisted In-Residence 
PME Request 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 AFR Individual Mobilization 
Augmentee (IMA) Formal School/Enlisted Professional Military Education 
(EPME) Requests.  
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INTRODUCTION: The purpose of this guide is to assist Reserve members through the navigation of the 

myFSS platform to submit Individual Mobilization Augmentee (IMA) Formal School Requests. 

 
 

1. OFFICE OF PRIMARY RESPONSIBILITY (OPR): 
 

 Air Reserve Personnel Center (ARPC/DPAT) 
 

2. TARGET AUDIENCE: 
 

 Air Force Reserve (AFR) Airman 
 

3. REFERENCES: 
 

 DAFI 36-2689, Training Program 
 ETCA, Education and Training Course Announcement 
 AFOCD, Air Force Officer Classification Directory 
 AFECD, Air Force Enlisted Classification Directory 

 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 

 

Section A: 
Introduction 



 
 
1. Following a successful navigation to the myFSS Airman Community Landing Page, users can submit a Formal 

school request by searching for “AFR Individual Augmentee (IMA) Formal school/Enlisted Professional 
Military Education (EPME) Request” (Knowledge Article Link). The knowledge article provides all 
required documents and information need prior to submission. Please utilize “Submit Formal School 
Request” when ready to make your request in myEducation. Alternatively, users can also submit a request by 
selecting the myEducation tile shown below on the myFSS Landing Page. 

 

 

 

 

 

 

 

 

 

Section B:  
Submitting a Formal Training Request 



2. The myEducation Home Page will automatically populate personnel information. Select the New Education 
and Training Request tile to initiate a request.  

  
 

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

 

4. Select IMA Formal Schools.  

 
5. Select Next.  

  
 
 
 
 



 
6. Open the Type drop-down menu and select the type of school for the Formal Schools request. 

  
 

7. Open the Category drop-down menu and select the IMA Formal School Request category. 

  
 

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

 
 
 
 



 
9. Provide any additional information to the Comments answer field, then select Next to proceed.  

  
 

10. Review the documents guidelines before attaching a file to the request. 

  
 

11. Select Upload Files to attach a file. 

 

 



* Note: Coordinate with your unit’s UTM to properly fill out the documents below before submitting to your 
Detachment. Both documents can be found within the myFSS Knowledge Article, the IR Page for “Formal 
Schools”, or your Detachment can provide them if you do not have access.  

   
IMA In-Residence EPME Request 

 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Section 1: Student Information 
Here is where you will put your personal 
information such as Name, Rank, Unit, Email, etc. 
  
Note: Ensure you have the required retainability 
prior to submitting request and that you have a 
passing PT test for the entirety of the course. 
 
Section 2: Course Selection 
Where you select the desired PME. Please 
coordinate with your RegAF Unit or Training 
Detachment to find out what dates are available. It 
is recommend that you project out your 
availability ahead of the upcoming FY to ensure 
you submit your request in a timely matter. 
 
Section 3: Coordination 
Member: Signed by yourself as the IMA 
RegAF Unit Commander: Concurred and signed 
by your assigned Commander or Staff Agency 
Equivalent (if applicable) 
RegAF Unit Training Manager: Signed by your 
unit’s assigned Unit Training Manager or 
Additional Duty Training Manager. If you unit 
does not have a UTM, your Unit Reserve 
Coordinater (URC) will suffice.  
RIO Det Readiness & Training: Signed by your 
Detachment Technician for internal coordination 
after submission. 
RIO DET/SEL: Signed for internal coordination 
after submission. 
Course Request Submittal: Signed to show proof 
your request was submitted in MilPDS.  
Location: This section is to inform you of the 
course date that was requested based on available 
seat allocations. This date may change once a TLN 
is awarded.  



IMA Formal School Request  
  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

12. Select Done once the file has finished uploading.  

 
 
 

Course Information 
Here is where you will provide the desired 
course’s Course Number, Course Title, Course 
Duration (# Days), and Funding Type.  
 
Note: All information can be found by visiting the 
Course’s listing via Education and Training 
Course Announcement site (ETCA). Please 
coordinate with your RegAf UTM for assistance.  
 
Desired Class Dates 
For course dates, ensure you select dates that 
works best with your availability. If you are 
unsure or there is no information available, input 
dates in 3 month increments and add additional 
details when you submit your request.  
 
Member Details 
Here is where you will put your personal 
information such as Name, Rank, AFSC, etc. 
please ensure you have the required retainability 
prior to submission. 
 
Eligibility 
Coordinate with your RegAF UTM so they can 
initial in the respective blocks. This section is to 
ensure nothing is missed that will delay your 
request after submitting. If you do not have a 
UTM or ADUTM, your Unit Reserve Coordinator 
will suffice. 
 
RegAF Unit Commander 
Signed by your Commander or Staff Agency 
Equivalent (if applicable). 
 



13. Select Next to complete the IMA Formal Schools Request. 

  
 
 
 

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

 
  



 
 
 
 
 

After submitting your ticket, 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. Unless Action is 
required within the case, we recommend you communicate with your technician via the myFSS case Details 
since myEducation case Details and Communication has limited functions.  

 
      myEducation 

 
 
 
 
 
 
 
 
 
 
 
 
 
  
 
 

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

Section C:  
Correspondence in myFSS with Technician 



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

 
              myEducation 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
            myFSS 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2. 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 

 
 
 
 
 
 
 
 
 
 
 



       myFSS 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

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

myEducation 
 

 
 

myFSS 
 

 
 

 
*Note: Unless Action is required within the case, we recommend you communicate with your technician via 
the myFSS case Details since myEducation case Details and Communication has limited functions. 



 
4. Once your Detachment receives your Training RIP, 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 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

myFSS 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

  



 
5. Once you have received your Training RIP, your next step is to submit a Orders Request via myFSS 

selecting the myIMA tile on the myFSS splash page or searching “AFR RIO Orders Writing Cell” 
(Knowledge Article Link). 
  

 
 
 
 
 
 
 
 
 
 
 

 
 
 

 


