AROWS-R TODC Certifier

A Quick Guide from HQ RIO
How to certify short tour orders in AROWS-R.

When an Individual Reservist (IMA or PIRR) performs a tour of 29 days or fewer,
their orders must be certified online via AROWS-R Tour of Duty Certification (TODC).
This quick-reference guide provides step-by-step instructions for certifiers to complete
and submit certified orders to Reserve pay for the IR.

Things to keep in mind

Key Requirements

« The certification process is very fast. When an IR sends the certification through
AROWS-R to a valid email address, the system sends a unique URL to the Certifying
Official (CO) for certification.

« Knowledge: The CO is NOT required to be the IR’s direct supervisor, but the CO
must meet the rank requirements and attest that the IR performed the entire order
period.

« Rank Requirement: Must be at least an E-5.

. Hardware: An AROWS-R account is not required, and a .mil network is not required.
However, a CAC and CAC reader are required for digital signatures.

« Functionality: Due to known issues with AROWS-R at some active-duty bases, this
quick guide includes troubleshooting tips.

Instructions

CERTIFYING USING AROWS-R: e
1. The IR will create the certification in AROWS-R ' .. ... o s ososeor
and enter the certifier’'s email.

This is an automated email. Please do not reply to this.
1 1 1 1 1 1 You have been sent a request for a Tour of Duty Certification from the Member below. Please click on the link provided
2. Receiving this email provides the first step for | s
. Member:
aCtIOn- CLICK HERE TO CERTIFY
13 ” If you have any questions regarding this e-mail, please contact the member above.
3. Select “CLICK HERE TO CERTIFY”.

Current as of: May 26 1lof3 www.hgrio.afrc.af.mil


https://arowsr.afrc.af.mil/arows-r/member.do
https://arowsr.afrc.af.mil/arows-r/

***If you DON’T receive the email, proceed to the TROUBLESHOOTING TIPS,
below in this guide. *** Fr—— =

1. Although you do not need an AROWS-R
account, the system will ask you to accept the
terms.

***If the website DOESN’T COME UP, skip to
the TROUBLESHOOTING TIPS.***

2. The details of the IR’s certification will
display. Verify all details for accuracy, enter a
good contact number (DSN not required).
Comments are optional; however, if you
disapprove the certification due to incorrect
information, use the comments section to tell
the IR what needs to be corrected.

3. Select SAVE & SIGN to approve
or DISAPPROVE if corrections are needed.  Gommens

2020/10/01 14:04

4. The system will again display the details, ====""
including your information. Select OK to Vot o T oty e ok oty efn .k O
attach your digital signature.

That’s it! You’ve just certified the orders and sent them to pay. Thanks for
helping our IRs get their pay in a timely manner.
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Troubleshooting Tips

While the AROWS-R system usually works well, there are some issues that have been
identified. If the standard process fails due to network restrictions or email issues,
utilize the following table:

Issue Recommended Solutions
Email Not Received Check Junk or Spam email folders; have the IR resend to an
note: There are some | alternate/personal email or another Certifying official (CO);

active-duty bases which | cony/paste the URL into a document and email to CO.
restrict the delivery of the

AROWS-R email.

Website Won't Load Switch browsers (Chrome/Edge); disconnect from VPN while
on commercial Wi-Fi; or use a personal computer with a CAC

reader.
System Failure Instruct the IR to download the orders as a PDF from
*Last Resort* AROWS-R, complete blocks 36-45 manually, and submit

via myFSS to IMA Reserve Pay. Ensuring signature types are
uniform (either all digital or all wet signatures).

Follow-up for Pay If after myFSS case submission by the IR, the member does
not see an LES in accordance with the processing time
outlined on the HQ RIO Portal/Pay page, the member can
reach out to the Total Force Service Center (TFSC) for an
update on the myFSS case (ensure myFSS case number is
available for reference). For concerns contact the Total Force
Service Center at DSN: 665-0102 or Comm: 800-525-0102
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https://www.hqrio.afrc.af.mil/Pay/
tel:800-525-0102
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