
PRIOR TO SUBMISSION: 

• Your home of record must be up-to-date in vMPF. 

• Readiness should be green in ARCNet: Dental class, Immunizations, Labs, fitness test, etc.  

• Make sure you have a good personal email and phone number in your myFSS profile so 

you can receive any responses in a timely manner.  

THINGS TO KEEP IN MIND: 

• Per AFMAN 36-2136, All Annual Tour requests for the current FY are due by 31 May. 

•  Applicable Example: 1 Oct 2023-30 Sept 2024 must be submitted NLT 31 May 2024. 

• Unless there is an mission-based need for work on weekends or federal holidays, annual 

tours will start on a Monday and end the following Friday. 

• Members WILL NOT submit an order request for IDT travel (formerly AF Form 1610) in 

myFSS.  This will be coordinated in DTS initially as an authorization with an approved 40A 

attached. Member must meet the criteria directed on the applicable fiscal year’s approved 

IDT Travel Reimbursement Guide.  

• A waiver is required for RPA/ADOS tours that exceed the 1825 rule. 

• After the OWC creates the orders in AROWS-R, you’ll be able to track the progress there.  

Once the orders are approved in AROWS-R, you can download them and use the infor-

mation in the comments to create your DTS authorization.   

• Some members experience an “unhandled fault” when submitting an orders request in 

myFSS.  To work around this, upload a document when prompted, even a blank one.  

myFSS Order Request 
A Quick Guide from HQ RIO 

DOCUMENTS NEEDED FOR THE REQUEST: *If applicable to tour*  

 ANNUAL TOUR SPECIAL REQUEST FORM (ATSRF) – (click link) split tour/duty away from home 

station (Approved by DET CC) 

 SANCTUARY WAIVER – (click link) if TAFMS is between 16.5 and 20 years – not applicable to AT 

 RENTAL CAR REQUEST FORM—No longer used for orders request.  Only submit with DTS Auth. 

How to submit a request for orders via myFSS. 

https://w45.afpc.randolph.af.mil/afpcsecurenet40/CheckPortal.aspx
https://w45.afpc.randolph.af.mil/afpcsecurenet40/CheckPortal.aspx
https://arcnet.sso.cce.af.mil/arcnet/
https://static.e-publishing.af.mil/production/1/saf_mr/publication/afman36-2136/afman36-2136.pdf
https://www.hqrio.afrc.af.mil/Portals/149/Documents/AT-Special-Request-Form.pdf?ver=Kba37ALcS65Yul4HjS7d9Q%3d%3d
https://www.hqrio.afrc.af.mil/Portals/149/Documents/SOU-Sanctuary.pdf?ver=IZOyqAT04ltWU3KNFQGLtQ%3d%3d
https://www.arpc.afrc.af.mil/Portals/4/DRIO/RIO-Rental-Car-Justification.pdf?ver=2015-02-23-154753-693


INITIAL STEPS 

1. Go to the myFSS HomePage. 

 

2. Select myFSS Login. 

 

 3. Select Sign in with PIV/CAC Cert 

 

 

4. Select the appropriate certificate for authentication 

and select OK. 

5. Enter your PIN and select OK. 

6. Review the DOD Notice and Consent and 

the Privacy and Security Notice before 

selecting “I Agree—Continue”. 

7. In the “Search Knowledge Articles”, type 

“AFR RIO Orders Writing Cell” and select. 

8. Review the Knowledge Article for appli-

cable action & guidance. 

 

 

 

 

 

 

 

https://myfss.us.af.mil/USAFCommunity/s/knowledge-detail?pid=kA0t0000000LI01CAG
https://mypers.af.mil/app/home


The following pages are divided by the next steps based on the type of orders you’re requesting:  

Annual Training (AT): page 4  —  RPA/ADOS: page 6 

— Modification/Cancellation: page 7 

 9. Select “Create A Request” on the bottom 

of the page. 

 

 

 

10.  Select the type of request.  Note: If this 

request is other than a New Order Request, 

please add supporting documents and     

specific request needed to avoid confusion 

of the requested action.  

 

11. Select the applicable response to: 

• “Is your address up to date?” 

12. If not accurate, update information in vMPF.  Wait 

2-3 days for the address to flow to myFSS and try 

again.   

13. Provide as much detail to provide a clear request. 



ANNUAL TRAINING  

1. Select Annual Training.  

2. Certify that you have supervisor approval for 

your AT. 

3. Select whether or not your request requires an       

Annual Tour Special Request Form (ATSRF).  The 

NOTE above explains why you might need one.  If 

an ATSRF is needed, fill it out and attach it.  The 

OWC will route it to your det CC for approval.  

4.  Type the name and email of your active             

component supervisor.  

5. If you were given reporting instructions,  

upload them.  Select NEXT. 

 

 

 

 

  

6. Your name, SSN, and assignment info will               

automatically populate. 

7. Select RIO detachment or HQ (HQ is only for 

members assigned to HQ RIO).  

8. Select where you are reporting to and coming 

from  — the answers should be PDS/home station 

and HOR for this order type.  Select NEXT.  

9. Trip duration should be multiday. 

10. If travel is more than 400 miles, choose      

commercial air as mode of transportation. If not, 

choose personal auto advantageous to gov. 

11. Choose the closest international airport to      

departing/arrival location (you may enter the        

3-letter code or city, state).  

12. Select NEXT.  

 



13. Select YES or NO for IDTs in            

conjunction.  If completing IDTs in              

conjunction, they need to end the 

day prior to AT or start the day after.  

Enter the dates of your IDTs.  Those 

fields will only appear if you select 

YES.  

14. If you are traveling via commercial 

air and are requesting a rental car, 

check YES.  You do not need to       

upload a rental car request here.  

You will, however, need to add the 

rental car request form to your DTS          

authorization when you create it.  If 

approved, rental car reimbursement 

only applies to Annual Tour dates.  

Rental cars are not  authorized on 

IDTs. 

15. Select YES/NO for your government 

travel card (GTCC).  Select NEXT.   

16. Be sure to read the complete             

submission page before marking whether 

the request is being submitted within 30 

days of the tour starting.  At this point you 

can add additional comments for the      

orders writer.  

17. When you’re ready, click SUBMIT! 

ANNUAL TRAINING (con’t) 



RPA/ADOS  

1. Select RPA/ADOS Order Request. 

2. Supply the needed documentation (email 

with funding info) and if sanctuary, MedCon, 

leave carryover, or PCS applies.  

3. Will this tour put you on orders for more 

than 1,825 days out of the last 2,190? If so, 

upload your waiver (if not already on file).  

4. If outside commuting distance, upload your 

Fund Cite Authorization Letter (FCAL). 

5. If a PCS, list dependents accompanying you 

by name in the box that pops up.  

 

6. This page will be automatically filled with 

your name, SSN, and assignment                   

information.  

7. Select your RIO detachment or HQ. 

8. Select where you are reporting to and      

coming from (PDS/home station, Other, 

HOR). 

9. Travel start date should be the day prior to 

the report date if traveling over 50 miles. 

10.  If travel is over 400 miles, choose commercial air as mode of transportation. If not, choose personal auto 

advantageous to gov’t.  



ROUTINE TDY  

Routine TDY orders are no longer requested in myFSS.  You’ll only create the authorization and voucher in 

DTS.  Ensure you know which Line of Accounting (LOA) to choose.  If you don’t see it, have the unit funding 

your TDY “cross org) their LOA and routing list into your DTS profile.  

MODIFICATION, CANCELLATION, or QUESTION 
 

1. If you need to modify or cancel an or-

der that is already processing, make the 

appropriate selection and click NEXT.   

2. If you just have a question for your or-

ders writers, select GENERAL INQUIRY 

and click NEXT.  

 

 

 

 

4. For modifications and       

cancellations, provide the 

AROWS-R tracking number of 

the order. 

5. Choose your servicing        

detachment.  The HQ RIO        

selection is only for AGRs,       

civilians, and active duty on full 

time staff at HQ RIO.  

6. Explain IN DETAIL the modification you are requesting, the cancellation reason, or your question.  Attach 

any supporting  documentation, if necessary.  Click SUBMIT.  

 

 




