
 

 

Approving A School Requests 

Overview 

 
Introduction This guide provides the procedures for approving an A School request 

submitted by a member in Direct Access (DA). 

 
Known Issue *BM RAP (if applicable) drop-down. 

 
A selection MUST BE MADE from this drop-down. Ignore the (if 

applicable) wording.  

It is a required field for submitting for approval. 

If any of the fields are skipped, this warning message displays, and it 

doesn’t specify which field was skipped. Click OK and verify all fields 

are completed. 
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Supervisor’s Approval 

 
Introduction This section provides the procedures for approving a member’s A School 

request. 

 
Procedures See below. 

 

Step Action 

1 Navigate to the My Homepage drop-down and click Requests. 

 
 

2 Click on the Self Service Requests tile. 

 
 

 

Continued on next page 



 

 

Supervisor’s Approval, Continued 

 

Procedures, 

continued 
 

 

Step Action 

3 Click the View My Request (all types) option. 

 
 

4 Click the Requests I am Approver For radio button and click Populate 

Grid. 

 
 

 

Continued on next page 



 

 

Supervisor’s Approval, Continued 

 

Procedures, 

continued 
 

 

Step Action 

5 Click the Approve/Deny link for the appropriate member’s request. 

 
 

6 Verify the member completed all of the required fields and scroll down the 

page to the section below the I Agree statement. 

 
 

 

Continued on next page 



 

 

Supervisor’s Approval, Continued 

 

Procedures, 

continued 
 

 

Step Action 

7 This section will display in 2 steps. Complete and select the appropriate 

options for the fields highlighted below, if applicable: 

 
  

 

 

Continued on next page 



 

 

Supervisor’s Approval, Continued 

 
Procedures, 

continued 
 

 

Step Action 

8 • BM RAP (if applicable) – Select an appropriate answer from the drop-

down. REQUIRED FIELD 

• Add Attachment – Click to upload any necessary documents. 

• System Warning Messages – Displays information that may or may not 

impact the request. 

• Endorser – Enter your Unit Command Approvers Empl ID. 

• I am the Command Endorser – Leave blank. 

• Comments/Waiver Justification – Enter a required statement. 

 

Click Submit.  

 

NOTE: If denied, provide a reason for the denial and the member must 

resubmit an entirely new request to begin the process again. 

 
 

 

Continued on next page 



 

 

Supervisor’s Approval, Continued 

 

Procedures, 

continued 
 

 

Step Action 

9 The Supervisor’s status will update to Approved and the Request Routing 

status will display Pending. 

 
 

 

 



 

 

Unit Command Approval 

 
Introduction This section provides the procedures for the selected Unit Command 

Approver (CO/OIC/XO/XPO) to approve and forward the request to 

EPM or RFMC. 

 
Procedures See below. 

 

Step Action 

1 Navigate to the My Homepage drop-down and click Requests. 

 
 

2 Click on the Self Service Requests tile. 

 
 

 

Continued on next page 



 

 

Unit Command Approval, Continued 

 

Procedures, 

continued 
 

 

Step Action 

3 Click the View My Request (all types) option. 

 
 

4 Click the Requests I am Approver For radio button and click Populate 

Grid. 

 
 

 

Continued on next page 



 

 

Unit Command Approval, Continued 

 

Procedures, 

continued 
 

 

Step Action 

5 Click the Approve/Deny link for the appropriate member’s request. 

 
 

6 Verify the member completed all of the required fields and scroll down the 

page to the section below the I Agree statement. 

 
 

7 Verify the Supervisor has completed all required fields. 

 
 

 

Continued on next page 



 

 

Unit Command Approval, Continued 

 

Procedures, 

continued 
 

 

Step Action 

8 • BM RAP (if applicable) – Verify the supervisor selected the correct option. 

REQUIRED FIELD 

• Upload Documents, If Applicable – To view a document, click View 

Attachment. To add a document to the request, click Add Attachment. 

• System Warning Messages – Displays information that may or may not 

impact the request. 

 
 

9 • Endorser – Leave blank. 

• I am the Command Endorser – Check the box. 

• Comments/Waiver Justification – Enter a required statement. 

 

Click Submit.  

 

NOTE: If denied, provide a reason for the denial and the member must 

resubmit an entirely new request to begin the process again. 

 
 

Continued on next page 



 

 

Unit Command Approval, Continued 

 

Procedures, 

continued 
 

 

Step Action 

11 The Request status still displays Pending but the Unit Command Approver 

status displays Approved. 

 
 

 

 


