
FTSMCS JOBS 
APPLICATION USER GUIDE 

Website: https://ftsmcs.ngb.army.mil/protected/FTSMCS/ 

Introduction:  
Computer access with a CAC is required due to the transferal of Personally Identifiable Information (PII). 
CAC login will appear. If you do not have an FTSMCS account, you will be prompted to create one.  

Access the Jobs Module: 
1. Select, ‘Applications’ drop down.
2. Go to, ‘ARNG-HRA’.
3. Select ‘Jobs’.

4. Select ‘Apply for a Position’.
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https://ftsmcs.ngb.army.mil/protected/FTSMCS/


5. Select the drop down ‘State of Assignment’ and refine your search by selecting ‘MO’ and
‘Search’.

Apply for Open Job Announcements 
1. Selecting the ‘View’ option will populate the job announcement for this position and allow you

to download the Adobe document.
2. Selecting the ‘Apply’ option will give you the option to submit your application for this position.

3. Apply – Position Information
a. Review the position information on this job bid.
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4. Apply – Application
a. Your personal information will auto populate. Update your information and fill in all the

blanks.

5. Apply – Supporting Documentation
a. Submit all required documentation and any additional supporting documentation if they

apply to you.
b. If there are any discrepancies or missing documentation, submit a memorandum

explaining why the item is not in compliance.

This adobe (pdf) document 
generates the NGB Form 34-1. 

Enter Primary AFSC
Enter Secondary AFSC (if applicable)



c. Select ‘Document Type’, ‘Choose File’, and ‘Add Document’ for each ‘Required’ 
document. View attachments (select paperclip), MOANG AGR Application Documents.

i. If ‘Only if Applicable’ or ‘Optional’ supporting documents apply to you, submit 
them.

ii. More than one file of each document type can be uploaded to the application.
iii. After you have uploaded, select ‘view’ to review your upload is correct or select 

‘remove’ to remove a document that you no longer wish to submit.
ci. Comments. Optionally, enter comments in the text box. Address any issues or 

discrepancies with your application, or to provide the Human Resources Branch of your 
current status (Mobilized or Attending School).

cii. Selecting the ‘Save’ option, will place your application in ‘Working Status’.
ciii. Selecting the ‘Submit Application’ option will forward your application for review. You 

will receive an email confirming that your application was submitted to the Human 
Resources Office. If a confirmation email is not received, contact the Human Resources 
Office at (573)638-9500 ext. 37498.

Application Status 

Status Meaning 
Working Application was generated, but has not been submitted to HRO for review 
Submitted Application was generated and submitted to HRO for review. 
Incomplete Application was reviewed and is incomplete or missing information. 
Rejected Application was reviewed and it was determined applicant is ineligible for consideration for the position. 
Approved Application was reviewed and approved for consideration by the selecting official. 
Board Review Application was shared with the selecting official 
Selected Application was reviewed by the selecting official and applicant was selected for this position. 
Not Selected Application was reviewed by the selecting official or HRO and applicant was not selected for the position. 

CAUTION: IF YOUR APPLICATION DOES NOT PROVIDE ALL OF THE INFORMATION REQUESTED 
AND LISTED ON THE ANNOUNCEMENT, YOU WILL LOSE CONSIDERATION FOR THE JOB. 
INDIVIDUALS MUST SUBMIT THE REQUIRED DOCUMENTS OR A MEMORANDUM EXPLAINING 
WHY ITEM IS MISSING OR NOT IN COMPLIANCE.  Applicants are responsible for maintaining a 
copy of their application documents. 
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MOANG AGR Application Process 


The following are examples of what your Air AGR packet should include. 


All applications should be submitted prior to 11:00pm CST.  


FTSCMS Status:  


When applying you can choose to save your current application to finish later, or 
‘Submit Application’:  


Once you have successfully applied for a position you will be prompted to the next page 
below. The NGMO-HRD-AGR office will be notified of your application being submitted 
and will review all applications once the closing date has passed.  


If your application does not provide all of the information requested and listed on the 
announcement, you will lose consideration for the job. Individuals must submit the 
required documents or a memorandum explaining why item is missing or not 
in compliance.  


Note: Some advertisements require additional documents. Please review the Job 
Announcement closely and provide requested documents. 


If you have any questions email Amelia G. Cruz at amelia.g.cruz.civ@mail.mil or call 
573-638-9500 ext. 37498.







34‐1 – Application for Active Guard/Reserve (AGR) Position Example 


 


Keep in mind, that your bio and resume are optional forms. 


This form is required and should be completely filled out.   







 







 


Make sure all YES answers are explained in this section, except for 


9 & 17.  







 


FITNESS REPORT – myFitness Example 


 











CAREER DATA BRIEF (CDB) – Example 


Review minimum appointment requirements for the 
following:
- Sat SVC - TIS (time in service) and DOR - TIG (time in grade). 
- Rank - Current Military Grade (on job announcement) should 
reflect this rank.  
- PME Information - should reflect current school.  
- SEC CLR - current security clearance information. 


- Tech Status - If advertised as 'on 
board Tech', ensure ANG TECH, CIV GRD 
is updated. 







- AFSC Information -If job is advertised as  'must be AFSC qualified'. This 
should reflect your PAFSC, 2AFSC and 3AFSC. 
- Academic Information - should reflect your degree. 







RECORD REVIEW/UPDATE (RIP) – Example 


Your RIP should be within six months of closing 
date. 







- AFSC Information -If 
job is advertised as  'must 
be AFSC qualified'. This 
should reflect your 
PAFSC, 2AFSC and 
3AFSC. 











- Performance Reports - 
Closeout - EPR's should be 
submitted for these time-
frames. Submit a memo 
ILO these documents or 
include ACA/Feedback 
forms. 


- Rank - Current Military Grade (on job 
announcement) should reflect this rank. 


- DOR - TIG (time in grade).  











-Education - make sure this information is up to 
date. 
-PME - make sure this information is up to date. 
-ASVAB - Enlisted members only 







- AGR Status - If advertised as 'on board AGR', 
ensure this is filled. 







ENLISTED PERFORMANCE REPORT (EPR) – Example 


Last 3 EPR's 
are 
required: 


Example: 
2020-2021
2019-2020
2018-2019


*Submit a 
memo in 
lieu of 
missing 
EPRs. 







Some jobs 
require an 
overall 
performance 
assessment. 


Review 
appointment 
minimum 
requirement
s. 







ANG/USAFR Point Credit Summary Inquiry (PCARS) 







 


 


 


 


 


 


 


 


 


 


 







DD214 







REDD Report 


All branches 
have different 
ASVAB scores. 


If you are 
applying from a 
different 
branch, contact 
your local 
recruiter to 
obtain this 
form. 







DEPARTMENT OF THE AIR FORCE 
UNIT 


BASE, STATE 


28 November 2017 


MEMORANDUM FOR RECORD 


SUBJECT: AF21-###, Administrative Grade Reduction Memorandum 


1. I, Joe D. Schnuffy, accept administrative reduction to the military grade of E-7 for the applied
position Position Title with the Wing.


2. If you have any questions regarding my Administrative Reduction Memorandum you can contact
me at (555) 555-5555 or joe.schnuffy@us.af.mil.


**Memo must be signed** 
JOE D. SCHNUFFY, MSgt, ANG 
Duty Title 







Frequently Asked Questions 


I have a copy of my NGB Form 34-1 from a previous application. Can I just copy it and submit for a 
different job announcement?  
 No. Each NGB 34-1 requires the job announcement number on the top of page one. It must be specific 
for the job announcement.  


May I submit my Resume in lieu of my NGB Form 34-1? 
 No. NGB 34-1 is a required form. 


I noticed on the last page of the NGB Form 34-1 that I must mark “yes” if any of the questions in 
Section IV apply to me. I’m a little embarrassed to mention that I was convicted/forfeited collateral/ 
or am currently under charges or on probation within the parameters described. Is there any way 
around bringing this up?  
Unfortunately, no. Answer the questions honestly and provide the explanation in the available space. If 
you do this correctly your application will not be rejected on this basis. However, if you attempt to omit an 
event that should be included, please be aware that during the application review process the AGR 
Branch Office conducts a separate background check. If it is determined that you did not state an issue 
that should be been included, your application will be rejected.  


I am a drilling Soldier or Federal Technician and I took my last passing APFT on 01 Nov 2018. The 
job announcement I am applying for closes on the 30 July 2021. Is this acceptable? 
No. Your last passing Fitness Test must be within 12 months of the actual date the job closes in order to 
meet the checklist requirement. If COVID related, view AF Fitness Status memorandum. Always attach 
your most recent Fitness Report (Assessment).  


I only have two EPRs to submit, although the checklist requires three. Is that okay?  
View EPR Memo Example. Submit a memorandum or statement explaining the missing document. 


I am an Active Duty member and do not have a DD214. What do I do?   
View Proof of Service Letter. This is available in virtual MPF Personal Data and Proof of Service.  


I am in the Army. My ASVAB scores are on my DD1966 and ERB. Why do I need to submit a REDD 
Report?  
View the REDD Report in the examples above. All branches have different ASVAB scores. Contact your 
local recruiter.  







DEPARTMENT OF THE AIR FORCE 
UNIT 


BASE, STATE 


28 November 2017 


MEMORANDUM FOR RECORD 


SUBJECT: AF21-###, Current Military Grade Requirement 


1. Job Announcement Number: AF21-### reflects, “Current Military Grade Requirement: SrA (E4)
members and above can apply”. I was promoted during the opening and closing of this job
announcement. I understand that I must meet this rank to be considered as a canidate. However, my
current Report of Individual Person (RIP) and Career Data Brief (CDB) does not reflect this rank due
to not being updated. I have attached a copy of my promotion orders that were published effective
01 Jul 2021 and are between the opening and closing of this job announcement.


2. If you have any questions regarding my rank you can contact me at (555) 555-5555 or
joe.schnuffy@us.af.mil.


**Memo must be signed** 
JOE D. SCHNUFFY, MSgt, ANG 
Duty Title 







DEPARTMENT OF THE AIR FORCE 
UNIT 


BASE, STATE 


28 November 2017 


MEMORANDUM FOR RECORD 


SUBJECT: AF21-###, DD 214, NGB Form 23 or 23b, or DD Form 1506 (Statement of Service) 


1. Job Announcement Number: AF21-### requests to provide a DD 214, NGB Form 23 or 23b, or
DD Form 1506 (Statement of Service). However, I am unable to provide this form due to being on
Active Duty status. Once I am relieved from Active Duty status, I will obtain a DD214.


2. If you have any questions regarding my PCARS you can contact me at (555) 555-5555 or
joe.schnuffy@us.af.mil.


**Memo must be signed** 
JOE D. SCHNUFFY, MSgt, ANG 
Duty Title 







DEPARTMENT OF THE AIR FORCE 
UNIT 


BASE, STATE 


28 July 2021 


MEMORANDUM FOR RECORD 


SUBJECT: AF21-###, Enlisted Performance Reports (EPRs)  


1. Job Announcement Number: AF21-### requests that I provide my last three Enlisted
Performance Reports or an equivanlent document. However, I am only able to provide one. I am
unable to provide the previous two due to explain.


2. If you have any questions regarding my EPR’s you can contact me at (555)555-5555 or email me at
joe.schnuffy@us.af.mil.


**Memo must be signed** 
JOE D. SCHNUFFY, MSgt, ANG 
Duty Title 







DEPARTMENT OF THE AIR FORCE 
UNIT 


BASE, STATE 


Defend…Avenge! 


24 August 2021 


MEMORANDUM FOR RECORD  


SUBJECT: AF Fitness Status  


1. The below fitness statistics for identified members are being provided with the most current
copy of AFFMS II R-04 Individual Fitness Report due to system conversion. AFFMSII data has
been pulled to myFitness making AFFMS II a legacy database; however, my Fitness is not fully
operational.


       Member: SSgt Jane R. Smith 
       Last in Person Test Date: 19 November 2019  Composite Score: 91.2% 
       Next Test Date: 31 Nov 2021 
       Member is current and passing IAW ANG COVID guidance dated 2 Apr 2021. 


2. Addess all questions or requirement for additional information to the undersigned at  (555) 555-
5555 or joe.schnuffy@us.af.mil.


**Memo must be signed** 
JOE D. SCHNUFFY, MSgt, ANG 
Installation Fitness Program Manager 
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DEPARTMENT OF THE AIR FORCE 
UNIT 


BASE, STATE 


Defend…Avenge! 


24 August 2021 


MEMORANDUM FOR RECORD  


SUBJECT: AF21-###, Point Credit Summary  


1. Job Announcement Number: AF21-### requests to provide an AF Form 526 – PCARS (Point
Credit Summary) or equivalent document. However, I am unable to provide this form due to being
on Active Duty status.


2. If you have any questions regarding my PCARS you can contact me at (555) 555-5555 or
joe.schnuffy@us.af.mil.


**Memo must be signed** 
JOE D. SCHNUFFY, MSgt, ANG 
Duty Title 







If users are experiencing an “Access Denied” error on the day the job closes, ANG 
Applicants should submit the application packet and screen shot error via DOD SAFE.  


https://safe.apps.mil/ 


-Select ‘Drop-off’.


- In the Add Recipients pop-up:


o Name: Amelia Cruz
o Email: amelia.g.cruz.civ@mail.mil
o Select ‘Add & Close’


- Short note to the Recipients:
o Enter ‘Job Announcement number and Remarks’


- Select ‘Encrypt every file’
o Encryption Passphrase
o Enter ‘AGR Application’.


Do not submit an additional email to confirm your application was received. If your 
application is downloaded, you will receive an email.   


PLEASE NOTE: DO NOT EMAIL YOUR APPLICATION UNTIL THE DAY THE JOB CLOSES AND YOU’VE 


CONFIRMED THAT YOU STILL RECEIVE THE ERROR. IF YOUR APPLICATION HAS ALREADY BEEN 


SUBMITTED IN FTSMCS, DO NOT UTILIZE SAFE.  











