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Log in to your service’s ATAAPS portal and 

navigate to the ATAAPS Menu as shown above.

Air ATAAPS Link: https://af.ataaps.csd.disa.mil/

Army ATAAPS Link: https://ataaps.csd.disa.mil/
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Click on “Labor”.



Click on “InsertRow”.



Select “DEFAULT” for 

the Job Order.

Select “LN” for the 

Type Hr.

Enter the number of 

hours the employee 

spent in a Weather & 

Safety Leave status 

on each date.

In Air ATAAPS, select 

“STANDARD” for the 

Job Order.



Click “Save”.



Click “NtDiff/Haz/Oth”.



Click “Add” in the Hz/Oth row.



Scroll down the menu until you find:

“PS    Weather and Safety Leave”



Click the “PS    Weather and Safety Leave” to highlight it 

and then Click “Reason.”

Put check marks in these boxes to code multiple days.



Click “Save”. Note the appearance of “PS” 

in the Hz/Oth row.



Repeat this process as necessary for other dates.

You will notice that the Hz/Oth row isn’t visible when you 

return to this timecard from view other screens. Click the 

“NtDiff/Haz/Oth” button to confirm the “Hz/Oth” coding.



Click “Menu”.

Click “Menu” to return to the ATAAPS Menu.



Click “Leave Request”.



Click “New Leave Request”.



Click “Submit”.

Check this box to certify 

the purpose of the leave.

Enter an appropriate 

remark for the reason 

for the request.

Use the “Purpose” menu 

to select “PS – Weather 

and Safety Leave”.

Input the dates/times 

you coded on the 

timecard for “PS”.

Repeat this process until 

you submit leave requests 

for all time periods coded 

for “LN – Administrative” 

and “PS” on your timecards.
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