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Please refer to Civilian Fitness Policy for more information about this procedure. 
 

How to add School/Fitness Time in ATAAPS 

Please discuss the time and days with your supervisor before making changes in ATAAPS. 
Once approved, please conduct the following procedures in ATAAPS.  

 

Change your regular work hours (as shown below). Insert new Row Select LN (as shown) 

 

Click SAVE, then Click . There will be an “Add” (please refer to image below). 

 

Click on one of the “Add” shown in the image above.  
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Scroll down until you see reason code PF. Select PF  Place a on the other days as well.  

 

Your screen should look like the image below. Then click Reason. 

 

Once complete, your screen should look like the image below. Click SAVE  

 


