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Introduction

SECTION 1

Overview

Purpose

Over the last year, the CG Institute implemented the use of an electronic
tuition assistance (TA) application process called “eTA” or “WebTA”. The
application is written for Navy personnel. This SOP is generated to assist
CG ESO’s in processing the eTA applications and explains the correlation
between CG terminology and Navy terminology. The information requested
in the eTA application is the same as the paper-based TA application. When
a new application is submitted it will be reviewed and approved by the
member’s Education Services Officer (ESO). Once approved by the ESO,
the application will be electronically forwarded to the Coast Guard Institute
(CGI) for authorization. The ESO still needs to validate course cost(s) and
information prior to approval. The CGI will authorize TA funds & generate
the CGI-1560 TA Authorization (TAA) form. Once authorized, the member
will logon to his/her eTA account and download the TAA. System generated
emails will be sent to the member each time the status of the eTA application
changes.

This SOP is a step-by step-instruction for the ESO to approve an eTA
application.

The purpose of this SOP is to identify, establish and publish a clear and
standardized set of procedures to approve an eTA request in the performance
of a designated ESO’s duties.
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SECTION 2
Establishing a NKO log on

Overview The ESO must first establish a Navy Knowledge Online (NKO) username
and password in order to log into the My Education (eTA) site to approve
the member’s application.

To obtain a NKO log on, go to https://wwwa.nko.navy.mil/portal/home/
(Click on link). If the ESO has already established a log on, then go to
Section 3 for approval procedures.

x
ﬁ LoD MOTICE AND COMNSENT BANMMER.
= You are accessing a .S, Government (USG) information svstem (153 that is provided For USE-authorized use anly,
By using this IS, you consent ko the Following conditions:

- The USG routinely monitors communications occurting on this 1S, and any device attached ko this IS, For purposes
including, but nok limited to, penetration testing, COMSEC monitaring, network defense, quality contral, emploves
misconduct, law enforcement, and counterinteligence investigations.

- Ak any time, the USG may inspeck andfor seize data stored on this IS and any device attached to this IS,

- Communications occurring on or data stored on this IS, or any device attached to this IS, are not private. They are
subject to routine monitaring and search.

- Any communications accurring on or data stored on this IS, or any device attached to this IS, mayv be disclosed
ot used Far amy USG-authorized purpose.

- Security protections may be utilized on this IS o pratect certain interests that are important to the USG,

For example, passwords, access cards, encryption or biometric access controls provide security
for the benefit of the LISG, These protections are not provided For your benefit or privacy and may be modified or
eliminated at the USGE's discretion.

PRIVACY AND SECURITY POLICY

Mawy Knowledge Online (MKO) is provided as a Department of the Mawy service. Use of appropriate
bevlime/photofimage credits is required,

References or hyperlinks herein to any product, service, organization or entity by name, trademark, logo, or
otherwise, does not constitute or imply endorsement, recommendsation, or Favoring by the Department of the Mawy,

The opinions of the authors expressed herein do not necessarily skate or reflect those of the Department of the
Mawy, and shall not be used for advertising or product endorsement purposes. For other than authroized military

activities' sites, the Department of the Mawy does nok exercise any editorial control over the information you may
find.

Unauthorized attempts to upload information or change information on this service are strickly prohibited and may be
punishable under the Computer Fraud and Abuse Act of 1986, the Mational Information Infrastructure Protection Act
and other laws,

Cookie Infarmation - MO does not use persistent cookies (tokens that stay after session closeout and pass
information between the client machine and the server), MKO does use session cookies (tokens that remain active
only urkil vou close your browser) in order to personalize the site based upon wour stated preferences. You can
choose not to accept these cookies and still use the site, but vou will not be able to custamize your personal pages.
Refer to the help information in vour browser software Far instructions on how ko disable cookies,

BY CLICKING 'Ok’ THE USER ACKNCWLEDGES AND AGREES T FOLLOW THESE POLICIES,

e This is the US Government privacy and security policy.
e Click on “Ok”

Continued on next page.
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Establishing a NKO log on Section 2
(Continued)

|| 23 Navy Knowledge Online - Microsoft Internet Explorer provided by United States Coast Guard ===
File Edit Wiew Favorites Tools  Help | A ,'
eBack - -\-) e |ih] @ ;:] ‘ //:j Search *Favnrites €}| [_’:- :\? - e _J "
Address I@ https:{ fwwewa,nko.navy milfportalsplashfiindex. jsp j EY G |Links > @ -

Welcome to NKO
—
¥ Educational Sites
= Electronic Training Jacket (ETJ)
= Mawy Advancement Center
= Mawy College Program
= SMART Transcript
= CMS [ Interactive Detailing
u
7r Navy Sites
= Mawy Personnel Cammand
= BUPERS Online NKO User Name: I
= METC all lower case NKO Login Help
=MNPDC @ ]
= Delayed Entry Frogram (DEF) assword: I
= US Mawy case sensitive - bty Account
= U3 e VD AR - | have real and accert the - Beset Password
= US Navy Reserve terms of the PRIYACY POLICY.
=15 Marine Caorps
LOG IN TO NKO
]
17 Other Governiment Sites New Users Help Desk Contact
= Dept. of Defense (DoD) - Bedister a5 4 hew user COMM: (350) 452-1001, Option 1
= myPay i ' DSM: 922-1001, Option 1
= US Air Force - Download security cerificate Tall Free: (877) 253-7123, Option 2
= U3 Army - Wiew the Reqistration tutorial nete helpdeskg@naw mil
=S Coast Guard
|
This is an Official U.S. Navy Website
Maval Education and Training Command 250 Dallas Street - Pensacola, FL 32508-5220 f
hd|
& Dore l_l_ l_ ’_E @) Trusted sites

e This is the Navy Knowledge Online (NKO) Home page.
e Click on “Register as a new user” (see red square).

Continued on next page.
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Establishing a NKO log on
(Continued)

Section 2

to-date Dol personnel information.

Yiew Further Information for categories of
authorized users,

Please enter the following information

* = REQUIRED

First Mame: joe #

|
Middle Name: Jacob |
|

Last Mame: Coastie :

| *
T

" Example: 123456789

Day of Birth: | 1 vl *
Month of Birth: |Augu5‘r vI *
Year of Birth: | 1987 vl *

Social Security Number:

Privacy Act Statement
Authority: 10 U.S.C. Section 5013,

Type in your First Name.
Type in your Middle Name.
Type in your Last Name.

Click on “Continue”.

Type in your Social Security Number.

Day of Birth — Use the drop down menu to select the day you were born.
Month of Birth — Use the drop down menu to select the month you were born.
Year of Birth — Use the drop down menu to select the year you were born.

Microsoft Internet Explorer

X

L] E Please provide the additional information requested on the next page.
*

e Click on “OK?.
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Establishing a NKO log on Section 2
(Continued)

Flease enter the following information for approval.

Your user
nane is:

joe.coastie

| % Password Requirements

Password: PASSWONGs must contain &t & rminimurm fourteeen (14)
characters, including at least two lower case letters,
two uppercase fetters, two numbers, and two special
characters,

Confirm %
Passwnrd_ [ ETEELEE LY X |

Prinaty | My Caresr :]

Community:

Office g
Phone 425-787-59623 |

Number: Foarnfo s OO X000 ext XOO00K

Zip code: 7 | »

Email: Joe 1. Costie@uscg.mil | ek

aAlternate
armaile jaeblnw@hatmail.cnm| |

WA T
Tl i o
| .
Lafitcl

e Take note of your username.

e Password- Type in a password that can be remembered easily. Be sure to read the
password requirements.

e Confirm Password — Type in the password again exactly the same.

Primary Community — Use the drop down menu to select “My Career” unless your

specific area of study is listed.

Office Phone — Type in a work number that you can be reached at.

Zip Code — Type in the zip code where you currently live.

Email — Type in your email address listed in global (work email address).

Alternate Email — Type in an alternate email address that you can be reached at (home

email address).

e Click on “Register”.

Continued on next page.
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Establishing a NKO log on Section 2
(Continued)

MNKO.,

Your reguest for an account has been accepted. Your
username and additional information are listed below.
Please make a note of your username and be aware it is
case sensitive. If any information listed below is not
correct, use the submit feedback form located on the front
page to inform us of this error,

Account approval will generally occur within 1 to 2
business days. You may try logging in then for access to

Your user name is: joe ; CDaStie
Your first name is: joe
Your last name is: coAastie

Your account type is:

Your rank is:

Your pay grade is:

This screen validates your request for a log on. Be sure to make a note of your username
and password and keep in a safe place. When you are approved you will receive an email
notification from NKO and/or you should be able to log on within 48 hours of the request
date. If your log on is denied or you have any other problems creating an account, please
contact the NKO helpdesk. If you forget your password, go to the NKO homepage and
click on the “reset password” link and answer the questions in the dialogue box. The
NKO system will email you a new temporary password. Please DO NOT contact the

CGlI for a NKO password reset. The CGI can not do password resets for NKO.
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SECTION 3

Approving a member’s eTA Request

Overview This section applies to all ESOs who approve eTA applications. Once the
member submits the eTA application, the ESO will receive an email
notification that the member is requesting approval. The member must
submit all school documentation to the ESO before the ESO can approve the
eTA. Once you have validated the course information, tuition cost & fees,
follow the instructions below to approve the application. Pay special
attention to the fact that the school code list on the CGI website contains
some schools that ARE NOT authorized for CG TA. That list is generated by
the Navy & is used for Navy & Marine Corps personnel. Our policy is
different than theirs regarding what is authorized for TA. The CG does not
authorize TA for clock hours, CEUs and non-credit courses IAW

ALCOAST 367/07.
T4 Application Approval Request Far YMN2 Joe Coastie (ES) (1 ikem)
1 eTaappli... TA Application Approval Request for YRz Joe Costie v Fri5f30/2008 11:24 &M G KB

e Receive email.
e Open email.

UL PRI PR L LA U 11 S I IS L] T | )

Ain Electronic Tuition Assistance (TA) Application has heen submitted to you for approval by a menber of your command. This wewmber is
eligible to receive TA funding.

Please click on the following link, rewview the TA Application, and indicate your approval or disapprowval for this mewber to use TA
funding.

https://eta.cnet.navy.mil/eta/nid/rev.do?10834, 1615387627

The merxber will be notified of your approval or disapproval by an sutomatically generated emsail.

This message was sSent to you by the Sailor/Marine Electronic Tuition Assistance Application Syscem.

e Follow the directions in the email.

e The link for accessing the eTA webpage is https://myeducation.netc.navy.mil. According
to the website, one should not bookmark this webpage. The link shown above
(https://eta.cnet.navy.mil) will redirect you to the “myeducation” link noted above.

Continued on next page.
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Approving a member’s eTA Section 3
Request (Continued)

| 3 This is a U. 5. Governtment Information System - Microsoft Internet Explorer provided by United States Coast Guard - |ﬁ‘ |5|
File Edit Yiew Favorites Tools Help | ||','
O Back + [ - |£| lgl | Search o ¢ Favorites @{ M=
Address I@] https:ffeta.cnet.nawy . milfronsentbanner. html j Go | Links **

I You are accessing a U.S. Government (USG) Information System (IS) that is provided for USG-authorized use only.

By using thiz IZ {(which includes any device attached to this IS), you consent to the followmng conditions:

The TSG routinely intercepts and monitors communications on this IS for purposes including, but not limited to,
penetration testing, COMIEC monitoring, network operations and defense, personnel misconduct (P, law enforcement
(LE), and counterinteligence (CT) investigations.

At any time, the TSG may mspect and setze data stored on thus IS

o Communications using, or data stored on, this IS are not private, are subject to routine monitoring, interception, and
search, and may be disclosed or used for any TUS3G authorized purpose.

This IS includes security measures (e.g., authentication and access controls) to protect USG interests--not for your
personal benefit or privacy.

Motwithstanding the above, using this IS does not constitute consent to P, LE or CT investigative searching o monitoring
of the content of privileged communications, or work product, related to personal representation or services by attorneys,
peychotherapists, or clergy, and their assistants. Such communications and work product are private and confidential See
User Agreement for detadls.

o

E
[&] Dane T & @ mstedstes

e This is the US Government privacy and security policy.
e Click on “OK”

Continued on next page.
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Approving a member’s eTA Section 3
Request (Continued)

IDENTITY MANAGEMENT

Account Management

Loginto ETA

User Mame: [NKO User Hame)

CAC LOGIN | Password:

|
Lagin |

*Please Do Not Bookmark This Page*

You can either login with your GAC card or your NKO user name and
password.

igned to reduce the number of user names and
you need to remember,

Type in your User Name.

Type in your Password.

Click on “Login”.

OR use your CAC card (* see note *).

Note: the first time you log into eTA, you must use your NKO User ID & password. By doing
this, the system will “match” your NKO ID/password to your CAC. After this first time, you can
use your CAC to logon to eTA.

Continued on next page.
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Approving a member’s eTA Section 3
Request (Continued)

 — e

Review Application Your e-mail address is

FPlzase Review ind then aApprove or Reject this application,

Rewviewer's Rate/Rank: |CWO4

Reviewer's Last Mame: |ESO LastName

Reviewer's First Name: [ESO First Name

Review Comment {optional):

Approve Reject |
Application Status i isioy
2008/05/30 Submitted for Submitted, You will be notified via e-
11:22 Command spproval mail upon Command Approval,
200B/05/30 Under Edit Created. Please submit to your CO or

LA By Direction Authority for Approval.

Applicant Information

e Type in your Rate/Rank.

e Type in your Last Name.

e Type in your First Name.

e Scroll down to review application.

e Have school documentation (hard copy of members schedule, with all course

information) in front of you. ESOs should keep all TA application documentation (hard
copy or electronic) on file for 2 months (course info, grades, TA authorizations, waiver
forms, etc.) for the purpose of possible random audits that will be conducted by the CGI
Tuition Assistance and Grants (TAG) Division.

e Compare the school information and the member’s personal information to the
information on the screen.

(this screen continues on the next page)

Continued on next page.
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Approving a member’s eTA Section 3
Request (Continued)

Review Application ‘Your e-mail address is

Please Review and then Approve or Reject this application,

Rewviewer's Rate/Rank: |CWO4

Reviewer's Last Mame: |ESO LastName

Reviewer's First Name: [ESO First Name

Review Comment {optional):

Approve Reject |
Application Status History

2008/05/30 Submitted for Submitted, You will be notified via e-
11:22 Command spproval mail upon Command Approval,
200B/05/30 Created. Please submit to your CO or

LA UGJEE el By Direction Authority for Approval.

Applicant Information

e Make sure all TA policies and procedures have been followed (i.e. not submitting
application more than 90 days prior to start date, course will result in semester or quarter
credit hours (no clock hours), course will receive a letter grade based on a 4.0 scale,
member not receiving full MGIB benefits plus CG TA, etc.).

e If everything is correct, click on “Approve”.

o By clicking on approve you are certifying that you have verified that (a) the
applicant is eligible for tuition assistance, (b) the course(s) listed are being
offered by an accredited institution and the applicant will earn college credit after
completing the course(s) and (c) the applicant has provided you with the
information from the institution showing current tuition cost (d) that no
unauthorized fees are added into the cost and (e) that Officers meet the two or
four year obligated service requirement for active duty and SELRES,
respectively.

¢ If you find a mistake, click on “Reject” and type a comment to member stating why you
rejected the application.

e All corrections, cancellations, extension requests or any other issues/requests will be
processed under the current procedures (i.e. submit the corrections, cancellations or other
requests via TACCTS).

Continued on next page.
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Approving a member’s eTA
Request (Continued)

Section 3

Review Application

Your e-mail address is

This Application may not be Approved or Rejected in its current Status,

This application has besn approved,

Application Status History

2008/05/30 Comrmand
13:28 dpproved
RO D |

T S S S R R

Approved by CWO4
~ and forwarded to USCG
INST with comment:

Submitted, You will be notified via e- :_j

Applicant Information

1. 55N (Rate/Rank & Pay Grade: 9,

SSN on file (YN2 E5)

2. Last MName: 10,
Coastie
3. First Mame;
Joe e
4, Middle Name: 12,
]
5. Daytime Phone: 13,

commercial: {556 ) A55.5655 ext.

GI Bill Enrollment Status:
MNone

Years of Education:
13

Command ULC:

Command Mame:
COMMANDING OFFICER
Command Address:

CG INSTITUTE

e A new status update will be added to the application, stating the ESO approved the
application and the application was forwarded to the CGI.
e The member will receive an email notification of the status change.

Note: ESO’s are annotated as “Command” in the eTA software program.
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