
ELECTRONIC TUITION 
ASSISTANCE APPLICATION 

Procedures 
(E-TA) 

 
Before you can apply for TuitionAssistance, you must do two things.  

  
First, We are in Phase 2 of BETA testing of the Joint Services Transcript (JST) which is replacing the CG 

Assessment. We ask that you log into the (JST) website at  
  

https://jst.doded.mil/smart/welcome.do 
 

 by using your CAC Card. The JST shows you how much recommended college credit you have already 
earned. After logging in to the website, select transcript to review your unofficial JST. When reviewing the JST, 

pay attention to start/end dates of A and C schools as well as your dates of rank against your Direct Access 
data. If you discover problems, complete a CGI-1562 and include documentation (certificates/course 

completion letters, etc) for those courses to be submitted to your ESO for processing using TACCTS. If your 
JST is correct, you may request your Official Transcript(s) through the JST website at  

 
 https://jst.doded.mil/smart/welcome.do\ 

 
using the Transcript Request option. 

 
 
 

This is to be used as a Desktop reference ONLY.  See Official SOP developed by CGI for additional information. 

https://jst.doded.mil/smart/welcome.do�
https://jst.doded.mil/smart/welcome.do/�


ELECTRONIC TUITION 
ASSISTANCE APPLICATION 

Procedures 
(E-TA) 

 
Second, you must submit a “Request To File Tuition Assistance Application” (D7 Form Revision 

11/2014) through the chain of command to the CO/XO via your Supervisor.  Form must be signed by E-7 or 
above in the Supervisor Block. 

 
Click on link below for “Request To File Tuition Assistance Application” 

 
http://www.uscg.mil/d7/airstaMiami/Downloads/D7%20TA%20Request%20Form.pdf 

 
 
 

This is to be used as a Desktop reference ONLY.  See Official SOP developed by CGI for additional information. 

http://www.uscg.mil/d7/airstaMiami/Downloads/D7 TA Request Form.pdf�


Instructions For Completing The  
Request To File Tuition Assistance Application 

This is to be used as a Desktop reference ONLY.  See Official SOP developed by CGI for additional information. 

Digitally signed by Coastie,Joesph.B.1987654321 
DN:c=US, o=U.S.Government Ou=DoD, ou=PKI, ou=USCG, 
cn=Coastie,Joseph.B.1987654321 
Date: 2013.01.10 15:34:38 -06’00’ 

Coastie,Joseph.B.1987654321 

 
Blocks #1-3 are self-

explanatory. 
 
 
 

Block #4, choose which 
degree you are seeking. 

 
 
 

Block #5 is self-
explanatory. 

 
 
 

Block #6 is self-
explanatory.  You may 

either Hand-Sign or 
Digitally Sign this form. 



Instructions For Completing The  
Request To File Tuition Assistance Application 

This is to be used as a Desktop reference ONLY.  See Official SOP developed by CGI for additional information. 

Block #7 should be 
completed by your Shop 

Chief (E-7 or above). 
 

Form may be either 
Hand-Signed or Digitally 

Signed. 

Digitally signed by Supervisor,Ima.A.1987654321 
DN:c=US, o=U.S.Government Ou=DoD, ou=PKI, ou=USCG, 
cn=Supervisor,Ima.A.1987654321 
Date: 2013.01.10 15:34:38 -06’00’ Supervisor,Ima.A.1987654321 

Digitally signed by Coastie,Joesph.B.1987654321 
DN:c=US, o=U.S.Government Ou=DoD, ou=PKI, ou=USCG, 
cn=Coastie,Joseph.B.1987654321 
Date: 2013.01.10 15:34:38 -06’00’ 

Coastie,Joseph.B.1987654321 



Instructions For Completing The  
Request To File Tuition Assistance Application 

This is to be used as a Desktop reference ONLY.  See Official SOP developed by CGI for additional information. 

Digitally signed by Command,Imin.A.1987654321 
DN:c=US, o=U.S.Government Ou=DoD, ou=PKI, ou=USCG, 
cn=Command,Imin.A.1987654321 
Date: 2013.01.10 15:34:38 -06’00’ 

Command,Imin.A.1987654321 

Only the CO and/or XO are authorized to sign Block #8. 
 

Form may either be Hand-Signed or Digitally Signed. 

It is member’s responsibility to ensure this form is returned to the ESO.   
 

ESO cannot process your Tuition Assistance without this form. 



To complete a new TA application you will need: 

• 1. Air Station Miami ESO’s e-mail address:     
 Robert.W.Sova@uscg.mil 

• 2. Your Unit OPFAC Number 
• 3. Air Station Miami ESO phone number:  (305) 953-2363 
• 4. Your class registration form 
• 5. The above registration form or bill, catalog page, course guide, 

etc. which lists the cost per credit hour, any fees and preferably:  
course name and start/end dates will need to be forwarded to the Air 
Station Miami ESO.  Preferred method via e-mail. 

 
 
 
 
 

This is to be used as a Desktop reference ONLY.  See Official SOP developed by CGI for additional information. 

mailto:Robert.W.Sova@uscg.mil�


Three Step Process 

• 1. Create (if you don’t already have one) a Navy Knowledge Online 
Account (NKO) 
 https://wwwa.nko.navy.mil/portal/home/ 
 

• 2. Use the user name and password from NKO account and go to 
separate eTA website: 
https://myeducation.netc.navy.mil/consentbanner.html 
 

• 3. E-mail ESO a copy of the registration/tuition costs: 
 Acceptable documentation includes:   
 - Scanned documents (e.g., pages from school’s catalog or course guide) 
 - Hard-copy catalog, course guide, etc. 
 - Registration/Billing Information from school (preferred) 

 
 
 

This is to be used as a Desktop reference ONLY.  See Official SOP developed by CGI for additional information. 
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Step 1 - NKO Registration / Account 
 
 
 
 
 
 
 
 
 
 

 

* This is the Navy  
   Knowledge Online  
   (NKO) Home Page. 

* Click on “Register  
   as a new user”  
   (see red square) 

This is to be used as a Desktop reference ONLY.  See Official SOP developed by CGI for additional information. 



Step 1 - NKO Registration / Account (Con’t) 

 
 
 
 
 
 
 
 
 
 

 

• Enter your First Name 
• Enter your Middle Name 
• Enter your Last Name 
• Enter 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. 
 

This is to be used as a Desktop reference ONLY.  See Official SOP developed by CGI for additional information. 

Click OK 

Bob 

Coastie 



Step 1 - NKO Registration / Account (Con’t) 

 
 
 
 
 
 
 
 
 
 

 

• Password:  Enter a password that can be  
   remembered easily. Be sure to read the  
   password requirements. 
• Confirm Password:  Enter 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.  Use 
“ENLISTED” or “OFFICER”. 
• Office Phone: Enter a work number that you 
   can be reached at.  
• Zip Code: Enter the zip code where you 
   currently live. 
• E-Mail: Enter your e-mail address listed in  
   global (work e-mail address). 
• Alternate E-mail:  Enter an alternate e-mail  
   address that you can be reached at (home e- 
   mail address). 
• Click on “Register”. 
 

This is to be used as a Desktop reference ONLY.  See Official SOP developed by CGI for additional information. 

Joe.B.Coastie@uscg.mil 



Step 1 - NKO Registration / Account (Con’t) 

 
 
 
 
 
 
 
 
 
 

 

• This screen validates your  
   request for a logon. 
 

• Be sure to make a note of your 
   username and password and  
   keep in a safe place. 
 

• If your logon is denied, or you  
   have any other problems,  
   contact your ESO. 

This is to be used as a Desktop reference ONLY.  See Official SOP developed by CGI for additional information. 

You will now leave the Navy Knowledge Online (NKO) Website 
 
 

You will need your NKO USERNAME and PASSWORD to access the eTA Website 



Step 2 – eTA Website 

Go To: 

This is to be used as a Desktop reference ONLY.  See Official SOP developed by CGI for additional information. 

You will need your NKO USERNAME and PASSWORD to access the eTA Website 

https://myeducation.netc.navy.mil/consentbanner.html 

*** Do not bookmark this website *** 

https://myeducation.netc.navy.mil/consentbanner.html�


Step 2 – eTA Website (Con’t) 

This is to be used as a Desktop reference ONLY.  See Official SOP developed by CGI for additional information. 

Click OK 



Step 2 – eTA Website (Con’t) 

• Use your “NKO” User  
   Name. 
 

• Type in your “NKO”  
   Password. 
 

• Click on “Login”. 
  

• After initial login you can 
use your “CAC Login” 
button.  

To log in to E-TA 

This is to be used as a Desktop reference ONLY.  See Official SOP developed by CGI for additional information. 



Step 2 – eTA Website (Con’t) 

• Select “My Tuition  
  Assistance (WebTA)” 

This is to be used as a Desktop reference ONLY.  See Official SOP developed by CGI for additional information. 

Joe Coastie, (USCG YN2) 



Step 2 – eTA Website (Con’t) 

     To fill out a new application: 
Click on “Create TA 
Application” 

 
        (Your screen may just say “Application”.  That will also work!!) 

Click Here 

This is to be used as a Desktop reference ONLY.  See Official SOP developed by CGI for additional information. 



Step 2 – eTA Website (Con’t) 

     Read carefully and click “I Accept” button on the next two pages  
(a CG Version of this agreement is coming soon) 

This is to be used as a Desktop reference ONLY.  See Official SOP developed by CGI for additional information. 

Click Here 



 You will be asked if the school you are requesting is the same school you 
last attended.   

 
Click “Yes” - If you are attending the same school listed 
Click on “No” - If the school you are attending is NOT listed 

 

Step 2 – eTA Website (Con’t) 

This is to be used as a Desktop reference ONLY.  See Official SOP developed by CGI for additional information. 



Step 2 – eTA Website (Con’t) 

This is to be used as a Desktop reference ONLY.  See Official SOP developed by CGI for additional information. 

Information in Red Boxes 
MUST read as listed!!  

Make sure default 
information is correct:  Last 
Four, Rate/Rank, Last, First 
and Middle Name. 

Your Work Phone and FAX 
Numbers 

You’re .MIL e-mail 

Robert.W.Sova@uscg.mil Mr. Sova’s E-mail Address 

(area code) work number 

(area code) work fax 

None 

“NONE” 
Should read “NONE” 

TA and GI Bill Benefits are not 
authorized for the SAME Course 
unless you are using “TOP-UP”. 

12 
12 is if you graduated from HS.  
Additional Years of College add 

+1 for each year. 

Unit OPFAC 

Your Duty Station 
Address 
City, State, Zip 

Commanding Officer Default – No Change 
Needed 

(305) 953-2363 
Use Mr. Sova’s 
Phone Number 

Use dropdown menu to Select: 
DIST 7 AIR STATION MIAMI/MIAMI, FL US 

When Complete, Select “NEXT” 



Step 2 – eTA Website (Con’t) 

Type of Degree Currently Pursuing: (AA, AS, BA, BS, MA, MS, etc.) 

This is to be used as a Desktop reference ONLY.  See Official SOP developed by CGI for additional information. 

YES or NO 

Select YES, if school provided 
detailed listing of courses 
needed, otherwise select NO. A 
degree plan is required after 12 
credits paid with TA monies. If known, add Graduation Date, otherwise 

leave blank. 
If known Graduation Date, add school, 
otherwise leave blank. 

YES or NO 

YES or NO 

If YES to 21, Click on Green Arrow and 
select your SOCCOAST School. 

SOCCOAST Agreement? 

SOCCOAST School: 

When Complete, Select “NEXT” 



  

Step 2 – eTA Website (Con’t) 
Joe Coastie. 

This is to be used as a Desktop reference ONLY.  See Official SOP developed by CGI for additional information. 

SOCL 151 Intro To Sociology 3 L W S 3 

Item #27: 
Course – Enter Course 
Department and Number exactly 
as it appears on your schedule.   
Don’t Include section Number. 

Item #28: 
Course Title – Enter Course Title 
exactly as it appears on your 
schedule.   

Item #29: 
Only applicable if course is a 
Foreign Language Course. If it 
is, place “Y” in this block. 

Item #30: 
Course Description: 
 
1. On-base – Actual class     

takes place at a CG Unit. 
2. Off-base – Class that one 

physically attends. 
3. Distance – Classes occur 

online. 
4. Credit by Examination 

Item #31: 
Course Level: 
 
Course Numbers beginning with: 
 
100 or 200 are “L” Level 
300 or 400 are “U” Level 
500 or 600 are “G” Level 
0-099 are “D” Level 
(only use if receiving college credit) 

Item #32: 
Mode of Instruction: 
 
I = Instructed (lecture) course (in 
class) 
W = Web-based course (online) 

Item #33: 
Enter type of Credit 
Hours: 
 
S = Semester Hours 
Q = Quarterly Hours 

Item #34: 
Number of Credit Hours: 
 
How many credit hours is 
the class worth. 

Item #35: 
 
Cost Per Credit Hour 

Item #36: 
 
1. Internet 
2. Laboratory 
3. Shop 
4. Studio 
5. Technology 
6. Resource 
7. Library 
 
       These 7 Fees are 

the only fees that 
can go in this box.   

When Completed Select “SAVE” 

Name of School 

Start Date End Date 

161.01 

When taking more than 1 
Class, if the classes have 
different Start / End 
Dates, a new application 
is needed for each class. 



• If the system detects any warnings, it will let you know at this time. 
• Click on “Yes” after you acknowledge the warnings and if you want to continue the 

application.  
• Click on “No” if you do not want to continue the application.  

Step 2 – eTA Website (Con’t) 

To Continue, Click “Yes” 



WARNINGS 
 

There are two (2) warnings that will automatically deny your TA: 
 

– Your End Of Enlistment (EOE) date must occur after the end of 
your class. (Example: If your class ends 31 May 2010. Your EOE 
date must be at least 01 June 2010 or later). If this is not the 
case you will have to go through the process to extend your 
enlistment AND submit all of the documentation to the ESO.  

  

– You have an outstanding TA Debt or you are missing grades 
from a previous class. If you are missing grades, you will have to 
submit your grades to the ESO and they will forward to CGI for 
processing. Once posted, you will be able to continue with your 
electronic application. If you have an outstanding dept, you will 
have to pay the dept and wait for the information to process.  

 

Step 2 – eTA Website (Con’t) 

This is to be used as a Desktop reference ONLY.  See Official SOP developed by CGI for additional information. 



Review Your Application: 
•If everything looks good, click on “Submit”. 

•You can cancel your application if needed, click on “Cancel”. 

•If any information needs to be changed, click on “Change”.  

Step 2 – eTA Website (Con’t) 

This is to be used as a Desktop reference ONLY.  See Official SOP developed by CGI for additional information. 



• Verify that you actually want to submit the application 
• You must click the “Yes” button to submit your application 

This is to be used as a Desktop reference ONLY.  See Official SOP developed by CGI for additional information. 

Step 2 – eTA Website (Con’t) 

Click “Yes” to submit 



• The application has been sent to your ESO via E-mail. 
• The application can still be canceled if needed, click on “Cancel”. 
• If everything is completed, you can now “Sign Out”. 

This is to be used as a Desktop reference ONLY.  See Official SOP developed by CGI for additional information. 

Step 2 – eTA Website (Con’t) 

Robert.W.Sova@uscg.mil 

Make sure Air Station 
Miami’s ESO’s E-mail 
address is listed 
correctly. The ESO 
will be notified via E-
Mail that you have 
submitted an 
application. 



To check on Existing Applications or if you receive notice your 
application has been approved 

•Log in to e-TA as 
normal 

•Click on “Existing 
Applications”  

Step 2 – eTA Website (Con’t) 

This is to be used as a Desktop reference ONLY.  See Official SOP developed by CGI for additional information. 



Scroll down 

Step 2 – eTA Website (Con’t) 

Existing Applications (Con’t) 



The status is located in the last column. (See red square). 
To view the entire application or the comments, click on “View”. (see red circle)  

This is to be used as a Desktop reference ONLY.  See Official SOP developed by CGI for additional information. 

Step 2 – eTA Website (Con’t) 



Once you receive an E-mail notifying you that your request has been approved, 
click on “Print Document”.  The eTA Authorization will then open up. 

This is to be used as a Desktop reference ONLY.  See Official SOP developed by CGI for additional information. 

Step 2 – eTA Website (Con’t) 

 You are signed in as Joe B. Coastie (E5) 

Joe.B.Coastie@uscg.mil 



This is your TA Authorization.  Print the document, and then you must put your 
SSN in the appropriate space and then sign the document.  Once this has been 
completed, you can forward the document to the school by whatever means the 
school will accept (i.e. Fax, Scan-to-Email, hand carry, etc.) 

This is to be used as a Desktop reference ONLY.  See Official SOP developed by CGI for additional information. 

Step 2 – eTA Website (Con’t) 

SSN 

 You are signed in as Joe B. Coastie (E5) 

Joe.B.Coastie@uscg.mil 

Coastie, Joe B.  

CGI201388888 

CGI201388888 U. R. Ready 

999-555-1111 Digitally signed by Ready, Uareah  
Betterbe 1987654321 
DN:c=US, o=U.S.Government 
Ou=DoD, ou=PKI, ou=USCG, 
cn=Ready 
Uareah.1987654321 
Date: 2013.01.10 15:34:38 -06’00’ 

Signature 

When everything has been completed, close this page. 



FY Cap Status:  To find out how much TA you have left in the current 
Fiscal Year (FY), follow instructions below: 

•Log in to e-TA as 
normal 

•Click on “FY Cap 
Status”  

This is to be used as a Desktop reference ONLY.  See Official SOP developed by CGI for additional information. 

Step 2 – eTA Website (Con’t) 



FY Cap Status (con’t) 

• Until funds are obligated, the amount shown does not include 
applications that have not been actually authorized by the CGI yet.  

Step 2 – eTA Website (Con’t) 

This is to be used as a Desktop reference ONLY.  See Official SOP developed by CGI for additional information. 



View Your History 

•Log in to E-TA as 
normal 

•Click on “View History”  

This is to be used as a Desktop reference ONLY.  See Official SOP developed by CGI for additional information. 

Step 2 – eTA Website (Con’t) 



To View Your TA History (Con’t) 

Use the scroll bar 
to view the entire 
history of courses.  

This is to be used as a Desktop reference ONLY.  See Official SOP developed by CGI for additional information. 

Step 2 – eTA Website (Con’t) 

Scroll Bar 



Forward supporting documents to your ESO.  (i.e. registration form or 
bill, catalog page, course guide, etc.) which lists the cost per credit 
hour, any fees and preferably:  course number and name and start/end 
dates will need to be forwarded to the Air Station Miami ESO.  
Preferred method via e-mail.  (Example Below) 

This is to be used as a Desktop reference ONLY.  See Official SOP developed by CGI for additional information. 

Step 3 – Supporting Documents For TA 

88888888 
Joe B. Coastie 
12345 Coast Guard Drive 
Anywhere, USA  12345 
SSN: 0000 
Student ID: 1234567 

Cost Per Credit Hour Course Fees 

Course 
Number 

Start / End Dates Course Name 
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