STANDARD OPERATING PROCEDURES (SOP)
FOR
COAST GUARD’S TRAINING SYSTEM
VOLUNTARY EDUCATION FOR SEA SERVICES
(WEBTA)

FOR THE MEMBER

“J
Y -
oy _— - . 4%\, “hiaY
A \ W VRN
e WV J & 1 A 4 "B}
AT Y . L ) a1 r r = T W
i~ . — . —— —
o —— e e e e —_—
Vo e Swe | mm AR S ww —
Vi, W N I 2 T T O AT, A

Office of Training, Workforce Performance & Development (CG-132)
Human Resources Directorate
Coast Guard Headquarters
Washington, DC
December 2009



This page intentionally left blank

December 2009 i
SOP for Member



Table of Contents

ST [ o PSSR OS PSRRI 5
L1l [FTox (o] o OSSR U PSSR RP 5
ST [ 0 USSR SUPRPRRRR 7
Establishing @ NKO LOQ ON....cvviiiiiiiece ettt 7
ST ] T ST 13
NEW APPHICALION ...t ra e teeeenneas 13
View Existing Applications or Print AUthOrzation.............ccceevreneniiieninineeeen 42
FY CaP STALUS ..t 47
WIBW HISTOIY ..ttt bttt e bt sbeentesneenne e 49
N 0] 01 10 1 SRR 51
Establishing @ NKO GUESE LOG ON....oouviiiiiiiiiiiiiie ettt 51
December 2009 i

SOP for Member



This page intentionally left blank

December 2009 iv
SOP for Member



SECTION 1

Introduction

Overview The “My Education” Voluntary Education for the Sea Services” is the
WebTA, which the Navy uses in the field. The CG has been offered to use
this same e-application. The application is written for Navy personnel. This
SOP is generated to assist CG members in processing the Navy WebTA
application with what the CG needs and explains CG terms vice Navy terms.
It allows CG members to request tuition assistance funding for specific
courses that earn college credit. When a new WebTa application is submitted
it will be reviewed and approved by the members Education Service Officer
(ESO). Once approved by the ESO, the application will be forwarded to the
Coast Guard Institute (CGI). The member will receive email notifications
through out the approval process. Each notification will state the status of
the application.

This SOP gives a step-by step-instruction for the member to submit a
WebTA.

The member/student is responsible for:

e Submitting the WebTA application no later than 14 days prior to the
class start date (no clock hours or CEUs or non-credit courses are
authorized).

e Provide the TA Authorization (TAA) to the school.

e Provide a grade report to the ESO after the course. If no grade is
posted in WebTA for prior course(s), WebTA will not allow a new
WeDbTA application if the grade is missing over 42 days.

e Notify the ESO of any change(s) or cancellation of course(s).

e Recommend you keep all personal TA files (i.e. TA Authorizations,
proof of tuition cost & fees, etc.) for at least one year. The CG is
randomly auditing students.

Purpose The purpose of this SOP is to identify, establish and publish a clear and
standardized set of procedures for VVoluntary Education for the Sea Services
(WebTA).
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SECTION 2

Establishing a NKO Log on

Overview The member must first establish a Navy Knowledge Online (NKO)
username and password in order to log into the My Education Voluntary
Education for the Sea Services (WebTA) site. To obtain a NKO log on, go
to https://wwwa.nko.navy.mil/portal/home/ (Click on link).

x
A LoD NOTICE AMD COMSEMT BANMER
= ‘fou are accessing a U.5. Government (USG) infarmation syskem (15) that is provided For USG-authorized use only,
B using this 15, wou consent ko the Following conditions:

- The USi routinely monitors communications occurring on this I3, and any device attached to this IS, for purposes
inchading, buk nok limited ko, penetration testing, COMSEC monitaring, network defense, quality control, employves
misconduct, law enforcement, and counterinteligence investigations,

- Ak any time, the USG may inspect andfor seize data skored on this IS and any device attached to this 15,

- Communications occurting on of data stored on this 15, or any device attached to this 15, are nat private. They are
subject ko rauting monitaring and search,

- Ay communications occurring on or data skared an this 15, ar any device atkached o this 15, may be disclosed
or used for any U3G-authorized purpose.

- Security protections may be utilized on this 15 to prokect certain interesks that are important to the U3G,

For example, passwords, access cards, encryplion or biometric access controls provide secority
for the benefit of the USE, These protections are nok provided for your benefit or privacy and may be modified or
eliminated ak the USG's discretion,

PRIVACY AMND SECURITY POLICY

Mawy Knowledge Online (MEO) is provided as a Department af the Mawy service, Use of appropriate
bevlinefphotofimage credits is required,

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

The opinions of the authors expressed herein do nok necessarily skate ar reflect those of the Department of the
Mawvy, and shall not be used for advertising or product endorsement purposes, For ather than authroized milicary
activities' sites, the Department of the MNawy does not exercise any editorial contral over the information wou may
find.

Unauthorized attempts bo upload information or change information on this service are skrictly prohibited and may be
punishable under the Computer Fraud and Abuse Act of 1986, the Mational Information Infrastructure Probection Act
and ather laws.

Zookie Information - MKO does not use persiskent cookies (tokens that skaw after session doseout and pass
information between the cliznt machine and the server). NEO does use session cookies (tokens that remain active
only until vou close wour brawser) in order to personalize the site based upon wour stated preferences. You can
choose nok b0 accepk these cookies and still use the sike, buk wau will nat be able bo custamize your persanal pages.
Refer bo the help information in wour browser software For instructions on how to disable cookdes,

BY CLICKIMG 'OK' THE USER ACKNOWLEDGES AND AGREES TO FOLLOW THESE POLICIES,

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

Continued on next page.
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https://wwwa.nko.navy.mil/portal/home/

Establishing a NKO Log on Section 2
(Continued)

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

Note: If you are a member of the USPHS, go to Appendix A of this manual for instructions on
“How to obtain a guest log on for NKO”.

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

Type in your First Name.

Type in your Middle Name.

Type in your Last Name.

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.
Click on “Continue”.

e Click on “OK”.

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

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. (take note of
password)

e 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)

e 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, please contact your ESO.
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 CGI for a NKO password reset.
The CGI can not do password resets for NKO.
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SECTION 3

New Application

Overview Once your NKO account has been established, go to https://eta.cnet.navy.mil

(click on link) to access the My VolEd Voluntary Education for the Sea
Services (eTA) site.

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

Continued on next page.
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https://eta.cnet.navy.mil/

New Application (Continued) Section 3

Type in your User Name.
Type in your Password.
Click on “Login”.

OR use your CAC card.

Note: the first time you log into WebTA, 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 WebTA.

Continued on next page.
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New Application (Continued) Section 3

Note: During the entire process of filling out the application, please be sure to review your
answers before submitting each page. The “Back” button can not be used. If you use the “Back”
button you will have to start over. There is another chance at the end of the procedures to edit
the application before the final submittal.

Note 2: Please pay attention to the specific instructions in this SOP, some of the CG member
instructions are different than the instructions listed on the screen (instructions for the Navy).

e This is the My Education site homepage.
e Tofill out a new application:
o Click on “My Tuition Assistance (WebTA)”. (see red square)

Continued on next page.
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New Application (Continued) Section 3

-

o “Eligibility” either welcomes you as eligible or details any eligibility issues
e To create a new application:
0 Click on “Create TA Application™. (see red square)

Continued on next page.
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New Application (Continued) Section 3

) .'L"f_lfltill!([ry Education for the Sea Services
TA Home | Mew Application | Existing Applications | Yiew Application Agreement

FY¥ Cap Status | My History | My Education | Sign Qut

Application Agreement Acceptance You are signed in as BMC SAILOR POPEYE

You must accept the terms of this Tuition Assistance Application Agreement prior to continuing.

Under authority of 5§ USC 301 personal data is requested. Your SSM will be used for identification. This
information will be included in your Education Record retained by the Mavy College Office (NCO) or Marine
Corps Education Services Center. It will not be divulged without your written consent to anyone other than
the U.S. Government and/or school personnel invalved with TA. ¥You are not required to provide this
information; howewver, failure to do so will result in not being considered for TA, For Mavy, paper and/or
electronic copies of the signed TaA Application are retained at the originating NCO for three years and then
shredded or burned. Far Marines, copies of the signed TA Application are retained at the originating Marine
Corps Education Services Center and shall transfer with the Marine to each new duty station. Copies of TA
Applications andfor Authorizations for officers are maintained in their official personnel record for two years
following the end of the last TA funded course. All other records are maintained in electronic format within
the Mavy College Management and Information System {(NCMIS) indefinitely.

print this page

e This is the Application Agreement Acceptance screen.
e Read the Application Obligation carefully!

e Once the obligation is read and understood, scroll down to the bottom of the screen.

Continued on next page.
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New Application (Continued)

Section 3

-2 an

. Name of school

. Term dates involved

. Course name/number

. TA Authorization Youcher number

NETPDTC
Mailing Address: *Commanding Officer

NETPDTC TA Accounting N8115
6490 Saufley Field Road
Pensacola, FL 32509-5241

E-Mail Address: SFLY_TA.Navy@navy.mil
Telephone: DSN 922-1001 %2 x2

Fax:

Commercial 850-452-1001 2 x2

DSN 922-1149
Commercial 850-452-1149

e Click on *“I Accept”.

Note: By clicking “I Accept” you are stating you understand and agree with the Application

Agreement

December 2009
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New Application (Continued) Section 3

Address |@ https: ! fmveducation. nete, navy. milfeta/menufnewapp. doragreement FarmSubnmit=1+Acce) Vl Go | Links @Convert < 5B|8Ct

i

T4 Home | Mew Application | Existing Applications | View Application Agreement
FY¥ Cap Status | My History | My Education | Sign Out

Accept Default Yalues You are signed in a

Based on the school listed on your latest TA document, the system would like to default to Rhodec
International /Quincy, MA US.

Iz this the school offering your class at this time? If you answer No, then you will have to specify your school.

e If you are attending the same school as the previous time you received TA, click on
“YES”,

e If you are attending a different school, click on “No”.

e The last school you attended is located in the first sentence on this screen. (see red
square)

Continued on next page.
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New Application (Continued) Section 3

e Verify or type in the information needed on this page.

e Please pay attention to the specific instructions on the following pages for this screen,
some of the CG members instructions are different than the instructions listed on the
screen.

e If any of the defaulted information on this screen is not correct:

o Edit personal information in Direct Access (DA).

o Contact your SPO for unit information edits. (If you are PCS enroute, your new
duty station won’t show until after your SPO processes your PCS reporting
endorsement.)

o Once information is processed in DA, you can return to this site to fill out and
submit the application.

(instructions for this screen cont. on next page)

Continued on next page.
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New Application (Continued)

Section 3

1. S5M (Rate/Fank & Pay Grade):
doAckkck 1377 (YN2 ES)

1. SSN - Verify the last four of your social security number is correct.

2. Last Mame:
COASTIE

2. Last Name - Verify your last name is correct.

3. First Mame:
JOE

3. First Name — Verify your first name is correct.

4, Middle MName:
s

4. Middle Name - Verify your middle initial is correct.

Continued on next page.
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New Application (Continued) Section 3

5. Day time phone:
e Commercial — Type in a number you can be reached at during the day. It
does not have to be a work number.
e DSN - Ignore this field, does not apply to CG members.

6. FAX:
e Commercial — Type in a number you can receive faxes at. It does not have to be
a work fax number. This field is optional.
e DSN - Ignore this field, does not apply to CG members.

7. Applicant's E-mail Address:

7. Applicant Email Address — Type in your work email address listed in global.

Note: personal email addresses are accepted for Reservists ONLY'!

Continued on next page.
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New Application (Continued) Section 3

8. CO or By Direction Authority's E-mail Address:

8. CO or By Direction Authority’s Email Address — Type in your ESO’s work email
address that is listed in global (NOT THE CO OF YOUR UNIT). If there is more
than one ESO at your unit, type in the ESO that will be approving this TA request.
Only permanent ESO’s designated to approve eTA’s will be listed in this block.

9. GI Bill Enrollment Status — Use the drop down menu to select the Gl Bill
Enrollment Status that applies to you. If you are not using your Gl Bill benefits for
the course on this application, click on “None”.

Note: The only time you can use MGIB and CG TA for the same course(s) is when you are
using the active duty MGIB Top-Up program. Any other use of both programs for the same
course(s) is considered a duplicate payment from the Federal Treasury and is not authorized.
Reservists can use REAP and CG TA for the same course(s). If you are using REAP, please see
your ESO before submitting your eTA application.

10. Years of Education — Use the drop down menu to select the number of years of
education you have currently completed.
e ie... when you graduated high school you completed 12 years of school,
12 + the number of years of college you’ve already completed = the number you will
click on.

Continued on next page.
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New Application (Continued) Section 3

11, Command LIC:
6210071

11. Command UIC - Verify your units OPFAC number is correct. If it’s not correct,
contact your ESO for guidance.

12, Command Name:
COMMAMNDING OFFICER

12. Commanding Name — Will default to “Commanding Officer”.

13, Command Address:
CG INSTITUTE
2900 5SW 64TH ST BEM 235
OKLAHOMA CITY, OK 731696990

13. Command Address — Verify your units name and address is correct.

14. Command Phone:
e Commercial — Type in your ESO’s work phone number.

e DSN - Omit this field, does not apply to CG members.

Continued on next page.
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New Application (Continued) Section 3

15. Your Assigned education office 1s listed. If vou
are located at a different duty station that does
not correspond to this education office or if no
education office is assigned, please select one:

USCG INST/OKLAHOMA CITY, OK US |

15. Your Assigned education office — Verify your unit’s city, state and country is
correct.

e Review entries.
e Click on “Next”.

Continued on next page.
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New Application (Continued) Section 3

olurtary Eduealion for the Sea Services

MNew Application Step 2 of 3 You are signed in as

Instructions

Complete this form and press the Next button. You may press the Previous button to return to the previous
step in the form. All form items are required unless otherwise noted in the form. Click on the I icon to select

the walue for a form item from a list; click on the D—I icon to select the value for a form item from a calendar.

Degree Planning Information

16. Immediate Academic Goal: B3 w
17. Do you have an Education Plan for the Goal listed above? O ves @ No

18, Anticipated Graduation Date if within next 12 months (yyyy/mm); k]

19, If graduating within next 12 months, School Issuing Degree: |not sefected |I>J
20. Hawve you &pplied for Graduation? O ves ® No

21, Do you have a SOCHAY agreement? O ves @ No

22, If yes, SOCHAY: |not sefected |I>J
e e O ves ® ho

24, If yes, NCPDLP School: |not sefected |Dd

[ Previous ] [ M ext ][ Cancel ]

e After question #16 is answered the screen will redirect to the correct set of the questions
that meets your criteria.

e Answer all questions.

e All the questions that are available and the directions on how to answer them are listed
on the following pages. Only use the directions for the questions that you see on the
screen. Otherwise it does not apply to you. Be sure to read all the directions for each
visible question, some of the questions do not apply to CG members.

Continued on next page.
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New Application (Continued) Section 3

e Use the down arrow to select your present academic goal.

Note: do not select High School or VVotech as these are not authorized. High school MAY be
authorized under special conditions and with prior approval from CG-132.

17. Do you have an Education Plan for the Goal listed abowve? C ves & No

e Click “Yes” if you have contacted the CGI VE Dept. for a GG assessment/degree plan
for your present academic goal.
e Click “No” if you have not.

Continued on next page.
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New Application (Continued) Section 3

e If you do not plan on graduating with in the next 12 months, skip this step
otherwise:

e Type in the graduation date [use this format- (yyyy/mm)] or

e Click on the & icon, select the month of your anticipated graduation date.
(Use the arrows on each side of the word “Year” to change to a different year if needed.

e If you skipped #18, skip this step also, otherwise
e Click on the

e Read the directions to locate your school with the “Assist Window”
e Click on the school name to populate the text box.

Note: If your school is not listed contact your ESO.

20, Have vou Applied for Graduation? & yves T No

e If you skipped #18 & #19, skip this step also, otherwise
e Answer the question as it applies to you, Click “Yes” or “No”.

Continued on next page.
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New Application (Continued) Section 3

21, Do you have a SOCKNAY agreement? T ves @ Mo

e For CG members this question refers to a SOCCOAST agreement, Click “Yes” or “No”.

e If you clicked “No” on the previous question, skip this step.
e If you clicked “Yes” on the previous question:
o Click on the

0 Read the directions to locate your SOCCOAST school with the “Assist Window”
o Click on the school name to populate the text box.

are you enrolled in a Mavy College Program

: ; . " ¥
" Distance Learning Partnership (NCPDLP)Y? TR B0

e For CG members this question refers to the DANTES program, Click “Yes” or “No”

e For CG members this question refers to a DANTES program,
e If you clicked “No” on the previous question, skip this step.
e If you clicked “Yes” on the previous question:

o Click onthe

0 Read the directions to locate your DANTES school with the “Assist Window”
o Click on the school name to populate the text box.

Continued on next page.
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New Application (Continued) Section 3

e Review your answers.
e Click on “Next”

Continued on next page.
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New Application (Continued) Section 3

e Read the directions and fill out questions 25-35.

(instructions for this screen cont. on next page)

Continued on next page.
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New Application (Continued) Section 3

e This field will default to the correct school, if you are attending the same school as the
previous time you received TA, and if you clicked “yes’ on the screen that asked earlier
“if the system can default to this school”.

¢ If no school name displays or the wrong school name displays, click on the M
0 Read the directions to locate your school with the “Assist Window”
o Click on the school name to populate the text box.

e Type in the year, month and day the course begins, in the first field, and the year, month
and day the course ends, in the second field.
e Use the calendar icons if needed or use the format shown above.

Note 1: All applications must be received no later than 14 days prior to the course start date.
Note 2: Only list the courses you are taking that have the same start/end dates per application.
(i.e. If you are taking 3 courses, 2 of them start/end on the same date, only list those 2 courses on
this application, fill out a separate application for the third course since it has a different
start/end dates).

e 27.a.—type in the course department and number.
0 Some schools and their courses are listed in the “Assist Window”. That
information is also found on your schedule the school gave you. Type in the
course department and number exactly how is appears on your schedule.

Continued on next page.
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New Application (Continued)

Section 3

e 28.a.—type in the long title of the course (if not already populated by previous step)

exactly how is appears on your schedule.

e 29. a.—type in the location the course will be taken.

December 2009
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3 — Distance Learning (Online Course)
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Continued on next page.



New Application (Continued) Section 3

e 30. a. —type in the course level.
o D - Developmental Level (only applicable if college credit is received)
L — Lower Level(100-299)
U — Upper (300-499)
G - Graduate Level (500>) (Masters & Doctoral level)
V —is not applicable for CG members.

O 00O

e 31.a.—typein courses Primary Instructional Mode:
o0 | - Instructed course
o W - Web based course
o C,P, T,V arenotauthorized at this time.

Continued on next page.
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New Application (Continued) Section 3

e 32.a.-Type in the type of credit hours:
0 S - Semester hours
0 Q —Quarterly Hours
o C & K are not applicable for CG members.

e 33.a.-Type in the number of credits hours.

Continued on next page.
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New Application (Continued) Section 3

e 34.a.-Type in the Cost per Credit.

e 35.a. —Type in the Course Fees - cost accrued from internet, lab, shop or studio fees.
These are the only four types of fees authorized for CG TA.

Continued on next page.
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New Application (Continued) Section 3

If taking more than one course, go to row “b” to enter the second course and “c” for the
third, etc.

Row “e” — Ignore, does not apply to CG members.

Review your entries carefully.

Click on “Save”.

Remember: all courses listed must have same start/end dates, courses with different start/end
dates must be submitted on a separate application.

Continued on next page.
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New Application (Continued) Section 3

Warning You are signed in as BMC SAILOR POPEYE (Mawy E2).

Based on the information you provided in the application the system has generated 1 warning(s).
1. Are you sure that the school you selected, Rhodec International /Quincy, MaA US is offering the

courses you selected?

Do you still want to save this TA application?

ves

e |f the system detects any warnings, it will let you know at this time.

e Click on “Yes” after you acknowledge the warnings and if you want to continue the
application.

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

Continued on next page.
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New Application (Continued) Section 3

Ta Home | New application | Existing Applications | Yiew Application Agreement

FY¥ Cap Status | My History | My Education | Sign Out

View Application You are signed in as BMC SAILOR POPEYE (Mawy E2),

You may perform the following Operations on this Applicatiol\: Change | Submit | Cancel

Application Status History

2009,/10/13 Under Created. Please submit to your CO or By Direction
15:10 Edit Autharity for Approwval,

e Scroll down to review your entire application.

e After reviewing, scroll back to the top of the page.

e If everything looks good, click on “Submit”. (see red square)

e You can cancel your application if needed, click on “Cancel”. (see red square)

[}

If any information needs to be changed, click on “Change”. (see red square)
o This will redirect you do the beginning of the application.
o Change your information as needed.

0 Click “Next” for each screen, until you get back to here, then click on “Submit”.

Continued on next page.
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New Application (Continued) Section 3

fddress | @] https:/fmyeducation.netc.navy.mil/etalappsubmitapp, dotid=132012 v| g Go | Links 77 MEjConvert - ] Selec

=Y L 4 | =

%
»
Wi

Ta Home | Mew application | Existing applications | Yiew Application Agreement
EY Cap Status | My History | My Education | Sign Out

Submit Application You are signed in as BMC SAILOR POPEYE (Mawy E2.

Are you sure you want to Submit this Application for 1 course(s) from Rhodec International/Quincy, Ma US to
your CO or By Direction Authority via e-mail? Once your TA application is Approved by your command, it will
be automatically sent to your assigned education office for review and funding Authorization.

2009/10,/13 Under Created. Please submit to your CO ar By Direction
15:10 Edit Authority for Approval,

e Click on “Yes” to submit.
e |If you do not want to submit the application, click on “No”.

Continued on next page.
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New Application (Continued) Section 3

e At this time the application is submitted to your ESO for approval.

e The application can still be canceled if needed, click on “Cancel”.

e Submit all school documentation to your ESO ASAP. Your ESO can not approve your
eTA application without this documentation. Your TA request is not funded until it is
approved by CGI at which time the TA Authorization letter will be generated, signed and
returned to the ESO and the member (if valid business type email address is in Direct
Access) via TACCTS.

e You will be notified by email upon ESO approval.
e If approved - ESO will forward application to CGI.
e If not approved -you will have to work with them to determine when to reapply.
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View Existing Applications Section 3
or Print Authorization

e To view your existing applications or check the status:
o0 Type in your User Name.
o Type in your Password.
o Click on “Login”.

Continued on next page.
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View EXxisting Applications Section 3
or Print Authorization
(Continued)

e Click on “Existing Application”.

Continued on next page.
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View Existing Applications Section 3
or Print Authorization
(Continued)

e Scroll down.

Continued on next page.
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View EXxisting Applications
or Print Authorization
(Continued)

Section 3

| a Sailor Electronic Tuition Assistance Application - Microsoft Internet Explorer provided by United States Coast Guard

=181x|

File Edit Wiew Favorites Tools  Help

| o

eBack - d - \ﬂ @ Lh | /:__\:' Search ‘;‘\'{Favorites €}| [ - :\ﬁ
Address I@ https:fjeta. cnet. navy. miljeta/menu/listApps. do j Go |Links ”|'@ -

between the time that you submit it and the time that your command approves or rejects it. You may
not change any parts of your TA Application in this status,

® Command Approved - This status is indicated after your command has approved your course(s) and
your T4 Application has been sent to your Mavy College Office (NCO) for review and funding
authorization. You may not change a Ta application in this status,

e Authorized - This status is indicated after the TaA Application has been authorized by the Navy College
Office. You must contact your Mavy College Office if you need to make changes to the authorized Ta
Yaucher,

& Not Authorized - This status is indicated if your Navy College Office (NCO) was not able to process
your request, Contact your NCO for details. Your TA Application will remain in an accessible status for
10 days after the NCO has determined your TA cannot be authorized at the time it was presented to
them,

GCanceled - This status is indicated when a TA application has been retracted. You may cancel a TA
Application if it is in one of the first three categories: Under Edit, Submitted for Cormmand Approval, or
Command approved. If you need to cancel your Ta Application or TA Authorization after it has been
Authorized or Mot Authorized, you must contact your Navy College Office.

[~

£ 0

Oklahoma City Subrnitted for

. 2008/06/02 2008/06/02 cammunity |
e 12:53 12:53 College/Oklahoma City, 2008/01/02  2008/02/0F gomrrg\?gld
oK US PR
Oklahoma City
A08/05/30 2008/05/30 Comrunity .
o o Celloge/Oklshoma City, 2008/08/26 2008/12/0 Authorized
Ok US

Web Tuition Assistance Application version 0.4 / build 20080324

0 I -3

&) Trusted sites

Continued

on next page.

€l

e The status is located in the last column. (See red square).

e To view the entire application or the comments, click on “View”. (see red circle)
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View Existing Applications Section 3
or Print Authorization
(Continued)

e View the entire history of the application or

e If an application has been approved, click on “Print Document” to print the signed
authorization to provide to the school.

e You should also receive a system generated email notification once your application is
approved.
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FY Cap Status Section 3

Tuition Assistance You are signed in as BMC SAILOR POPEYE (Mavy EZ).
Overview

This Tuition Assistance (TA) application allows you to request funding for
specific courses. Please complete all entries on the TA application as
accurately as possible. Before using this system, be sure to have the
following information readily available:

e The email address and phone number of your Commanding Officer or
other official within your command with By Direction Authority

e Your Unit Identification Code (UIC)

e & daytime phone number where you can be reached (this may be the
same as your command phone number)

¢ The name of the school you plan to attend

# The course number, name, and cost per credit unit of the courses you
plan to take

e The amount of any applicable fees {if any)

visit the Mavy College web site at www.navycollege.navy.mil to learn more
about the Tuition Assistance program.

Eligibility

“our eligibility to use this system has been verified.

e To view your TA Cap status for the current fiscal year:
o Click on “FY Cap Status”.

Continued on next page.
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FY Cap Status (Continued) Section 3

e The amount shown does not include applications that have not been authorized by the
CGl yet.
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View History Section 3

e To view the history of courses that you have applied CG Tuition Assistance to:
o Click on “View History”.

Continued on next page.

December 2009 49
SOP for Member



View History (Continued) Section 3

e Use the scroll bar (see red circle) to view the entire history of courses.
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APPENDIX A

Establishing a NKO Guest Log on

Overview The USPHS member must first establish a Navy Knowledge Online (NKO)
username and password in order to log into the My Education Voluntary
Education for the Sea Services (WebTA) site. To obtain a NKO log on, go
to https://wwwa.nko.navy.mil/portal/home/ (Click on link).

x
A LoD MOTICE AND COMSENT BANNER
= ou are accessing a 1.3, Government {USG) information svstem {130 that is provided for U3G-authorized use only,
B using this I3, wou consent ko the Following conditions:

- The U3t routinely monitors communications occurring on this 13, and any device atbached ko this IS, for purposes
including, but not limited to, penetration testing, COMSEC manitoring, network defense, quality contral, employves
misconduct, lavw enforcement, and counterintelligence investigations,

- Ak any time, the USE may inspect andfor seize data stored on this IS and any device attached ko this 1S,

- Zommunications oocurring on or daka stored on this 15, or any device attached bo this I3, are nok private, They are
subject ko routing monitaring and search,

- Ay communications occurring on or data stored on this I3, or any device attached to this 13, may be disclosed
or used Far any USG-authorized purpose,

- Security protections may be utilized on this IS to prokect certain inkerests that are important to the USG,

Faor example, passwords, access cards, encryption ar biometric access controls provide security
for the benefit of the USG, These protections are nok provided For your benefit or privacy and mayw be modified or
eliminated at the USE's discretion.

PRIYV&CY AND SECURITY POLICY

Mawy Knowledge Onling (MKOQ) is provided as a Department of the Mavy service, Use of appropriate
bevlinefphoto/fimage 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, recommendation, or Favoring by the Department af the Mavwy,

The opinions of the authors expressed herein do not necessarily state or refleck 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 not exercise any editorial control over the information vou may
find.

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

Cookie Infarmation - MO does not use persistent cookies (kakens that stay after session closeout and pass
information between the client machine and the server), MO does use session cookies {tokens that remain ackive
only until vou close wour browser) in arder ko personalize the site based upon vour stated preferences. You can
choose not ko accept these cookies and still use the site, but wou will nok be able to customize vour personal pages,
Refer ka the help information in your browser software For instructions on how ko disable cookies.

BY CLICKING 'OK' THE USER ACKMOWLEDGES AND AGREES TO FOLLOW THESE POLICIES.

e This is the US Government privacy and security policy.
e Click on “Ok”
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Continued on next page.
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Establishing a NKO Guest Appendix A
Log on (Continued)

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

Continued on next page.
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Establishing a NKO Guest Appendix A
Log on (Continued)

Type in your First Name.

Type in your Middle Name.

Type in your Last Name.

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.

Type in your sponsor’s NKO Username — At this time Joe Harvey, the Tuition
Assistance Dept. Head at the Coast Guard Institute is the only person authorized to
sponsor CG NKO Guest. His username is joseph.harvey.2, all lower case.

Note: It is very important to type Mr. Harvey’s username exactly as it appears above or he will
not receive the email requesting your log in.

e Click on “Continue”.

Continued on next page.
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Establishing a NKO Guest Appendix A
Log on (Continued)

Microsoft Internet Explorer x|

L] E Werifying your personal information, This process may take some time, Thank you For your patience,
L

e Click on “OK

Continued on next page.
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Establishing a NKO Guest Appendix A
Log on (Continued)

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. (take note of
password)

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

specific area of study is listed.

Phone — Type in a 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 Guest Appendix A
Log on (Continued)

e Read the confirmation.

e Click on “Close Window”

e Once your sponsor approves your guest log in, you will receive an email from
ile.support@navy.mil, stating your guest log in has been approved.

e You must log into NKO first. https://wwwa.nko.navy.mil/portal/home/ with your
username and password.

e ThengotoeTA and log in with your username and password. To log into eTA and
submit a TA Application, see Section 3 of this manual.

Continued on next page.
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Establishing a NKO Guest Appendix A
Log on (Continued)

e Your sponsor will also send you an email stating your guest log in was approved and
directions on how to log in.
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