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Introduction

SECTION 1

Overview

Purpose

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
WebTA application if the grade is missing over 42 days.

¢ 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.

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).

May 2010
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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).

Windows Internet Explorer =3

l DO0 NOTICE AND CONSENT BAMMER

M,
You are accessing a .5, Government (U5G) Information Systern (I5) that is provided for
USG-autherized use only.

By using this IS (which includes any device attached to this I5), you consent to the following
conditions:

- The USG routinely intercepts and monitors communications on this IS for purposes including, but
not limited to, penetration testing, COMSEC monitoring, network operations and defense, personnel
miscenduct (PM], law enforcement, (LE], and counterintelligence (CI} investigations.

- At any time, the USG may inspect and seize data stered on this IS,

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

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

- Motwithstanding the above, using this IS does not constitute consent to PM, LE or Clinvestigative
searching or monitering of the content of privileged communications, or work product, related to
personal representation or services by attorneys, psychotherapists, or clergy,and their assistants. Such
communications and work product are private and confidential, See User Agreement for details.

PRIVACY AMD SECURITY POLICY

Mavy Knowledge Online (NKQ) is provided as a Department of the Navy service. Use of appropriate
byline/photo/image 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, recornmendation, or favoring by the
Department of the Navy.

The epinions of the authors expressed herein do not necessarily state or reflect those of the

Department of the Navy, and shall not be used for advertising or preduct endorsement purposes.
For other than authorized military activities' sites, the Department of th..

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

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

Establishing a NKO Log on Section 2
(Continued)

| 3 Navy Knowledge Online - Microsoft Internet Explorer provided by United States Coast Guard = Iﬁ‘ Ill
File Edit Yiew Favorites Tools Help | i ,'
3 A = M ; = 3 E £
Qo - © - 1x] ] () e crons @] (2 @ - ) ¢ [AK
Address I@I hktps:ffwveea, nko.nawy milfportalfsplashfiinde:. jsp
Welcome to NKO
| —
r Educational Sites
= Electranic Training Jacket (ETJ)
= Mawy Advancement Center
= Mawy College Pragram
= SMART Transcript
= CMS [ Interactive Detailing
u
7r Navy Sites
= Mawy Personnel Command
= BUPERS Cnline NKO User Name: I
= METC all lower case NKO Login Help
=MNPDC THE ]
= Delayed Entry Program (DEF) assword:
= U3 Naw case sensitive - My Accaunt
= US Navy Blue Angels | hawve read and accept the R
- Reset Passward
= W8 e e I™ terms of the PRIVACY POLICY.
=S Marine Carps
LOG IN TO NKO
u
71 Other Government Sites New Users Help Desk Contact
= Dept. of Defense (DoD) - Renister as a new user COMM: (8500 452-1001, Option 1
>mVPE_W i r DSM: 922-1001, Option 1
= LIS Air Farce - Download security cerdificate Toll Free: (877) 253-71232, Option 2
= U3 Arry - View the Redistration tutarial nete.helpdeski@nawy.mil
=113 Coast Guard
|
This is an Official U.S. Navy Website
Maval Education and Training Command 250 Dallas Street - Pensacola, FL 32508-5220 b
& Dore [T [ |5 @ Trusted sites

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)

Please enter the following information
* = REQUIRED

First Mame: Jlos | #

Middle Mame: John |

Last Mame: Cpastie | *

LL L LR L2 L] | Ly

Social Security Number:
Example: 123456789

Day of Birth:
Month of Birth:

Year of Birth

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”.

Microsoft Internet Explorer x|

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

e Click on “OK?.

Continued on next page.
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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. (take note of
password)

e Primary Community — Use the drop down menu to select “My Career” unless your
specific area of study is listed.

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

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

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

e 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, 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.

May 2010
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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.

|| 2 This is a U. 5. Governtment Information System - Microsoft Internet Explorer provided by United States Coast Guard ===
File Edit Wiew Favorites Tools  Help | r';'
" —~ N T
G Back - \_) e Iﬂ IELI .'_‘J / ! Search \;\'/ Favorites 6‘? | = Wl - %
Address I@] https:ffeta.cnet.navy milfconsentbanner, html j Go | Links »|
i You are accessing a U.S. Goveanment (USG) Information System (IS) that is provided for USG-authorized use only.

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

o The TTEG routinely intercepts and monitors comtmunications on this IS for purposes including, but not limited to,
penetration testing, COMSEC monitoring, networl: operations and defense, personnel misconduct (PM), law enforcement
(LE), and counterintelligence {CI) investigations.

At any time, the TS may mspect and seize data stored on this IS

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 3G authonized purpose.

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

Notwithstanding the above, using this I3 does not constitute consent to PI, LE or CI investigative searching or monitoring
of the content of privileged communications, or worlk product, related to personal representation or services by attorneys,
psychotherapists, or clergy, and their assistants. Such communications and work product are private and confidential See
Tser Agreement for details.

o

|
EEED T & @ rstedsies

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

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

New Application (Continued) Section 3

3 Sign In - Microsoft Internet Explorer provided by United States Coast Guard lﬂl;lﬂll
File Edit View Favorites Tools Help | ﬂ"
o Back = J D B -,»h | )'—'1 Search i‘:{ Favarites @ | L: :‘\, "~ _J BT,:?

Address IE https: fflogin.nka.navy . milfssofjsp/seawarrior-login-custom, jsp?siteZpstoretoken=v1, 4~99E1A2D5~D56CACEDE2F3BCCSDQ?ZDBQD?QE?ZASSF‘I1E2298038?6CDEFC?BAE3FJ = ] | Links **

V/ T - || | [&search ~ Mriohion | & € B | zip code: | # ||evevaren|| ) Too: >

IDENTITY MANAGEMENT

Account Management

Loginto ETA

User Hame: [NKO User Name)

I

CAC LOGIN | Password:

*Please Do Not Bookmark This Page*

You can either login v our CAC card or your NKO user name and & £ = .
password. *nlic ¢ av.

7 =
[ETooms I_I_I_I_EIW

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

SIGH IN SUCCESSEUL

Walcome, BMC SAILORE POPEYE (Mavy E2).

YOU 3re now Seied in

) ; Please select one of the following options o continug:
Coast CGuard Tnstituls

& Ny Tultlon Assistance (WehTA])
i Dentile,
& My History

+ My Missing Grades

a Bss Temmeerink fMiacema Shname imen FTORAADTY

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:
0 Click on “My Tuition Assistance (WebTA)”. (see red square)

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

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

Overview

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

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

& Your Unit Identification Code (LICY

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

e The name of the school you plan to attend

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

*« The amount of any applicable fees (if any)

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

Eligibility
—

Your ehgibility to use this system has been verified.

o “Eligibility” either welcomes you as eligible or details any eligibility issues

e To create a new application:
o0 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
T4 Home | New Application | Existing Applications | Yiew Application Agreement

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

Application Agreement Acceptance You are signed in as BMC SAILOR POPEYE (I

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 SSK will be used for identification. This
information will be included in your Education Record retained by the Mavy College Office (WCO) or Marine
Corps Education Services Center, It will not be divulged without wour written consent to anyone other than
the U.5, Government and/or school personnel involved with TA. You are not required to provide this
information; howewer, failure to do so will result in not being considered for T4, For Navy, paper and/or
electronic copies of the signed T4 Application are retained at the originating MCO for three years and then
shredded or burned. For Marines, copies of the signed TaA 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 and/or Authorizations for officers are maintained in their official personnel record for two years
following the end of the last TA funded course, All ather records are maintained in electronic format within
the Mawvy College Management and Information System (NCMIS) indefinitely,

print this page

e This is the Application Agreement Acceptance screen.
¢ 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

. Name of school

Term dates involved

. Course name/number

. TA Authorization Youcher number

-0 an

NETPDTC

Mailing Address: *Commanding Officer
NETPDTC TA Accounting NB115
6490 Saufley Field Road
Pensacola, FL 32509-5241

E-Mail Address: SFLY_TA.Navy@navy.mil

Telephone: DSN 922-1001 %2 x2
Commercial 850-452-1001 12 12
Fax: DEN 022-1149

Commercial 850-452-1149

Tuition Assistance is available under Federal Law 10 USC 2007. By pressing the I Accept button on
this web page, I certify 1 have read, understand, and will comply with all of the governing voluntary
education instructions and the provisions on this form. I understand I will pay all costs over and
above the amount of tuition assistance authorized.

Commissioned Officers Only: By pressing the { Accept button on this web page, 1 agree, in
accordance with 10 USC 2007, to remain on active duty for two (2) continuous years after
completing the course(s) on this form. This obligation runs concurrently with any remaining
obligated service time. This agreement does not obligate the military service to retain me on active
duty. If allowed to voluntarily resign before my two year obligation is served, I will repay the
governmeant a portion of TA expended on my behalf during my last two years of active duty in
accordance with 10 USC 2005. Reimbursement of TA does not negate the obligation.

| Accept | Do Mot Accapt

e Click on “I Accept”.

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

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

Address |@ https:{{myeducation.netc. nawy. milfetafmenu/newspp. do?agreementForm3ubmit=I+Accef V| Go Links @Convert - Select

T4 Home | Mew application | Existing Applications | Yiew Application Agreement

E¥ Cap Status | My History | My Education | Sigh COut

Accept Default Values You are signed in a

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

Is this the schoaol offering your class at this time? If you answer Mo, then you will have to specify your schoaol.

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

New Application step 1 of & TOU are signed in as 10 ¢ on e e T BT T e

Instructions

Complete this form and press the Mewt button, All form items are required unless otherwise noted in the form.

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

Applicant Information

1. S5M {Rate/Rank & Pay Grade): 9, GI Bill Enrallment Status:
dokioiok 2222 (YNZ ES) [ -]

2, Last Mame:

10, Years of Education:

COASTIE =

3. First Name:
JOE

4, Middle Mame: 11, Command UIC:
g 6210071

E. Daytime Phone (click here far int'l numbers?: 12, Command Name:

commercial; (l_) |_

DSH:

commercial; (l_) |_-

DSN:

COMMAMNDING OFFICER

13. Command Address:
CG INSTITUTE
5900 SW 64TH ST RM 235

—

14, Command Phaone {click here for int'l numbers):

commercial: (I_) I_ I_ ext. I_
I_

[ Texe [
[ Text [
6, FaX (click here for int'l numbers): OKLAHOMA CITY, OK 731696990
[ et [
[ Tewe [

!

7. spplicant's E-mail Address: DSh: | | ext.

| JoeCoastie@uscg.mil 15, Your Assigned education office is listed. If you

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

are located at a different duty station that does

May 2010

not correspond to this education office or if no
education office is assigned, please select one:

|USCG INST/OKLAHOMA CITY, OK US |

= l Cancal I

Verify or type in the information needed on this page.

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.

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

o Edit personal information in Direct Access (DA).

o0 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.)

o0 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):
HAkAR2IZT (YNZ 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 Mame:
S

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

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

5. Daytime Phone (click here for int'| numbers):

commercial: dEEE y |555 -|5555 axt,

DS - gxt,

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 {click here for int'l| numbers):

commercial: (I b - ext,
DSM: = ext. |
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:

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 GI 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. ¥ears of Education:
-
-

9
10
il
1z
13
14
15
16 —i

o o
18 -
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:
COMMANDING OFFICER

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

13, Command Address:
CG INSTITUTE
5900 SW 64TH ST RM 235
OKLAHOMA CITY, OK 731696990

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

14, Command Phone (click here for int'l numbers):

commercial: rj ) i axt,

OSM: - ext,

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 is 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:

USCGE INST/OKLAHOMA CITY, COK LS |

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

correct.

Applicant Information

1. 55N {Rate/Rank & Pay Grade):
HokAk A 2222 (YN2 ES)

2. Last Mame:
COASTIE

3. First Mame:
JOE

4. Middle Name:
5

E. Daytime Phone {click here for int'| numbers):

commercial: (|555 4 [555 -|5555 gyt |

DS R ext. |
6. FaX (click here for int'l numbers):
commercial: (!555 ) |555 _I5555 ent, |

[

7. Applicant's E-mail Address:

DSH: aut, |

IJDE J.Coastiefuscg.mil

B. CO or By Direction Authority's E-mail Address:
IJDe.CDasties.ESO@uscg.mil

e Review entries.
e Click on “Next”.

10.

11,

1z,

T

15.

Mexdt

. GI Bill Enrollment Status:

Mone -

Y¥ears of Education:

|13 "l

Command UIC:
6210071

Command Mame:

COMMAMNDIMNG OFFICER
Command Address:

GG INSTITUTE

5900 SW 64TH ST RM 235
OKLAHOMA CITY, OK 731696990

. Command Phone {click here for int'l numbers):

commercial: (|555 y |555 -[5555 eyt |

DSM: [ ext. |

Your Assigned NCO is listed. If you are located at
a different duty station that does not correspond
to this NCO or if no NCO is assigned, please
select one:

!USCG IMST/OKLAHOMA CITY, Ok US

May 2010
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New Application (Continued) Section 3

oluntary Education for the Sea Services

New Application Step 2 of 3 You are signed in as

Instructions

Complete this form and press the Newt 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 S| icon to select

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

Degree Planning Information

16. Immediate Academic Goal: B3 ¥
17. Do ywou have an Education Plan for the Goal listed above? O ves @ Mo

18. Anticipated Graduation Date if within next 12 months (yyyy/mm): [>_|

19, If graduating within next 12 months, School Issuing Degree: |not selectad |I>J
20, Have you Applied for Graduation? O ves @ Mo

21. Do you have a SOCNAY agreement? O ves ® Mo

22, If yes, SOCKHAY: |not sefectod |I>J
B T e O ves © o

24, If yes, NCPDLP Schoal: |not selectad |[>J

[ Frevious ][ MNext ][ 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

16, Immediate Academic Goal: Ab _:I

High School
Votech

b

ES

Juk3

FhD

Frofessional Degree

!not selected | P

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

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

17, Da you have an Education Plan for the Goal listed above? © ves * Mo

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

18, Anticipated Graduation Date if within next 12 months {yyyy/mm: | |

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.

19, If graduating within next 12 months, School Issuing Degree: !nor selected |L‘d

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

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 you Applied for Graduation? & ves O 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 SOCHAY agreement? T ves = Mo

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

22, If yes, SOCHAY: ot selected |[>J

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”
o0 Click on the school name to populate the text box.

Are you enrolled in a Mavy College Program

: : : O o
" Distance Learning Partnership {NCPDLPY? TS hiO

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

24. If yes, NCPODLP School: |not selected |[;d

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 on the
|

0 Read the directions to locate your DANTES school with the “Assist Window”
o0 Click on the school name to populate the text box.

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

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 e icon to select

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

Degree Planning Information

16, Immediate Academic Goal. |BS j

Do you have an Education Plan for the Goal listed

v C

17, Sbae Yes Mo

Anticipated Graduation Date if within next 12 i_
18, months (yyyy/mm); 2009/ 06 D_I
19 If graduating within next 12 months, School Issuing  |Oklahoma City Community College/Oklahoma 5]

" Degree:; City, OK US
20. Have you Applied for Graduation? * vyag " Mo
21. Do you have a SOCNAY agreement? * vyag " Mo
; Oklahoma City Community College/Oklahoma

22, If yes, SOCHAY: City, OK US =]

Are you enrolled in a Mavy College Program
" Distance Learning Partnership (NCPOLP)?

24, If yes, MCPDLP Schoal: !not selected |I>J

Prewious I [Next | Cancel |

C ves & No

e Review your answers.
e Click on “Next”

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

Complete this form and press the Save 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 EI icon to select the wvalue for a form item from a calendar.

Gourse Request Information

25, School Mame: |Ok|ah0ma City Communit\; College/Oklahoma City, OK US |I>:|

26, Term Start - End Date (yyyy/mm/dd): | =l - k=]

o | E— [l [ [l T |
| —= | | JERN = R Rl [ |
o | = I NE|N=(HE|HE ) [ !
Ol — | | =N el i =R [ |
Clear Checked |
[ Previous | Save | Cancel |
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

2E. School Mame: |E><|:el5i|:|r College/albany, MY |[I£|

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”.

e If no school name displays or the wrong school name displays, click on the [EI
0 Read the directions to locate your school with the “Assist Window”
o0 Click on the school name to populate the text box.

26. Term Start - End Date (yyyy/mm/dd): | EI - | [EI

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).

a. |EwcLiziz ||

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

I!nn:_q‘l ish Comwposition 2

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.

gs

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

0 1-0n- base

2 — Off — base

3 — Distance Learning (Online Course)
4 — Credit-by-examination

(elNelNe]
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New Application (Continued) Section 3

L k]

e 30.a.—type in the course level.

[zl

May 2010
SOP for Member

0}

O O0OO0O0o

©Ooop

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.

.a.—type in courses Primary Instructional Mode:

| - Instructed course
W - Web based course
C P, T,V are not authorized at this time.

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

5l

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

B

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

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

| L b

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

I 35.00

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

e Frorzssran: srero|EEIEEIEEIEEIE b sl cecon
b. |7@ | | [l [ERN ERY [ | |
e[kl | NE | NS | NS |NE || | |
d [kl | [ed [ [l [ | | |
e, Term/Semester Fees (aptional) |

Frevious | Savel

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

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

e Review your entries carefully.

e 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 (Mavy E2).

Bazed 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?

es

e If 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 | Mew Application | Existing Applications | MWiew Application Agreement
FY Cap Status | My History | My Education | Sign Out

Yiew Application vou are signed in as BMC SAILOR POPEYE (Mavy E21,

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

Application Status History

2009410413 Under Created. Please submit to your CO or By Direction
15:10 Edit authority 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)

¢ 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)
o0 This will redirect you do the beginning of the application.
o0 Change your information as needed.

o0 Click “Next” for each screen, until you get back to here, then click on “Submit”.

Continued on next page.

May 2010 39
SOP for Member



New Application (Continued) Section 3

fddress | @] https:/imyeducation.nete.navy.miljetafapp/submitipp. dotid=132012 V|| gd Go  Lnks 77 MEGConvert - []Selec

ey

L
.
Ml

T& Home | Mew Application | Existing Applications | ¥iew Application Agreement
FY¥ Cap Status | My History | My Education | Sign Ouf

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 or 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

MY VolEd
7 \olu

ntary Education for the Sea Services

Ta Home | New Application | Esisting Applications | Yiew Application Agreement
FY¥ Cap Status | My History | My YolEd | Sign Out

View Application ou are signed in as YH2 { ES).

You may perform the following Operations on this Application: Eesubmit | Cancel

This application has been submitted to your CO or 8y Direction Authority via e-mail,

Application Status History

2009/03/30 Submitted for Submitted. You will be notified wia e-

10:00 Command approval Qldscadnh mail upon Command approval,
SngSQQDHfBD Under Edit Created. Please submit to your CO or

By Direction authority for approval,

Applicant Information

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.

¢ 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

3 Sign In - Microsoft Internet Explorer provided by United States Coast Guard lgll;lilﬂ
File Edit Wiew Favorites Tools  Help | ?’

@Back e \) e E @ i:‘_J | f':‘ Search *Favontes @ Bv k_\; A - |_J EE,:Z

Address @ https:,i,l’login.nko.navy.miI,l’sso,l’]'sp,l’seawarrior-login-custom.jsp?siteZpstoretDken=v1.4~99E1A2D5~D56CACEDEZFSBCCSDQ?ZDBQD?QE?2A33F41E2298038?6CDEFC?BAE3Eﬂ Go | Links *

8] us coastcuaro | || x| [Busearcn » Mrorion | & € & | zip code: | # ||evevaren|| 4] Too | -

| v

IDENTITY MANAGEMENT

Account Management

Loginto ETA

User Name: [NKO User Narme)

I

CAC LOGIN | Passworil:

*Please Do Not Bookmark This Page*

either login with your CAC eard or your NKO user name and SIS A -
password. i the .mil damain)

BTt R T —

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

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

= - _i :
Viluenetary Education for the Sea Services =

Tuition Assistance You are signed in as BMC SAILOR POPEYE (Navy E2).

Overview

This Tuition assistance (TaA) 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
pliowing information readily available:

s The email address and phone number of your Commanding Officer or
ather official within your command with By Direction authority

s Your Unit Identification Code (UIC}

# A 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

s The course number, name, and cost per credit unit of the courses you

plan to take
+ The amount of any applicable fees (if any)
isit the Mavy College web site at www.navycollege. navy.mil to learm more

sbout the Tuition Assistance prograrm,
Eligibility

vour eligibility to use this system has been verified.

e Click on “Existing Application”.

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

Existing TA Applications Status Description ou are signed in as

TA& applications are in one of the following categories:

Under Edit - This status is used for a Ta Application that you are still in the procass of completing. For
your convenience, the system allows you to save a Ta application in this status in case you start the
Ta apphcation and then realize you need more infarmation to complate it,

Submitted for Command Approval - When you complete a Ta aApphcation, you must submit it to your
CO or command individual with By Direction Authonty for approval. The TA application is in this status
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 TA Application has been sent to your assigned education office for review and funding
autharization. You may not change a TA Application in this status,

Authorized - This status is indicated after the TaA Application has been authorized by the assigned
education office, You must contact your education office if you need to make changes to the
authorized TA Voucher,

Mot Authorized - This status is indicated if your assigned education office was not able to process
your request. Contact your education office for details. Your TA Application will remain in an accessible
status for 10 days after the education office has determined your T4 cannot be authonzed at the time
it was presented to them.

Canceled - This status is indicated when a Ta Application has been retracted, You may cancel a Ta
Application if it 15 in one of the first three l:ateg%ies: Under Edit, Submitted for Command Approval, or

Scroll down.

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

|| 2} sailor Electronic Tuition Assistance Application - Microsoft Internet Explorer provided by United States Coast Guard - &=l
File Edit Yiew Favorites Tools Help | .4'
5 @ s - 3. 1A =
Q- © - (3 (B () et Srouie @3 1 W~ ) i |
Address I@ https:ifeta.cnet.navy milfetaimenyflistapps, do j GO |Links > @ -

O e e ]

Wiew

Web Tuition Assistance Application version 0.4 / build 20080324

-

between the time that you submit it and the time that your command approves or rejects it. ¥ou 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
wour Ta Application has been sent to your Navy College Office (NCO) for review and funding
authorization. You may not change a T4 Application in this status.

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

Mot Authorized - This status is indicated if your Navy College Office {MNCO) was not able to process

your request, Contact your NCO for details. Your Ta aApplication will remain in an accessible status for
10 days after the NCO has determined your T4 cannot be authorized at the time it was presented to

them.

Canceled - This status is indicated when a T4 Application has been retracted. ¥ou may cancel a TA
Application if it is in one of the first three categories: Under Edit, Submitted for Command Approval, or
Command Approved. If you need to cancel your TaA Application or TA Authorization after it has been
Authorized or Mot Authorized, you must contact your Mavy College Office,

Oklzhoma City

2008/06/02  2008/06/02 Community | | Eulamiii=g for

12:53 12:53 College/Okishoma city, ~ =00%/01/02 2008/02/0p Command
oK LS PP
Oklahoma City
X)03/05/30 2008/05/30 Comrnunity .
l:17 13:45 College/Oklahoma City, 2008/08/25 2008/12/00  Authorized
Ok LS

RN T

Continued on next page.

&

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)

You may perform the following Operations on this Application: none (Operations are not permitted on
Canceled or Authorized or Not Authonzed Applications.)

Print Dociment

Application Status History

__‘.

2009/11/03 irad] Your application for tuition assistance
01:26 huth has been approved.
&pproved by SGT PEP PER and

32!]:;1&{19 Command Approved charles.giodando@navy.mil forwarded to NCO SIGONELLA SICILY |

Applicant Information

e View the entire history of the application or
e |f 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 (Navy E21.

Overview

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

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

e Your Unit Identification Code (UIC)

e A 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

¢+ The amount of any applicable fees (if any)

Wisit the Navy 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

FY Cap Status You are signed in as YN2 { ES).

A guota waming is only advisory. A final determination of your quota status will be made when your TA
application is processed at an appropriate education office. This table shows your current fiscal year TaA
funding quota usage. Both TaA funding used and DANTES funding used count towards your TA funding quota.
The academic goal shown here is the highest academic goal found in your existing TA documeants,

The guota usage shown here does not include any Ta applications that you have enterad via this system but
that have not yet been processed by the education office,

Your FY 2009 Cap Status for Academic Goal: BS

Ta Funding Quota ($): 4,500.00
T4 Funding Used (§): 0.00
DANTES Funding Used ($): 0.00

A Funding Quota Remaining (%$): 4,500.00

Thit & an affscial US Navy web 1is

My ValEd version 1.0 build 20090206

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

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

Overview

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

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

& Your Unit Identification Code (LICY

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

e The name of the school you plan to attend

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

*« The amount of any applicable fees (if any)

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

Eligibility

our elgibility to use this system has been vernfied.

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

Continued on next page.
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View History (Continued) Section 3

My HiStUW You are signad in as TN2 { ES).

Course History

S T ) T I N -

MAT113 COLLEGE MATH .00 A 2006-03-06 2006-06-30 Excelsior College
1110 INTRO TO LAW ENFORCE Ta L 3.0 D 2006-03-06 2006-06-30 Excelsior College

HIS233 | SPORTS IN HISTORY TA Lo | 3000 [F 2004-11-01 2005-02-25 | Excelsior College

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
ﬂ DD MOTICE ANMD COMSEMT BAMNMER.
- You are accessing a U.S, Government: {1J5&) information system (15) that is provided for USG-authorized use only,
By using this IS, you consent ko the Following conditions:

- The U5 routinely monitars communications occurring on this 15, and any device attached to this IS5, for purposes
including, but not limited to, penetration testing, COMSEC monitoring, network defense, quality control, emploves
misconduct, law enforcement, and counterinteligence investigations.

- &k any time, the USG may inspect andfor seize data stored on this IS and any device attached to this IS5,

- Communications occurting on of data stored on this IS, or any device attached ta this IS, are nok privake, They are
subject to routing monitaring and search.

- Any communications occurring on o data stored on this IS, or any device attached to this IS, may be disclosed
or used for any USG-authaorized purpose,

- Security protections may be utilized on this IS to protect certain interests that are important to the UG,

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

PRIVACY AMD SECURITY POLICY

Mawy Knowledge Online (MKO) is pravided as a Department of the MNawy service., Use of appropriate
byline/phatofimage credits is reguired.

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 Favaoring by the Department of the Nawy,

The opinions of the authors expressed herein do not necessarily state or reflect those of the Department of the
Mawy, and shall not be used For advertising or product endorsement purposes, For other than authroized milicary
activities' sites, the Department of the Nawy does not exercise any editorial contral over the information vou may
fird.

Unauthorized attempts to upload infarmation or change infarmation on this service are strickly prohibited and maw be
punishable under the Computer Fraud and Abuse Act of 1986, the Mational Infarmation Infrastructure Protection Act
and ather laws,

Cookie Information - NKO does not use persistent cookies (kokens that stay after session closeout and pass
information between the client machine and the server). NKO does use session cookies (tokens that remain active
only unkil ¥ou close your browser) in order to personalize the site based upon vour stated preferences. You can
choose not to accept these cookies and still use the site, but wou will not be able bo cuskomize vour personal pages.
Refer to the help information in your browser software For instructions on how to disable cookies.

B CLICKIMG 'Ok’ THE USER ACKMOWLEDGES AMD AGREES TO 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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https://wwwa.nko.navy.mil/portal/home/�

Establishing a NKO Guest Appendix A
Log on (Continued)

t o l ontact |

Welcome toNKO 4 @VY K“OW'Edge Online

¥r Educational Sites

= Electranic Training Jacket (ETN
= Mawy Advancement Center

= Mawy College Program

= SMART Transcript

= ChS J Interactive Detailing

L
1T Nawy Sites
= Mawy Personnel Command
= BUPERS Online NKO User Name: |
=METC all lower case NKO Login Help
§ HKO Password: |
= Delayed Entry Program (DEP i
=1J5 Nvaw i : ( ) case zensitive - My Account
= 1S Mawy Blue Angels | have read and accept the - Beset Passwiord
= LS Mawy Reserve I terms of the PRIVACY POLICY. R e g
= U3 Marine Corps
|| |
ir Other Government Sites New Users Help Desk Contact
= Dept. of Defense (Dol) - Begister a5 a new user COMM: (8500 452-1001, Optian 1
= ryPay _> - Bedister a5 a new duest user DSM: 922-1001, Option 1
= 1S Air Force - Download security cerificate Toll Free: (877 253-7122, Option 2
= LIS Arrmy - View the Registration tutorial nete.helpdeski@nawy. mil

= 1JS Coast Guard

This is an Official LS. Navy Wochsitc
Marval Education and Training Command 250 Dallas Street - Pensacaola, FL 32505-5220

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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Log on (Continued)

Appendix A

NOTICE: You must have previously arranged with vour NKO
sponsor in order to complete the guest registration process, Mot
all MKO users can sponsor Guest Accounts, only those with
Administratar privileges,

MED will not obtain personally identifying information about you
when you visit our site unless you choose to provide such
information to MK, Howewer, you must provide such information
in order to register for an account on KO,

Please enter the following information
* = REQUIRED

First Mame:

Middle Name:

|
|
Last Name: |
I

Social Security Mumber:
Exarmple: 123456759

Day of Birth: I - I #
Month of Birth: I 'i *
Year of Birth: I - I e

* Sponsor's NKO Username: |

e [
Continue Cancel

Privacy Act Statement

Authorty: 10 U.5.C. Section 5013, Secretary of the Nawvy; 10
U.5, <, 5041 Headquarters Marine Corps; 5 U.5.C, 301,
Departrental Regulations; 14 U.§.C. 93, Commandant, U. 5.

Coast Guard General Powers; 10 U.S.C, 8013, Secretary of tha Air
Force; 10 U.5.C, Section 3013, Secretary of The Armny; EQ 9337
(S5M.,

Prncipal Purpose: This information will be used to verife the

e Type in your First Name.

e Type in your Middle Name.

e Type in your Last Name.

e 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 CWO Devale Collier is the

Tuition Assistance and Grants (TAG) Division Chief at the Coast Guard Institute and is
the only person authorized to sponsor CG NKO Guest. His username is devale.collier,

all lower case.

Note: It is very important to type Mr. Collier’s username exactly as it appears above or he will

not receive the email requesting your log in.
e Click on “Continue”.
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Log on (Continued)

Microsoft Internet Explorer X|

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

e Clickon “OK

Continued on next page.
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Log on (Continued)

Please enter the following information for approval;

our user
name is: -

Paszwaord: I

Cnnflrm FEEEERE LR R R R RN H
Password:
Prirmary =
Cormmmunity: IM'I'J Lareer -—I ¥
Phone
Murnber: |405-555-1212 o
Zip code: IF"BI:IES *

Email: |joejCoastie@uscg.mil | * *

Alternate
erail:

Reazon for (I & & UIPHS ;I
sponsorship: |officer if the CG d #

srsssnbbbbstssssssd F Docoyord Requirerments

FPasswords must contain a minimum of fourkeen (14) charadtars, including
5t least ona lowarcasae labrar, one upparcase lebrar, ona number, and ona
spectal characker.

|ineblowiEhotmail com

R egizter I Cancel |

* = REQUIRED

** Email and Phane Murber are required fields far registration only, This
infarmation iz displayed to other users an the NKO White Pages and ather
cammunity pages, If you do not desire this infarrmmation to be shared, dick the
Manage Praofile link on the hame page. Once in the Update Profile page vou can
rermouve your email and phane nurmber and it will no longer be displayed.

May 2010

Take note of your username.

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

Confirm Password — Type in the password again exactly the same. (take note of
password)

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).

Click on “Register”.

Continued on next page.
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Log on (Continued)

[;'-E NE O Guest Eegistration Confirmation

Tour request for a guest account has been accepted, and your sponsor
notified by emal When approved, vour username will be

Close Window

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

Log on (Continued)

Appendix A

|| B USPHS MEMBER - NKD GUEST ACCOUNT - Message (Plain Text)

i Reply :_@ Reply to Al | (g Forward | (5§ &

B SEX+-v-A@f

=1=1=

Extra ling breaks in this message were removed.

Fran:

Co
Subject: ..

Sent:  Mon 11/24/2005 1:05 PM

Good afternoon Dr. Coastie -

I just approved your NEO guest

account. The next step for you is to log onto NKO using your ID/password:

https://wwra.nko.navy.mil/ You must log onto NEO first and then you can access the T system.

Onee you'we successfully logged onto NEQ, you can logon onto the eTh website: https://eta.cnet.navy.mil

Log onto the eTh system using your MNEOQ User ID (you should'wve received it via NEO email - check junk email folder in
case a filter picked it up) & password. The first time you logon, you must use the ID/Password. After the first time,
you can use the CAC to log onto the eTi system. Using your ID/Password the first time "matches™ your NKO ID to your

CAC.
If yvou have ahny issues, please

B,

CW2 Jos Harvey

CG Institute

Tuition Assistance Dept Head
ph: (405 954—'?233|

fax: (405) 954-7245

feel free to contact me £ I'll do what I can to help!

TL Webpage: http://www.uscg.wil/hogcgl/egifcfalta.asp

*For COfficial Use Only - Privacy Sensitive - Any misuse or unauthorized disclosure may result in both ciwvil or criminal

penalties.”

]

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

BH suoid¥  s)oo]  jewdig yesul o melm P393

a
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