
NEW EDUCATION SERVICES OFFICER (ESO) “FIELD GUIDE”
Congratulations on your designation as an ESO! As an ESO, you’re in a position of Leadership in that you can have a direct positive influence on the professional & personal development of your Shipmates. The following information will help you get started with learning the various basic roles & responsibilities of an ESO. 
You should familiarize yourself with these references:

(a) CG Institute homepage
(b) CG Institute ESO Procedures Guide Vol I, Getting Started (Vol II is obsolete)
(c) CG Institute ESO Procedures Guide Vol III, Education
(d) CG Institute ESO Procedures Guide Vol IV, Resource Guide
(e) Qualification course e-Testing User Guide
(f) QMP / Qualification course information page
(g) CG Institute Forms
(h) Template MOU – embarking civilian instructors aboard a USCGC
(i) Degree Plan – uploading in WebTA (myEducation Portal) Job Aid
(j) Performance, Training and Education Manual, COMDTINST M1500.10C
(k) Voluntary Education Programs, DoD Instruction (DoDI) 1322.25
· PPC-ADV is the single POC for all SWE or RSWE inquiries. They can be reached at (785) 339-2200 or e-mail at: PPC-DG-CustomerCare@uscg.mil 
· A complete Tuition Assistance (TA) application (uploaded degree plan & command approved application) must be received by the CG Institute no less than 14 days prior to the class start date, not including the date of submission to the CG Institute nor the class start date.  There are no exceptions or waivers to this policy. FY17 TA policy ALCOAST.
· Build sufficient timelines to ensure Tuition Assistance (TA) applications are completed and command approved well in advance of the class start date. TA applications can be submitted up to 90 days early. Units are strongly encouraged to have alternate ESOs designated in writing to ensure timely processing of TA applications at the unit level
· Password resets for QMP accounts can only be reset via CGFixit ticket. The CG Institute can’t reset passwords. 
· How to add a college degree in Direct Access & the EI-PDR
· Info on qualification exams (DWINTO/R, Intro to MLE, SARFUND), AFCT & DLPT
· Info on the Joint Service Transcript (JST) 

CG Institute contact info by Division (click on links to send us an email):
Registrar's Office (RO) for degree completion entry support; or call:  (405) 954-7231, option 1
Joint Service Transcript (JST) for support with JST corrections; or call (405) 954-7231, option 1
Course Support and Testing (CST) for new ESO QMP accounts; or call (405) 954-7231, option 2
Tuition Assistance (TA) for tuition assistance support; or call (405) 954-7231, option 3
CG Foundation Grants (G) for CG Foundation Grants support; or call the same # as TA
· If you’re not sure about something, please contact the appropriate CG Institute Division for guidance before a small issue becomes a big problem – we’re here to help!
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