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A. Application Process for Members. 
 
1. All TA requests must be fully routed to ETQC at least 7 calendar days prior to and no 
more than 90 days prior to the course start date. 
 

a. Login to MyCG Ed (https://myeducation.netc.navy.mil):  
 

 
 

b. Select the “Tuition Assistance” icon: 
 

 
 

c. TA Landing Page and Outstanding Eligibility Requirements:  
 



 

d. Reservists. If you are reservist, you must upload a point statement from 
Direct Access on your Anniversary Year. Reserves must have a good 
anniversary year and progress in the current anniversary year in order to 
utilize TA. The exception is first year reservists.  
 
After accessing the point statement in Direct Access, Print the file to 
adobe and upload the file in MyCG Ed under Point Statement.  
 

 
 



 

 
 



 
 

e. Degree Plans. Degree Plans are required after the second class of using 
TA.  All courses that you are applying for must be on the degree plan.  
After the degree plan is uploaded, ETQC will review the degree plan 
within 2 business days.  
 
Degree Plans MUST be legible in a PDF format and include the following 
items:  
 

o Printed student name  
o Name of the school/institution   
o Degree/certificate level  
o List all courses required for completion 

 



 
 

 

f. Create Application When Eligible: 
 



 
 

g. Read and Accept Agreement:  
 

 
 

h. Ensure Profile Information is Correct: If the profile information is 
incorrect, first verify Direct Access and update the source of the 
information (email and phone).  Then update your “profile” in MyCG Ed.  

 



 
 

b. Select Command Approver (servicing ESO) Information. If the ESO is not listed, 
manually enter in the information. 
 

 
 

c. Enter Course information:  
 
Use as many pre-filled options/picklists as possible to avoid simple errors.   
 



 
 

 
 
e. Cost Verification. If there is no prefilled option, the service member will need to 
upload a cost verification sheet. Cost verification is a verification of the cost per credit 



hour.  Acceptable documentation is the academic school’s website, billing statement that 
shows the cost per credit hour.  
 

 
 

d. Save and Submit Application: Triple check all of the information is correct on the 
TA request. Course code, title, and term dates must match exactly or the school 
will not be able to invoice post grade.  Once complete, save and submit the TA 
request.  

 

 
 

e. You will see the pending application under “Current Applications” 
 

 
 

f. ESO (Command Approver) Notified by Email: 
 



 
 

  



g. ESO (Command Approver) Approves or Rejects the Application: 
 

 
 

h. Approved TA application. After your ESO (Command Approver) approves the 
application, it is forwarded to ETQC for final approval.  Members will be notified 
at each stage of application process. If there are any issues ETQC will send a 
message in MyCG Ed and you will see the ‘red notification’.  You will also 
receive an email notifying you of the message.  



 

 

 

i. Authorized Application. After ETQC authorizes the TA application you will be 
notified via email. You can either click the hyperlink or log in to MyCG Ed, 
download the voucher and submit the TA request to the school.  

 

 
 

j. Class completion.  Most schools will enter the grades via the Academic Institution 
Module (AIM).  In the event the schools do not, you may submit an issue tracker 
ticket in MyCG Ed. As a reminder, members shall ensure that all grades are 
submitted 42 days after course completion.  
 



k. Class completion.  Ensure that all grades are submitted via the issue tracker in 
MyCG Ed 42 days after course completion.  
 

B. Issue Tracker. 
 

1. Issue Tracker has an array of commonly asked questions and solutions for tuition 
assistance. Follow the below steps to access issue tracker.  
 

 
 

a. Click Get Help:  
 

 
 

b. Create a new inquiry:  
 

 



c. My Inquires will display the submitted inquiry and response from ETQC 
or the Navy. You will be notified via the email address submitted once 
action is complete. 
 

 
 

d.  Need to respond or send in additional information, click Mark as Open 
and respond.  

  
 

 

 


