U.S. COAST GUARD

TUITION ASSISTANCE
(TA) HOW TO APPLY




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):

Shared Authentication Service [Account Management
1 forgot my CAC PIN
DEERS Information Download Security Cerificate
Login with: Support
® DoDEDI ) 85N

Navy Tuition Assistance/Counseling
| 1. Visit NCP Website Contact page
Eret i 2. Send a text message for immediate chat via SMS text (during business hours): 877-838-1659

3. OCONUS Sailers contact their local Navy College Office

|

Last Name:

My Education/NCMIS Technical

[ Vizit NCF Website Contact page

A D ey ) US Coast Guard Tuition Assistance

| 1. ETQC Customer Service Email: ETGC-SME-TAG@USCG.MIL

2. ETQC Credentialing Assistance Customer Service Emall: ETQC-SMB-CGCOOL@USCG MIL
Login 3. ETQC Customer Service Phone: 757-756-5300

4. CG Porial Page for additional resources

USMAP Support
1-877-838-1659 Option 4

b. Select the “Tuition Assistance” icon:

MyCG Ed  TuiionAssisiance ~ COOL  Education Profile 1 Nofifications Contact Us Issue Tracker (K9C) Sinbad, Guard M~ Logout

Welcome to MyCG Ed

Tuition
Assistance

Command
Module

Service Notice

Please use the appropriate SMB boxes to contact
ETQC: Tuition Assistance (ETQC-SMB-
TAG@USCG.MIL), Credentialing Assistance
(ETQC-SMB-CGCOOL@USCG MIL), Registrar
Services (ETQC-SMB-RO@USCG MIL), Course
Support and Testing (ETQC-SMB-
CST@USCGMIL)

COOL

Quick Links
Notifications

i . . . « My TranscriptDegree Shopping(JST)
You have 1 unread notifications. Please check the Nofifications Page before continuing.

c. TA Landing Page and Outstanding Eligibility Requirements:




MyCG Ed  Tuition Assistance ~ COOL d Profile jons Contact Us Issue Tracker (K9C) Sinbad, Guard

Tuition Assistance

This Tuition Assistance (TA) page allows you to access a variety of features specific to the TA program. If you would like some information on how to get started, visit Get Started
VOLED Process

If you are ready to submit a TA application select the Create New Application button below. Please complete all entries on the TA application as accurately as possible. You nzed the
following information readily available:

» The email address and phone number of your Commanding Officer or other official within your command with By Direction Authority to approve TA applications

= Your Unit Identification Code (UIC)

« Adaytime 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

Visit the Coast Guard web site at hitps://
Assistance program.

v.forcecom.uscg milfOur-Organization/FORCECOM-UNITS/ETQC/Voluntary-Education/Active-Duty/ to leam more about the Tuition

Course View Application WebTA Upload
Issues Agreement User Manual File

» You are a reservist. ETQC will have to verify that you are eligible for Tuition Assistance. Contact ETQC Customer Service for assistance.
« You are a reservist. In order for ETQC to verify your eligibility. please upload a Point Statement from Direct Access in PDF fermat here. After the point statement is uploaded,
ETQC will verify your eligibility. As a reminder all TA applications must be fully reuted to ETQC NLT 14 days prior to the course start date

Available Options

=

Course
Catalog

Eligibility

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.
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Total Qualifying Service Years: 19 Career-To-Date Points: T181.000

Accumulation Period:  Employss's Anniversary Year

Points
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Attachment Upload

File size must be less then 2MB.

Select File




Add\Edit Attachment

Uploaded Fie: Sinbad Point Statement pdf
Type~
Point Statement e
File Name

Point Statement

Description

Anniversary Date 9/10/2022) |

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:

Printed student name

Name of the school/institution
Degree/certificate level

List all courses required for completion

O O O O



Attachment Upload

File size must be less then 2MB.

Select File

Add\Edit Attachment
Uploaded File: Chief Sinbad Degree Plan pdf
Type ™
Education Plan ~
File Name

Education Plan

Description

School
1031A - Troy University

Immediate Education Goal

Bachelors

Close Sav

f. Create Application When FEligible:




Tuition Assistance

This Tuition Assistance ({TA) page allows you to access a variety of features specific to the TA program. If you would like =ome information on how to get started, visit Get Started
VOLED Process

If you are ready to submit a TA application select the Create Mew Application button below. Please complete all enfries on the TA application as accurately as possible. You need the
following information readily available:

» The email address and phone number of your Commanding Officer or other official within your command with By Direction Authority to approve TA applications

« Your Unit dentification 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

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

Visit the Coast Guard web site at hitps:/iwwaw.forcecom.uscg mil'Qur-Organization/FORCECOM-UNITS/ETQCVoluntary-Education/Active-Duty/ to leam more about the Tuition
Assistance program.

Available Options

= — @

Review View Application WebTA
Applications Agreement User Manual

Course

Catalog

Eligibility

You are eligible for Tuition Assistance

g. Read and Accept Agreement:

<esx | TUition Assistance Application Agreement

Number

be used by the Education and Training Quota

Securlty in your Electronic Navy
and wil to

print this page

This Tuition Assi e (TA) Application is a request to the Education, Training, and Quota Management Command Voluntary Education for an Authorization Voucher
providing federal funds for my education. By agreeing to the following, | understand the current policies and procedures governing TA usage and this agreement may be
superseded by updated regulations; therefore, is subject to change. | understand that | am responsible for reviewing the most recent/relevant policy ALCOAST to ensure
that | am compliant with the regulations governing TA.

Please contact your local ESO with all guestions pertaining to TA pelicy. You may also visit the ETQC Portal page:
hitps:fieg portal uscg milfunitsfforcecomETQCSitePages/VolED%20Service%20Page aspx

YOU AGREE TO THE FOLLOWING OBLIGATIONS

1. I must submit this Tuition Assistance (TA) Application request te my Education Services Officer (ESO) for approval. Submission of a TA application does not constitute a
TA authorization. If you start a course without a TA authorization, you assume all financial responsibility and will be required to pay for the course. TAis not paid retroactively. A
complete TA application (degree plan uploaded, point for drilling Reservist, command approved) must be received by the Education and Training Management Command (ETQC)
NO LESS than 14 days prior to the class start date, not including the date of submission to ETQC nor the class start date. ETQC will not grant waivers and no exceptions will be
made to this policy.

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.




MyCG Ed Tuition Assistance =~ COOL  Education History || Profile 1 Notifications Contact Us Issue Tracker (K9C) Sinbad, Guard M~

<eax | Tuition Assistance Application O iicp

Service Member

Name Work Phone DSN Phone Personal Phone
(K9C) Sinbad, Guard M (222) 222-2222 459-1001 (223) 2222223
EDINDOD ID Work Email Personal Email Immediate Education Goal
SINBAD@EXAMPLE.COM itith@cox.net Bochalon s
Approver Information = Add Apgrover

An Approver is required. Q, Search Approvers

Academic Information

Information has been loaded from your last Authorized application. Please ensure that the information is correct.

Embry Riddle Aeronautical University has been selected for your school
Education Office School Term Start Date Term End Date
ETQC n Embry Riddle Aeronautical University B

Courses + Add Course

oy w

A Course is required. Q, Search Caurse Catalog

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

Approver Search

Last, First Cammand RateiRank

for your command zzpe

c. Enter Course information:

Use as many pre-filled options/picklists as possible to avoid simple errors.




<=k | Tuifion Assistance Application (20348357) © Help
= Applicstion hasbesn saved.

Service Member

Name Work Phone D5N Phone Personal Phone

{KOC) Sinbad, Guard M (222} 222-2223 450-1007 {223) 223-2233

EDINDCD D Work Email Personal Email Immediate Education Goal
SIMNBAD@EXAMPLE.COM iEhi@ooxnet Bachelors o

Approver Information M Cmae [ Edit

Name Waork Email Work Phone D'5N Phone

Academic imformation

Education Office School Term Start Date Term End Date
ETGC H Troy Uiniversity n 2022-07-21 2022408-18
MET4405 - SELECTED TOPICS IN HR
Location: Distance Leaming Level: Upper{UG) Instruction Mede: VWebiintemet Credit Units: Semesier
Total Cost. $540.00 for 3 credit hours at 5180.0000 per hour, Ectmats Authonzed Amount: 3540.00 for 3 oredit hours
Hame Detail Type Status
C\-143-20248357 Troy UniversityCW: 20348357 Cost Venfication Submittd

c
i

=3 EE

¥ Apphication Histary(1 Events)

Course Edit

» All course fields are required. Primary Instruction Mode requires a location to be selected

Additional Course Catalog Information

» This is Selected Topics in HR
» Prerequisites: NONE
« Required Materials:NONE

Course Title Level
MGT4496 SELECTED TOPICS IN HR Upper Level{300-498) het
Location Primary Instruction Mode Credit Unit Credit Hours Cost Per Hour
Distance Learning ~ Web/Internet v Semester v 3 $ | 250.0000

Tuition Rate(Adjust Cost and Credit Unit)
Semester at $250.00 v

< Back Close Confirm

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.

MGT4496 - SELECTED TOPICS INHR m

Location: Distance Leaming Level Upper(UG) Instruction Mode: Web/Internet Credit Units: Semester
Total Cost: $540.00 for 3 credit hours at $180.0000 per hour. Estimate Authorized Amount: 50.00 for 0.0 credit hours.

Manually entered tuition rates require verification by Navy College. You must upload a cost verification sheet below in order to submit your application. Application must be
saved before upleading file.

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.

m

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

Tuition Assistance

Thiz Tuiton Azsistance {TA) page aliows you to 2ocess 3 variety of feawres specific o the TA program. I you would like some information on how o get started, visit Get Staned
VOLED Process

I you sre ready to submit a TA appfication select the Create New Application button below. Please complete all entries on the TA application as accurately as possible. You nesd the
following information readily avsilablz:

= The email address and phone number of your Commanding Offiser or other. official wihin your command with By Direction Authority to approve TA applications

= ‘'Your Unit Identificaton Code (UIC)
A daytime phone number whera you can be reached [this may be the same as your command phone number)

= The name of the school you plan o attend
« The cowrse number, name, 3nd cost per credit unit of the courses you plan to taks

Visit the Coast Buard web site at hitps Mhwww forcscom vzeg mil Dur-OrgznizationFOR CECOM-UNITS/ET2C N oluntary-EducstioniActive-Duty! to leam more sbout the Tuiton
Asziziance program.

Available Options

— @

Review
Applications

\iew Application TWehTA
Agreement User M=znual

Current Applications( Review All Applications )
App D Updated Date School Start Date End Date Status

20345357 2022-05-05.1038 Troy University 2022-07-21 2022-08-18 Submited

f. ESO (Command Approver) Notified by Email:



Thu 5/5/2022 11:40 AM
sfly_ncmis_mgmt_ofc@navy.mil
Tuition Assistance (TA) Application Approval Request for (K9C) Sinbad, Guard M

Participant:(K9C) Sinbad, Guard M
Application [D:20348357

A MyCG Ed Tuition Assistance Application has been submitted to you for approval by a member of your command. As a reminder, it 1s the command approver's responsibility to confirm the service member meets the following
requirements:

» Has satisfactory progress toward completion of unit qualifications.

» Has satisfactory progress toward watch station qualifications

+ Has satisfactory proficiency of craft.

»  Has satisfactory conduct during the six months prior, and

+  All additional eligibility constraints and requirements listed in the Performance, Training, and Education Manual, COMDTINST M1500.10 (series) and the most current ALCOAST are met.

Please click on the following link, review the TA Application, and indicate your approval or disapproval for this member to use TA.
hf

reducation netc navy miliwebta/approval/approver index html?aid=79bc1a071c419143323eef220c6b2bd

If a Command Approver Account has been requested, then all submitted applications may be viewed by going to: hitps:/mveducation.nefc.navy.mil/command/
The member will be notified of your approval or disapproval by an automatically generated email

This is an automated message. Please do not reply.




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

Tuition Assistance Application{20348357) - Command Approval

Taition Ascletanes Appilicalion({2054E25T]

Hama Wark Phone D EN FPhona Perconsi Fhaone
TEOC) Stnbad, Guard M 2223 2222222 ann-4na {223 3222233
EDRDOD 1D Wark Emall Parconsl Emall

SMEADZECAMPLE COW S Ereonw mat

Approver Information

Hama Work Emall Work Phors O EH Phonne

Academic Information

Education Cfos Bohool Tarm Btart Dabs Term End Dabs

ETGC Trevy Linhetirsity AFFOTH 22848
Courses

&g & raminder, it 1s tha scmmand aporovers raspansibliity to sonfirm $he canvios membar:
1. Has o epercend degnes plar oo ik in e "Wy Education Patal

by ireocgh e kst day of e coursa

= - 6. Saisischony consiuct cofing T S moits Do

Please indicate your spproval of disspproval for this member to use TA funding

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.




MyCG Ed Contact Us Issue Tracker

Welcome to MyCG Ed

Tuition Education Command
Assistance History | . Module

Service Notice

CST@USCG.MIL)

Quick Links
Notifications
You have 1 unread notifications. Please check the Notifications Page before continuing.

(K9C) Sinbad, Guard M~

Please use the appropriate SMB boxes to contact
ETQC: Tuition Assistance (ETQC-SMB-
TAG@USCG.MIL), Credentialing Assistance
(ETQC-SMB-CGCOOL@USCG.MIL), Registrar
Services (ETQC-SMB-RO@USCG MIL), Course
Support and Testing (ETQC-SMB-

« My Transcript/Degree Shopping(JST)

From: sfly_ncmis_mgmt_cfc@navy.mil <sfly_ncmis_mgmt_ofc@navy.mil>
Sent: Tuesday, May 10, 2022 10:45 AM

To: ETQC-SMB-TAG <ETQC-SME-TAG@uscg.mil>|

Subject: My Education - New Message

An Education Counselor has sent you a message. To access your message and reply, please follow the below steps:

. Log into My Education to view your notifications here:

***You can log in with your CAC or by using your DOD ID number, First Name, Last Name, and Date of Birth.
2. Upload any required documents (instructions below).
3. Answer notification by clicking on “Reply Here” to open text box.
4. Type your response.
5. Click “Save "

Your response will be sent directly to the counselor that has contacted you.

your message.

**This is an auto-generated email. Please do not reply.**

NOTE: If you are asked to provide documentation, please upload your document to your record by using the “Education History” section to access “View/Upload Files.” Upload any required documents prior to responding to

1. 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.

[K9C) Sinbad. Guard M.

Your request for tuition assistance has been authorized.

Please log in to netc navy.
"Authorized" status. Click "View" and then "Print Document”. You must print, sign, and forward the TA voucher to your school.

Education Office Comment: no comment

9bc1£2971c41914: £220c6b2bd to view and print your TA authorized voucher. Click on "My Tuition Assistance (WebTA)" then "Existing " Look for existing

with an

School:Troy University
Term Start Date:2022-07-21

Term End Date:2022-08-18

‘ Course ‘ Title ‘ Credit Hours

|MGT4496 | SELECTED TOPICS INHR |3 hours

This is an auto-generated email. Please do not reply.

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.

MyCGEd  TuinAssisance  COOL  Education History  Profle

2 Nofifications Contact Us Issue Tracker (KSC) Sinbad, Guard M~ Logout

Welcome to MyCG Ed

=

Tuitions
Assistance

Service Notice

Plsase use the appropriate SMB boes fo contact
ETQG Tuition Assistance (ETQC-SMB-
TAG@USCG ML), Cregentiaiing Assistance
(ETQG-SMB-GGCOOL@USCE MIL), Registrar
Services (ETQC-SMB-ROQUSCG MIL), Course
‘Support and Testing (ETQC-SME-

CST@USCE MIL)

a. Click Get Help:

Issue Tracker  GetHelp  Myinquiies  Inquiries Queue

Get Help My Inquiries Specific Inquiry

Browse our frequently answered questions, or contactour  View your open and closed inquiries. See latest feedback Enter inquiry 1D
experts for help with your issue. from our team, or provide more information for your issue. N

Get Help » My Inquiries »

Inquiry Watchlist Status

o Inquiry is in your queue for reviews.
No inquiries on watch fist

My Open Inquiries Category

No open inguiries.

b. Create a new inquiry:

Issue Tracker  GetHelp  Mylinquiies  Inquiries Queue

<Back  New Inquiry

What do you need help with? — Required What's your email address? — Required
This helps get your question to the right person as fast as possible This is how we'll get in touch with you. Double check that it's right.
Other v ETQC-SMB-TAG@USCG MIL
Subject? — Required Time Zone? — Required
Write & short summary of your issue. Education Office location closest to me:
MISSING GRADES East Coast v

What's your question, comment, or issue? — Required

Share as much detail as you can to ne!p us serve you.
Good Day, | received a request that | was missing grades for MGT4496. | have attached the grade report
Respectfully request you update the grade

vir
Chief Sinbad

Maximum size is 4,000 characters. You can type 3832 more characters.

.
Send us a file, screenshot, or other document. [ +Fe |

Sharing a picture of what's wrong can help us big time.

Submit Request




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.

Issue Tracker  GetHelp

My Inquiries

Inquiries Queue

My Inquiries

Subject

Category Status

Open

D

101352

Subject Category

MISSING GRADES Other

Status Response
Open

1-10f1

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

Issue Tracker

Get Help

My Inquiries

Inquiries

Ci

cue

<Back  MISSING GRADES
Inguiry. from [N o» 2022-05-11 1001

Good Day, | received a request that | was missing grades for MGT4496. | have atiached the grade report
Respectfully request you update the grade.

it
Chief Sinbad

 Action by [N 2022-05-11 1005

Inquiry assigned to ETQC - Office Mailbox

Reply from Bradt, Michelle G on 2022-05-11 1006

Good Day, grade is posted. You are all set

vir
ETQc

% action by (- 2022-05-11 1006

Inquiry marked as Closed

Reply to this inquiry.

You must| re-open  this inquiry before you can add responses

Closed ID: 101352

Creat 2-05-11 1001

Category: Other

You can Re-Open this inquiry if you need
additional assistance.

Mark as Open

Attachments

There afe no atachments,

You must  re-open | this inquiry before
you can add mare attachments




