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Log-in to WebTA

Shared Authentication Service

DEERS Information
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First Name:

Last Name:

Date of Birth: {yyyymmdd)

Logir

*Please Do Not Bookmark This Page*
THIS IS AN OFFICIAL U S. NAVY WEBSITE

« To apply for Tuition Assistance electronically from any computer, go to
https://www.navycollege.navy.mil, and click on the My Education portal.

* You may log-in via CAC or with DoD EDI.



https://www.navycollege.navy.mil/

Access “My Education”
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* Use My Education Home for updated announcement messages and to access the key modules.

* If you have used TA before, be sure all your grades have been posted (otherwise, you will not
be eligible to apply for additional TA, and you could be issued a Letter of Indebtedness for not
having successfully completed previous courses).

* To begin your new WebTA application, select “Tuition Assistance”.



Assemble Personal and Course Information

* This screen lists the information you will need in order to complete your WebTA application.

* The “Eligibility” section either welcomes you or cites the issues for you to address in order
to continue.

 If the “Course Issues” box is red, you will need to resolve the pending issues before being
allowed to create a new application.



Complete Outstanding Requirements

Tuition Assistance

Available Options

mwm wwm
mmp User Manus

* You will not be able to create a WebTA Application if the system shows that you have

outstanding eligibility requirements.



Check for Course Issues

Tuition Assistance

Tuition Assistance Course Issues

Avaliable Options

Missing Grades
Hneww Vw AGpiaton
At A Ao
e Jourse Repayments

Appilication

Lvi Hrs Grade StartDate End Date 5chool

* Go to the “Tuition Assistance” tab to locate the “Course Issues” tab. There are no pending
iIssues if the tab is blue.

« If the “Course Issues” tab is red, you will need to resolve the pending issues. The system will
not allow you to submit additional WebTA applications until you have done so.



Begin Your TA Application
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Civowm Mew L Cirerwe Vivw Aggtcaton
Applacos Appe o tuaes Ageerin
Eigoirty

* Once you are eligible, select “Create New Application” to continue.



ead the TA Application Agreement

Tuition Assistance Application Agreement

You must accept the tenms of 1S Tullion AsSStance Appicabon Agresment poor 10 CONMInuINg

Under suthomty of § USC 301 personal dals 1s reguestad. Your SSN will be useq for dentificalion. This information will be inciuced in your Education R d retaned by the Navy
of Marine Corps Education Services C i1 wil not be divuiged without your writien consent to anyone ofher than the U.S. Govemment andfor scho
with TA. You are not requiad to provide this information, however, falwe 10 0o 5o will result in not being considerad for TA For N paper and/or electronic
the signed TA Application are retamed at the onginaing e d then shradded or bumed. For Mannes jes of the sgned TA Appication e retained at
the onginabng Mamne Corps Education Service ter and shall transter | the Manne 1o each new duty station. Copies of 1A Applications and/or Authonzations for officers are
mantained in their official personnel recard for two yaars following the end of the TA funded course. All other records are maintamed in elec C formiat within the Navy College
Management and Information System (NCAMILS) moefinitety

s TA Application s & tomys C E 2t TA Authorzation Voucher p
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A | understand acc

APPLICATION OBLIGATION.

approved within 14 days of the start date will be automatically denled. Cnce my ation is approved, | will recenve a TA Aut zatan v 10 take to the sch

To submit this TA Application and recelve command approval between 120 - 14 days preceding the term start date. WebTA Applications submitted or command

for the full amount of tuition

* Read the TA Application Agreement carefully, and keep a copy for your records!
* You can also review a copy by selecting the “View Application Agreement” tab.



Accept the TA Contract

QUESTIONS RECARDING TUITION ASSISTANCE
VEC
Mading Address NETPDC (N2)
Afttn: Virtual Education Center
472 Polaris Street, Ste 214
Virginia Beach, VA 23461-2015
E-Mail Address. Submit Help Request Ticket
Telsphone DSN 4524634
Commercial (§77)838-1659
Fax DSN 452.5085
Commercial (757) 5098
By pressing the | Accept button, | certity all cowrsaes listed on this TA appleation ars raquired for my degree complation, | have read, understand, and will comply with all
of the goveming voluntary education nstructions and the provisions of this agresment. i understand | will pay all costs over and above the amount of twition assistance
avthornzec

Commissionsd Officers Only: By pressing the | Accept bution, | agres, In accordance with 10 USC 2007, 1o remain on active duty 1or two {2) continuous years after

completing the course(s) on this TA Application. This cbiligatian runs concurrently with any remaining oblgated service time. This agreement does not obligate the
Military service to retain me on active duty. If aliowsd 1o voluntarily resign Defors nyy two year obligation is served. | will repay the government a portson of TA sxpenced

on my bahait during my last two years of active duty i accordance with 10 USC 2005 Reimbursement of TA does not negate the oblgation

* Click “l accept” to acknowledge that you understand and agree to the terms of the TA contract.

« Officers, please note that you are agreeing to remain on active duty for two continuous years
after completing your final course funded by TA.



Update Profile Information

<sack | [Uition Assistance Application

Name Work Phone DSN Phone Personal Phone
(LS2) Popeye, Sailor M (7 x1 Add Number i

EDINDOD ID Work Email Personal Email Immediate Education Goal

netpdtc_ncmis_test POP y.mi netpdic_ncmis_test POPEYE( y.mi B

[V
Approver Information G Edit -

Add Approver, either by 4 Manual Entry or Q, Se s . Approver is required.

Academic Information

Installation School Term Start Date Term End Date

Q Florida State University Q = &

Courses =+ Manual Course -
Add Courses, either by =+ Manual Course or ‘Q, Searching Courses
m

Review your profile information. Verify that email addresses are correct.

Update and enter required information by going to “My Education Home” and using the
“Profile” Tab. Don’t forget to save the updated information.
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Enter Command Approver Information

<==x Tuition Assistance Application

Work Phone DSN FPhone Personal Phone
o Required

EDNDOD ID Work Emaill Personal Email immediate Education Goal

v

T ™ "))

Add Approver, einher by + M 4 or Q Searcn ; e Approver s required

Academic Information

Instailation School Term Start Date Term End Date

* Enter your Command Approver Information

* You can manually enter the information or search a list of Command Approvers with
established accounts.

« If manually entering, click “select “ to populate the fields. Use “Edit” to make changes.



Enter Installation and School Information

<= Tuition Assistance Application

Servce Mombet

Name Work Phone DSN Phone Personal Phone
1.S2) Pope 77 Required
EDNDOD 1D Work Email Personal Emad Immediate Education Goal

v

Mows e ORI

Work Email Work Phone DSN Phone

MM nam

Academe Information
-

installation Term Start Date Term End Date

« Search for your installation using the search window and “select” to populate.

« Select your school using the search window or confirm that you are still attending the same
school.

* Enter the institution’s published term start and end dates using the calendar functions. All
courses on a WebTA application must have the same term start and end dates.
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Enter Course Information

<sacr  TUition Assistance Application

Setvice Member
Name Work Phone DSN Phone Personal Phone
(LS2) Fopeye. Sailor M 1212 x1 Add Nurbe Required: Add Nurr

EDI\DOD 1D Work Email Personal Email immediate Education Goal

ot G

Name Work Emall Work Phone DSN Phone
(111) 1111111 153-5681

Installation Term Start Date Term End Date

* To enter your course information manually, select “Manual Course”.

* If your school has entered their catalog into the Academic Institution Module, you can search
for your course using the “Search Course” feature.



Enter Course Manually

Course Edit

* When manually entering course information, complete the required fields and select
“Confirm” if the course is listed on the education plan in your My Education Account.

+ Select “Confirm Substitute” if the course is a school approved substitution for a course on
the education plan in your My Education Account.
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Enter Course with Search Feature

* If your school has uploaded their catalog to the Academic Institution Module, you will be able
to add course information by locating your course(s) in the school catalog and adding it to
your WebTA application by using the “Select” button.
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Enter Course with Search Feature

Course Edit

« Complete the remaining course information. Some fields will automatically populate.

+ Select “Confirm” if the course is listed on the education plan in your My Education Account or
“Confirm Substitute” if the course is a school approved substitution for a course on your
degree plan.
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Submit Your Web

« Tuition Assistance Application(18087130)

Name Work Phone

EDIDOD 1D Work Emall

Work Email

DOAGID - Animsak Gohanvice

TAr

DSN Phone

Parsonal Email

Work Phone

1) 1111111

* Review your course information and select “Save”.

+ Select “Submit” to forward to your Command Approver. Your Command Approver will
receive an email with a link to your WebTA application. He/she will ensure your eligibility for

A App

lication

Personal Phone

Required: A

Immediate Education Goal

v

Xcus GEx Qigpoen

DSN Phone

TA; approve your application, and electronically forward it for funding.
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Review System Messages

«x  Tuition Assistance Application{18087131)

Work Fnone OAN Prans Fersonat Fhons

Work Eman Persons Emal tmmediate Educaton Gaxl

DEN Phone

ZOO4Z43  Arenas Beharaor

* When you select “Save,” the system may present you with errors/issues to resolve.
» Correct any system error messages.
+ Select “Save” and then “Submit”.
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Review System Messages

Document is Submitted for Command Approval: A

<sack | TUuition Assistance Application(18087130)

« Command Approval No n ema _ . .

nt .

Name Work Phone DSN Phone Personal Phone
(LS2) Popeye, Sailor I (777) 555-1212 x11 Add Number Add Number

EDNDOD ID Work Email Personal Email Immediate Education Goal
netpdtc_ncmis_test_ POPEYE_3@navy mil  netpdic_ncmis_test POPEYE y.mi B ~]

Approver Information

Name Work Email Work Phone DSN Phone
Joneslocker, Davy T netpdtc_ncmis_t . (111) 111-1111

Academic Information

* Review system messages to confirm that your WebTA application has been submitted for
Command Approval.



Submit Your WebTA Application

Tuition Assistance Application(18087130)

Work Phone DSN Phone Personal Fhone

Requved
Work Email Persondi Emas immedixte Education Goal

v

Work Emall Work Phone DISN Phone

2004513 - Animal Behavior

* Funding officials will ensure that your course request is consistent with your education plan;
then authorize the funds and send you an email advising you to print your TA Voucher and to
submit it to your school to enroll in your course(s).



Receive Command Approval Notification

| {mailto:sfly _ncmis_mgmt_olc@navy.mil]

phcation Command Approved, Advanced to VEC for Auth

Tultion Assistance {TA) Application Command Approved, Advanced to VEC for Authorization

Sct :Embry Riddle Aeronautical University
Term Start Date:2017-06-30

Term End Date:2017-08-31

Course Title  Credit Hours

ENG1301 English Composition | 3 hours

This s an auto-generated email. Please do not reply,

My Education system electronically transmits your command approving official’s decision to you.

WebTA automatically forwards command approved applications to your funding officials to authorize the
funds.

My Eductaion will send you an email once your voucher is funded advising you to print your TA Voucher
and submit it to your school to pay for your course(s) -- BEFORE the term begins!

If the cost of your tuition exceeds the TA cap of $250 per semester hour of credit, then you must use an
alternate source of funding to make-up the difference.

21



How to Track Document Status

Tuition Assistance

<= Tuition Assistance Applications

App ID Created Date Updated Date School Start Date End Date

1 2017-06-20 06.40

Avallable Options

- © G 1 phone number of your Com
| 3 Wsentif . y
Y wmibes yOuI Can De reache
* The . =8 v anesy 18087224 % 2017-06-20 06 42 Jalverstty of Marviand University
« The course numbar, nasy ana i per creat uni .
allege
Visit the Na 0 10 leam moee about the T
BORT223 2017-06-20 05 35 2017062006 29 fversity of N 3 wersity
ol '
- 7774646 2016-1022 0553 versity
Cresste New Review Course Caoilege
Apgitcaton Applcatans anues
{774827 201608150732 Jniversity of Maryiand Uinmversy
Engetiity llege

Go to the “Tuition Assistance” tab and select the “Review Applications” tab to check on the
status of your WebTA applications.

Note: If your document status is “Under Edit,” you have not yet submitted it to your
Command Approver.

You can cancel or resubmit your WebTA application up until the final authorization.




Recelve Funding Notification

Fvum: sfly_ncmis_mgmt_ofc@navy.mil [mailto:sfly _ncmis_mgmt_ofc@navy.mil]

Sent: We
Subject: Tuition Assistance (TA) Apphcation Command Approved, Advanced to VEC for Authori2ation

Tultion Assistance {TA) Application Command Approved, Advanced to VEC for Authorization

School:Embry Riddle Aeronautical University
Term Start Date:2017-06-30

Term End Date:2017-08-31

Course Titke Cregit Hours

ENG1301 English Composition | 3 hours

This s an auto-generated email. Please do not reply,

* My Education electronically notifies you once your TA application is funded. You will then
need to go back into your My Education Account,” select the “Tuition Assistance” tab and
then the “Review Applications” tab to view and print your voucher. The system also allows
you the option to save and digitally sign your voucher.

* Don’t forget to contact your education office or funding office If you decide not to take the
course or if you need to modify your voucher.
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Update Your Personal Profile

Ay EOUTANion HOME  Twles Aswilams  NCIMCE  Emeibn P _

* Itis important to ensure that your contact information up to date and accurate.

* Go to My Education Home to locate the “Profile” tab to view and update your personal
contact information.

* Don’t forget to save.
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Check Your Current FY TA Usage

Tution Assistance

OCo=ED

If you have reached your FY quota, then you must use an alternate source to fund your off-duty courses.

Consider taking examinations-for-credit.
« Submit WebTA applications well in advance for courses starting on or after 01 October (even if you

currently have zero credits remaining for the current fiscal year.)
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<sak  Education - Tuition Assistance Courses

Application

NWC201602407

NWC201601045

NWC201502465

NWC201501961

NWC201500794

Course

TCM 337

ENG321

TCM455

BMS 100

HST122

PLS101

Title

QUALITY CONTROL AND
MEASUREMENT

WRITING II: BEGINNING TECHNICAL
WRITING

SAFETY MANAGEMENT

COMNCEPTS AND ISSUES IN THE LIFE
SCIENCES

SURVEY OF THE HISTORY OF THE
UNITED STATES SINCE 1877

AMERICAN DEMOCRACY AND
CITIZENSHIP

Grade

C

Start Date

2016-08-22

2016-02-09

2016-01-11

2015-08-17

2015-06-08

2015-01-12

End Date

2016-12-15

2016-05-12

2016-05-12

2015-12-10

2015-07-31

2015-05-14

Check Your TA Course History

School

Missouri State University -
Springfield

Missouri State University -
Springfield

Missouri State University -
Springfield

Missouri State University -
Springfield

Missouri State University -
Springfield

Missouri State University -
Springfield

* You can check your TA Course History by selecting “My Education Home,” the “Education”
tab, and then the “TA Course History” tab.




Confirm Your Course Completion Status

<eack  Education - Tuition Assistance Courses

Application Course Title

TC 7 QUALITY CONTROL AND
MEASUREMENT

BMS 100 EP \ S IN THE LIFE
: EY OF THE HISTORY OF THE
UNITED ES SINCE 1877

PLS101 AMERICAN DEMOCRACY AND
CITIZENSHIP

Start Date

201

2016-02-09

2016-01-11

2015-08-17

2015-01-12

End Date

2016-12-15

2015-12-10

School

uri State University -
Springfield

uri State University -
Springfield

uri State University -

State University -
Springfield

* Be sure that the database reflects a grade for all your completed TA-funded courses.
« If you have missing grades, contact your school to have the school enter the missing grades via the Academic

Institution Module.
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How to Upload your School Degree Plan

Ny E95C000M M0 "wie Asiibins WA Ihsamn e

* From “My Education Home,” select “Education” tab and the “Upload Files” tab.

« Complete the fields in the “Attachment Upload” window. Enter the name of your school in the
“Name” field and your degree program in the “Description” field.

+ Use “Browse” to locate your file and then select “Upload File” to complete the action.
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How to Upload your School Degree Plan

* Upload your degree plan before submitted WebTA applications.
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Log Out of My Education

My Educason Home Tumen Aszstane Gzt e

Welcome to My Education

Announcements

a8

* Be sure to log out of My Education by clicking the “X” in the upper right corner when you
have finished your session.

* This is particularly important in cases where members share work stations.
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