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U.S. Department of
Homeland Security

Commandant U.S. Coast Guard Institute (CST)
United States Coast Guard 5900 SW 64th Street, Rm 2398
Oklahoma City, OK 73169-6990
Tel: (405) 954-2437
Email: CGI-PF-
NRT_ESO_Emails@uscg.mil

United States
Coast Guard

MEMORANDUM

From: Coast Guard Institute Reply to Jamie Hubble
Attn of:  Jamie.j.hubble@uscg.mil

To: ESO Community
Subj:  COAST GUARD TRAINING SYSTEM STANDARD OPERATING PROCEDURES

1. PURPOSE. This promulgates the Standard Operating Procedures (SOP) for the
Training and Academia Customer Care Tracking System (TACCTS).

2. ACTION. Regional and Full Time ESO’s shall ensure compliance with the
provisions of this SOP. Internet release is authorized.

3. DISCUSSION. These SOPs identify the approved processes and procedures used
for TACCTS. SOPs apply for all CGlI activities within TACCTS.

4. CHANGES. Recommendations for improvements/changes to the SOPs shall be
submitted to the owner identified in each individual SOP volume. Updates to the
SOP will occur as System Change Proposals (SCP) that are approved and
implemented.

#
Dist:  ESO Community
Copy: None
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TACCTS SOP Change Summary List

Highlighted blue text denotes major changes. Purely editorial changes are not
highlighted. Major changes are summarized as follows:

Change # Division Date of Synopsis
Affected Implementation
1 All 6-1-10 Changed the entire SOP to

reflect the new division
names at the CGI.

Feb 2011
SOP for CST TACCTS - ESO




SOP Table of Contents

RT3 [0 3 I R PRS PRSPPI 7
INEFOAUCTION ...ttt b e bbbt e e 7
I O 1 TSRS 7
SBOLION 2.t bbbttt b bbbttt r e 9
TACCTS Procedures ESO ........ooiiiiiiiieiie ettt 9
[0 To o 11 0T T USSR 9
FOIQOL PASSWOIT. ...ttt ettt sttt beenbe e nreas 11
Invalid Password Attempts LOCKOUL.........ccuviieiieiiiie e 12
HOME PAGE ... e 13
Y T o= USSR 14
AU ISSUE ..ttt sttt e et b e bt et e be e be et e reenbeeneenreas 16
GO 10 WOTKDENCN ... 25
LISE ISSUBS. ..ttt bbbttt et e bbbt be e b e nreas 29
Add Comment (MOAITY ISSUE) .....eeveerieiiieiicie sttt 32
SBANCIN ISSUBS ...ttt ettt b e bbbt reeae e 33
Manage SAVEd SEAICHES........c.cciiieii ettt ae e nneas 38
EXCEl SPread SNEEL ......c..oouiiiieee s 39
QUICK SBAICN ...ttt sttt e e bt e e be e s aa e e be e saeeeteesaneenrs 44
AdMINISTEr EOCT ...ttt st re e b e nneas 45
Administer EOCT for Auxiliary Member...........cccovviieii i 51
Order EOCT for Library UNIES .......cooviiiiieiieiesie et 53
Order Course Material/Training Videos and EOCT for Non-Library Units................. 57
DeStruCtion OF EOCT ..ottt et nneas 62
LIDFary INVENTOIY .. ..ovieii ettt e e e e e naeeneenneas 64
NON-LIDIary INVENTOY .......coiiiiiiiiesieie ettt sbe e nneas 69
Armed Forces Certification Test (AFCT) INVENLOIY ......ccccovvveereiieieeie e, 74
Change PASSWOIT .......c..eoiiiiiiiieie ettt sttt nte e sreenae e 84
Test LiSting (UNPrOCESSEA) ......veivveieeiieiieesieeiesieesiesseestee e eseestaesesneessaessesneesseeeesseesseens 85
TACCTS HOME ...ttt st esre e b e 86
REOPEN A TACCTS HICKEL .....veuiicieciiee et nneas 88
SUDMIT 8 SUGGESTION ..ttt re e b ens 92
System Change LISTING .....ccveieeiiiie et ae e naenne e 94
QUESEION Credit LISTING ... eieeiieiisiie sttt nne e 96
SUDMIt EOCT ChallENQE ..ottt 98
Member AAVISING NOTES ........coiiiiiiieiicie e 101
N 0] 01T 0L PR 106
ESO Designation Letter & ProCeAUIES .........coveiiiiiiieieiie e 106
N o] 01T 00 LD = PR 119
ESO Relief Letter & ProCEAUIES. .......ccviieiieieiesee et 119
Feb 2011 6

SOP for CST TACCTS - ESO



TACCTS

SECTION 1
INTRODUCTION

Overview

This SOP (Standard Operating Procedures) manual introduces the basic
tools and knowledge to:
e Assist ESO’s in checking EOCT (End-of-Course-Test) Inventory
e Assist ESO’s in checking AFCT (Armed Forces Certification Test)
Inventory.
e Solving EOCT inventory issues
e Allows the ESO’s to interact with the Course Support and Testing
(CST) divisions at the CGI.
e Order course material through the 2100 online ordering form
e Administer EOCT through the TACCTS online answer sheet for
(Library Units only).
e Submit Challenged Test Question

All documents pertaining to the TACCTS (Training and Academia
Customer Care Tracking Tool) are located under the help link in the upper
right corner of the screen. This link can be accessed from any screen.
Please review all documents in the help section before contacting the CGI
with questions.

Help link icon

Purpose

The purpose of this SOP is to identify, establish and publish a clear and
standardized set of procedures for navigating through the TACCTS system.
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SECTION 2
TACCTS PROCEDURES ESO

Logging In

Coast Guard Institute Training & Academia Customer Care Tracking System

Please Log In:

User Name :

_Login |

*Click Here for Password Information

PRIVACY ACT OF 1974
A. AUTHORITY FOR USE AND WHETHER MANDATORY OR VOLUNTARY
(1) 14 U.S.C Sec. 633
(2) Voluntary

B. PRINCIPAL PURPOSE - Establish a computer stored record for an inguiry on a Tuition
Assistance and Grants issue or Course Support and Testing fssue.

C. ROUTINE PURPOSE

(1) Provide member reference for Tuition Assistance and Grants and Course Support and
Testing problems.

{2} Provide status on member's Tuition Assistance and Grants or Course Support and Testing
request.

D. EFFECT ON INDIVIDUAL IF NOT PROVIDING INFORMATION

Request will not be processed.

Institutes Home Page : Click Here

o Tologon:

e ESO (Education Service Officer) will receive a “User Name” and temporary
password through an automatic email, once the ESO has submitted a
designation letter to the CGI CST department.)[For ESO designation
procedures and example see Appendix A of this manual]

0 Type in the “User Name” in the User Name block (first initial and last name)
o Type in the temporary password in the “Password” block (first initial and last name)

Note: Please review password requirements by clicking “Click here for password
information”, because the next screen you will be required to create a password.

o Click “Login”

Continued on next page.
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Logging In (Continued) Section 2
TACCTS Procedures

Please Choose A New Password :

Password : |

Verify Password: |

Submit |

Institutes Home Page - Chck Here

0 To create a new password:
e Type in the new password
s Min 8 characters, Max 15.
Must contain at least one lowercase and one uppercase letter.
Must contain at least one numeric value and one special character.
Cannot begin or end with a numeric value.
The new password will be case sensitive, so make sure caps lock key is
turned off.
e Type the new password again, exactly the same, in the “Verify Password”
block
e Click “Submit”

o
[u]
o
o

Feb 2011 10
SOP for CST TACCTS — ESO



Forgot Password Section 2
TACCTS Procedures

| a Coast Guard Institute - Microsoft Internet Explorer provided by United States Coast Guard

_[&lx
File Edit Yiew Favorites Tools Help | |’,'
! @ Back J - d @ __l\J | /.. ) Search \;'\'\/ Favorles _‘3 | <~ “_Tv'
Address I@ htpe fftaccks. main. ads.uscq.milfissue_Tracker[login.asp j Go |Links > @ -
| A
Logm Failed, Incorrect Password Provided.
Forgot Password? Click here to have it sent to vou,
Go Back
[&] Dore [ [ [ | |@ Trusted stes

o If you enter the wrong password, this screen will display.

o If you can not remember your password and your account is not locked, then click on
“Forgot Passord? Click here to have it sent to you”, a new temporary password will
be emailed to you.

o If you did not forget your password, click on “Go Back” and retry log in.

o If your account is locked, you must contact the CGI CST Division to unlock your
account.
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Invalid Password Attempts Section 2

Lockout TACCTS Procedures
/7 Coast Gusard Tttt e - Windoses Untermet Exploser provided by United States Coast Guand X 5 =10 ]
ﬁm_ﬁ' - [E_Htps!mam.mm wobswrsn P Tocums_Traches (et fiogin, s :] G e lbx | P
G st nant | | R R e L

&

Your Accomnt Is Lodced Due to bmvalid Password Attemgpts:

You need to contact the ©oT Div  To Have Your Account Reset

Go Bask

—_——————

o If you enter the wrong password 3 times, this screen will display.
0 You must contact the CST Div. to have your password reset.
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Home Page Section 2
TACCTS Procedures

Training & Academia Customer Care Tracking System

Welcome JAMIE HUBBLE
You have 40 days Left until your inventory expires

Choose Department
» Course Support and Testing E:’;;ﬂﬂ Asgistance and
¥ Valuntary Education ¥ System Change Listing
¥ Submit a Suggestion
Pk User Query Maintenance ¥ Member Advisng Notes

"HEW® View All Open Tickets *HEW*

Your password will expire in 45 day(s)

Institutes Home Page = Click Here

0 Thisisthe TACCTS Home Page.
o Click on “Course Support and Testing” to submit a ticket pertaining to CG
Correspondence Courses and End of Course Test (EOCT).

Note: The scrolling banner notifies you when your password will expire. (see blue square)
[Passwords expire every 90 days]

o To view all open tickets for all departments click on “View All Open Tickets”.
0 To change password from this screen:
o Click on the scrolling banner to navigate the “Change Password” screen. (see
“Change Password” section of this manual for instructions)

Feb 2011 13
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Main Page Section 2
TACCTS Procedures

Training & Academia Customer Care Tracking System (CST) @ search [

Add Issue | ListIssues | SearchIssues | Logout

Course Support and Testing Main Page

P Add Issue » TRCCTS Home ¥ Logout

¥ Library Invertory ¥ Go To WorkBench ¥ Question Credit Listing
B List I5sues * Change Password ¥ Submdt EOCT Challenge
¥ Admirister EOCT ¥ Order Course Materisl  TestListing

{Unprocessed)

P AFCT Inventory
You currently have 0 ticket(s) in your queue.

Institutes Home Page : Click Here

0 This is the main page for the CST TACCTS system, this page list all the options that are
needed to navigate through each procedure.
e Add Issue- this option allows the ESO to submit an issue to the CGI CST Div.
e Search Issues- this option allows the ESO to search through and find a specific
issue ticket, whether it be open, closed or on hold.
e Q Search —a quick search by case id # only.
e List Issues- this option list all the current open tickets the ESO has submitted,
and allows them to reply to comments sent by the CST Div.
e Go to WorkBench- this option allows the ESO to save a partially created ticket
that is not ready to be submitted.
e Logout - this option allows the ESO to logout of TACCTS.
e TACCTS Home- navigates to the ESO Home page which allows the ESO to be
able to switch to a different division.

Explanation of this screen continued on next page.

Continued on next page.
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Main Page (Continued) Section 2
TACCTS Procedures

Training & Academia Customer Care Tracking System (CST) @ search [

Add Issue | ListIssues | SearchIssues | Logout

Course Support and Testing Main Page

P Add Issue » TRCCTS Home ¥ Logout

¥ Library Invertory ¥ Go To WorkBench ¥ Question Credit Listing
B List I5sues * Change Password ¥ Submdt EOCT Challenge
¥ Admirister EOCT ¥ Order Course Materisl  TestListing

{Unprocessed)

P AFCT Inventory
You currently have 0 ticket(s) in your queue.

Institutes Home Page : Click Here

e Order Course Material- This is a direct link to the 2100 online form.

e Administer EOCT- This allows the ESO to administer and submit EOCT
electronically. (Library Units only)

e Library Inventory — this option allows the ESO to check the EOCT inventory at
their unit and report it to the CGI. (Library Units only)

e EOCT Inventory - this option allows the ESO to check the EOCT inventory at
their unit and report it to the CGI. (Non-Library Units only)

e Change Password- this option allows the ESO to change their TACCTS
password at any time.

e Test Listing (Unprocessed) — this option allows the ESO to view all test that
have been submitted to the CGI but have not yet been processed.

e Department Open ticket queue (scrolling banner, see red square)- this
marquee lets the ESO immediately know how many open tickets exist per
department.

e Question Credit Listing - option allows the ESO to view test questions that have
been credited or changed.

e Submit EOCT Challenge - option allows the ESO to submit and EOCT question
challenge to the Subject Matter Specialist (SMS).

Feb 2011 15
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Add Issue Section 2
TACCTS Procedures

Training & Academia Customer Care Tracking System (CST) QSearch L

Add Issue ||List Issues | Search Issues | Logout

Course Support and Testing Main Page
¥ Add Issue ¥ TACCTS Home ¥ Logout
\orary [fvertory

¥ Go To ‘WorkBench P Question Credit Listing
B List I5sues * Change Password ¥ Submdt EOCT Challenge
= A ¥ Test Listing
¥ Administer EQCT ¥ Order Course Material (Unprocessed)

P AFCT Inventory
You currently have 0 ticket(s) in your queue.

Institutes Home Page : Click Here

o Click on “Add Issue” (either link)
0 Use this option to submit non-EOCT inventory issues to the CST div.

Examples: Add and delete from ESO list, A-school entry, EOCT results not posted in DA.
ect....

Continued on next page.
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Add Issue (Continued) Section 2
TACCTS Procedures

Add New Tssue
Issue Hame:
Member Identifier:
Description: 21 DAY MANER REQUEST -
Comments:
= 1000
characters left

Attach . Attachment 1: Browse.. |

Add afile
Submitted By: JAMIE HUBBLE -
Assigned To: Course Support and Testing -
Request Date: 7222010
Status: COpen =
Priority: Mormal -
| Submit |

o To add a new issue, fill in each field.

Issue Name- Enter the Members name.

e Member Identifier- Type in the member’s EMPLID

e Description- Click on drop down menu and select the option that best describes
the issue.

e Comments- This mandatory field is for the details concerning the issue.
Example: ESO gave member obsolete test, need waiver to take correct test.

(explanation of this screen is continued on next page)

Continued on next page.
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Add Issue (Continued) Section 2

TACCTS Procedures

Issue Name:

Member Identifier:

Comments:

Attachments:

Submitted By:
Assigned To:

Request Date:
Status:

Priority:

Submit |

Important!

Add New Tssue

21 DAy MiANER REQUEST -

= 1000
characters left
Attachment 1:

Add a file

JAMIE HUBELE -

Course Support and Testing =
7/22/3010

Open -

Mormal -

Attachments- This option allows the ESO to send an attachment with the issue
ticket if needed.
o To upload attachment:
= Click on “Browse”

Naming Conventions used for attachments uploaded to TACCTS- All attachments must be
named the “members last name_current date”; attachments with the same names will overwrite
previous attachments with same names. If there is more than one attachment for that member
that day, use “members last name-1_current date”, “members last name-2_current date”, ect...
Attachments uploaded via TAACTS will now have special characters removed from the file

names.

Feb 2011
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Continued on next page.
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Add Issue (Continued)

Section 2
TACCTS Procedures

P

@ Choose file @
—
@v'@ » Hubble, Jamie CTR » Documents » - | +4 | | Search 2|
‘ Organize = g2 Views - ‘ Mew Faolder
Eavorite Links Name Date modified Type Size i
E Documents Ll ABC ‘E‘
. American Heritage Indian Month —
= R t Pl .
| Recent Places
- . backupFavoritesia
B Desktop . backupFavoritesis2
More » i CD
Folders W . certificates
Bl Desktop - |l CGMacro
EE Hubble, Jamie C'__:‘ . Civ Performance Eval
| AppData 1 1 ES0 Survey
% Contacts . ES0 Sym 2010
m Desktop L ESOY
EJ Documents |/ Fitness Points
| Documents L) EMLA
E Downloads i B Jamie SOP i
“ Fawnriteo R
File name: - [NI Files (.7} v]
[ Open J [ Cancel ]
= A browse window will appear.
= Locate document to be attached.
= Click on the document to be attached.
= Click “Open”
(explanation of this screen is continued on next page)
Continued on next page.
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Add Issue (Continued) Section 2
TACCTS Procedures

= The file will appear in the “Attachment 1” block.
o |f more than one file needs to be attached:

= After the first file is attached.

= Click on “Add a file” (highlighted in yellow)

(explanation of this screen is continued on next page)

Continued on next page.
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Add issue (Continued) Section 2
TACCTS Procedures

WCGIMS-RISAPPS\Use | Browse...

 2: \CGIMS-RISAPPS\Use | Browse...

e vy -

S ome
e sl

= This will open an “Attachment 2” block. (see red arrow)
s As many attachments needed, can be uploaded. (up to 5mb)
= Click on “Add a file” (highlighted in yellow) after each
attachment is uploaded to add additional attachments.

(explanation of this screen is continued on next page)

Continued on next page.
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Add Issue (Continued) Section 2
TACCTS Procedures

Add New Issue
Issue Hame:
HMember Identifier:
Description: 21 DAY WANER REQUEST v
Comments:
~ 1000
characters left

ik Attachment 1: Browse

Add afile
Submitted By: JAMIE HUBELE -
Assigned To: Courze Support and Testing -
Request Date: 7/22/2010
Status: Open =
Priority: Mormmal -
| Submit

e Submitted By- This field will automatically default to the current ESO’s name
(your name).

e Assigned to- This field will automatically default to “Course Support and
Testing”.

e Request Date- This field will automatically default to today’s date or the date the
Issue is submitted.

e Status- This field will automatically default to “Open”. (When a ticket is
submitted it will be considered an open ticket until the CST Div. addresses the
issue.)

e Priority- Click on the drop down menu to select the priority of the issue.

e Click on “Submit” to submit the issue to CST Div.

Note: Once “Submit” is clicked on, it will be grayed out. To prevent errors from occurring. This
is also true for “Save and Update” buttons used throughout the procedures.

Continued on next page.
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Add Issue (Continued) Section 2
TACCTS Procedures

3 Coast Guard Institute - Microsoft Internet Explorer provided by L UNCLASS":'ED = Iﬁ'lﬂ
File Edit Wew Favorites Tools  Help | :,'
n A o Jﬂl_ _ 0
Gsack > B |_L| |§| __l\1|/_‘Search \&\(Favorltes ‘:{| = ﬂ < _J E\S:? ﬂ
Address Iﬁj http:/fegims-instdata3. main. ads. uscg.milfissue_Tracker/nrtfaddissue. asp j Go | Links ** @ -
[
Add New Issue
Issue Name: I
Member Identifier: I
ICOURSE MATERIAL NOT RECEIVED 'l
Correct Shipping Address:
Enter In Correct Mailing lddress Information Here. ;I
Description:
E
1=
Comments:
(* 1000 Char. Limit *})
E
Attachments: Attachme.nt l:l MI
Add afile
Submitted By: s _-I
Assigned To: I Mon-Resident Training j
Request Date: 11/2/2007
Status: IOpen 'l
Priority: INDrmal Vl
Submit
& ,7 ,7 ,7 ,7 ,7 € Trusted stes
Lb'Startl @ (O] [ 7 ) My Documents | W] 2 microsaft Office Word v| [ Adabe Photoshop “‘92 Internet Explorer - 2 |[&'_]_JDQG!>@@J?§& 10:27 AM

0 There is one “Description” that changes the fields on the “Add Issue” screen when
selected.

o If “Course Material Not Received” is selected a text box will become visible asking for
the correct address the course material will need to be sent to.

o This is very important! The address the member wants the course material sent to is
entered in this box.

Continued on next page.
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Add Issue (Continued) Section 2
TACCTS Procedures

Procedure Once an issue has been submitted. The ESO will receive an email indicating

Instructions the issue was assigned to the Institute and the ticket will be listed in the
ESO’s “List Issue” screen. Once the institute receives the email notification,
the ticket will be assigned to a technician to work the issue. Anytime there is
an update to the ticket, the ESO will receive an email indicating the update.
The ESO does not have to log into TACCTS to view the comments on the
update. The comments will be included in the email. Sometimes an
attachment will need to be sent to the ESO from the CST Div. The
attachment will be located in the email received to notify the ESO the case
has been updated. Attachments can also be opened from the ticket itself.
Verify this paragraph with Richard.
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Go to Workbench Section 2
TACCTS Procedures

Training & Academia Customer Care Tracking System (CST) @Search L

Add Issue | List Issues | Search Issues | Logout

Course Support and Testing Main Page

¥ Add Issue : Socas ¥ Logout

P Library Inventary » Go To WorkBench P Question Credit Listing
b List Issues » Change Password » Submit EOCT Challenge
¥ Admirister EOCT ¥ Order Course Material b Test Listing

(Unprocessad)

b AFCT Inventory
You currently have 0 ticket{s) in your queuve.

Institutes Home Page : Clidk Here

o Go to WorkBench- this option allows the ESO to save a partially created ticket that
can be submitted at a later date.

Note: If an ESO needs to partially create a ticket to submit at a later time, save the ticket to the
WorkBench. The TACCTS system will time out for non- activity, so if a ticket is started in the
Workbench and then left, when the system automatically logs out, the partially created ticket is
lost. If the ticket is saved to the Workbench, the ESO can access the Workbench tickets at a
later time to add information and then submit the ticket.

o To view or submit tickets from the WorkBench.
e Click on “Go to WorkBench”

Continued on next page.

Feb 2011 25
SOP for CST TACCTS — ESO



Go to Workbench Section 2
(Continued) TACCTS Procedures

Training & Academia Customer Care Tracking System (CST)

Add Issue | Listlssues | Search Issues | Logout

Descriplion: Priarity Assigied be Dates Status:
Add Mew WorkBench
Case

Institutes Home Page © Chdk Here

e Click on “Add New WorkBench Case”. (see red arrow on screen print).

Continued on next page.
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Go to Workbench Section 2
(Continued) TACCTS Procedures

Add New Issue To WorkBench
Issue Name:
HMember Identifer:
Description: A-SCHOOLENTRY -
Comments:
{* 1000 Char. Limit *})
Submitted By: JAMIE HUBBLE ~
Assigned To: Course Support and Testing =
Request Date: 7/22/2010
Status: Open =
Priority: MNomal -

| Save ToWorkBench |

e Fill in desired information.
e Click on “Save to WorkBench”.

workBench Tiekets
Humber Hame: Description: PrigFity Assigned to: Date: Status:
233 GRIMM Question TRACK A REQUEST Normal C"“"E‘*TS:U‘;F‘;’“ and 4172010 8:53:47 AM Open
234 GRIMM Question TRACK A REQUEST MNormal COUfS%{ Suh_npm and 4172010 8:53:48 AM Open
esting
235 EPIE for Dorder, Dol S TRACK A REQUEST tormal i il ol -
240 (Chander, Ryan COURSE MATERIAL FOR OPEN BOOK EXAMS Formal CO“’*T :;%’“ and  5i14r2010 4:01:14PM Open
: Unable o Access £SO . . . Course Support and A =
248 e END OF MONTH INVENTORY (NON LIBRARY) Hormal Testing 7/1/20108:28:10 AM  Open

Add New WorkBendh
Case

Inzbtutes Home Page : ChaHere

e Once the ticket is saved to the “Workbench”

e |t will be listed in the “WorkBench Tickets” screen.

e Click anywhere on the row of the ticket to view the details of the ticket, to add
information to ticket or submit the ticket.

Continued on next page.
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Go to Workbench Section 2
(Continued) TACCTS Procedures

TRACK A REQUEST

4
‘ |

Member is a reservist and needs to know whether
she can still gather poincts when sicting for
teéating when the EOCT is taken during ctheir
drilling or active duty time. Pleasze adviae.

e Fill in the desired fields. (Finish creating the ticket)
e Click “Submit Ticket”.
o If ticket still isn’t ready to be submitted:
s Click on “Save”.
s Click on “Delete” to delete the ticket completely.

Note: A WorkBench ticket that is submitted will no longer show up in the “WorkBench list”.
It will now be located in the “List Issues” screen.
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List Issues

Section 2

TACCTS Procedures

Cowrse Support and Testing Main Page

¥ Add Issue ¥ TACCTS Home ¥ Logout

¥ Library Inventory » Go To WorkBench P Question Credit Listing
» Change Password » Submit EOCT Challenge

¥ Admirister EOCT ¥ Order Course Material b Test Listing

(Unprocessad)
b AFCT Inventory

You currently have 0 ticket{s) in your queuve.

Institutes Home Page : Clidk Here

0 To view the ESQO’s tickets submitted to the CST Div:
e Click on “List Issues” (either link).

List Results
Number: Name: Description: Priority
No Open Tickets, Chck Here bo View All

"\

Assigned to: Date:

N

Instibutes Home Page : Click Here

o If the “List Issue” screen appears like this example.
0 This means the ESO has no open tickets.

o Click on “Click here to view all” to display all of the closed tickets for that ESO

without having to perform a “Search”.

Continued on next page.
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List Issues (Continued) Section 2
TACCTS Procedures

Training & Academia Customer Care Tracking System (CST) @5er —

Add Issue | List Issues | Search Issues | Logout

List Results
CaseID: MName: Priority Assigned to:  Date: Last Modified:
-—_-_———
110332 Test for SOP ESO DESIGNATION/RELIEF Normal CGIS0 7/22/2010 8:35:59 AM  On Hold 7I22[2010 9:09:29 AM
110334 Test for SOP A-SCHOOL ENTRY Normal  CGISO 7/22/2010 8:36:48 AM  In Progress 7/22{2010 9:09:51 AM
110335  Testfor SOP REQUEST FOR, OPAC BUMAILING ADDRESS ~ Normal 7/22/20108:37:294M  Open 7/22/2010 8:37:30 AM
You are now ng ds 1 through 4 out of 4 d:

<< Back || Next »> || Last Page >>
View All

o If the “List Issue” screen appears like this example, the ESO has open tickets.

0 To view the details of the ticket, click anywhere on the row of the ticket. (further
instructions on following page)

o To view tickets that have already been closed from this view, click on “Search Issue”
(in the upper right hand corner of the screen).

o To navigate from page to page, click on “Back, Next or Last Page” (see red square)

Note: the color coding is due to the status the ticket is currently in.
e Yellow - open

e Green —in progress
e Red - pending ESO response
e Gray-onhold
e Purple — Request reopen
Continued on next page.
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List Issues (Continued) Section 2
TACCTS Procedures

Training & Academia Customer Care Tracking System (CST) s
Add Issue | ListIssues | Search Issues | Logout

To request a status update, click on the Assigned to Section.

Case ID: 110331

Issue Name: Test for S0P do not delete
Member Identifier:

Member Name: Joa Coastie

Descripbion: DESTRUCTION OF EOCT S
Submitted by: JAMIE HUBBLE

Assigned to: Coursa Support and Testng
Tech Assigned: CGI50

Request Date: 7/22/2010 8:34:53 AM
Status: Pending ESO Response
Priority: Normal

Date Resolved:

Foesohution:

Previous Attachments: EI

Add Comment | Print Issue
Comment

Comments: Date: By:
assigned 7/22/2010 9:09:08 AM CGIS0
uploaded attachemts 7222010 8:43:46 AM  JAMIE HUBBLE
Thank you 7/22{2010 8:34:55 AM  JAMIE HUBBLE
Ticket Creation 71222010 8:34:53 AM System

o0 This screen shows the details of the member’s ticket. Be sure to pay special attention to
the comments section. This section informs the ESO the steps that have been taken
from the CST Division. in resolving the issue, and all activity for the selected issue
since the ticket was created. To reply to a comment from CST:

e Click on “Add Comment” (See next page for more steps to add a comment)
e To request a status up date:
o Clicking on the “Assigned to:” field will automatically open an email
addressed to the CST Div. (See red box on screen print)
0 To print this page:
e Click on “Print Issue”.
e A print dialog box will appear, select the printer and click on “Print”.
e This will print the entire screen including all ticket comments.

Feb 2011 31
SOP for CST TACCTS — ESO



Add Comment (Modify Section 2
Issue) TACCTS Procedures
Modify Issue (Add Comment)
Case ID: 110331
Issue Name: Testfor SOP do not delate
HMember Identifier: 1129807
Member Name:
Description:
Submitted By:
Assigned To:
Technician Assigned:
Submit Date : F{22/2010 B:34:53 AM
Status:
Priority: Mormal -
Attachiments: Attachment 1: _Browse.. |
afile
Previous Attachments: D‘ngl
Comments:
= 1000
characters left
[ Update

0 Click in the “Comments” field.

0 Type necessary comments. (The right had corner of the comment box displays how
many characters you have left that can be typed in the box, each comment box allows
1000 characters)

Note 1: The comments history can be viewed at the bottom of the screen.

Note 2: If necessary the ESO can modify the “Issue Name”, “Member Identifier”, “Member
Name” and “Priority Level” fields.

o Click on “Update”.
e This will automatically generate an email to the CST Div. informing them of
the comments added to the issue.
o0 Attachments can be uploaded and sent with the comments to the CST Div.
0 TACCTS saves all attachments that are sent. Previous attachments can be viewed by
clicking on the attachment icon, in the “Previous Attachments” section above. (see
red square)
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Search Issues

Section 2
TACCTS Procedures

Training & Academia Customer Care Tracking System (CST) QSearch L

Add Issue | List Issues

P Add Issue
¥ Library Inventory
¥ List Issuss

¥ Administer EQCT

P AFCT Inventory

Course Support and Testing Main Page
* TACCTS Home

¥ Go To WorkBench
* Change Password

¥ Order Course Material

You currently have 0 ticket(s) in your queue.

¥ Logout
¥ Question Credit Listing
¥ Submit EOCT Challenge

P Test Listing
{Unprocessed)

Institutes Home Page : Click Here

o Tofind a particular ticket whether it be “open”, “closed” or “on hold”.

e Click on “Search Issues”
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Search Issues (Continued) Section 2
TACCTS Procedures

Search for Issues:

Saved | :_!
Search:

Submitted |

B:: mitted | =] ! (;! >
Case ID: |=_;j |

Assigned =

wo [l ) 3]
Member 1

Name: I_ -"-j |

Member s

Identifier: B I

Comments: |Enntains__v__| I

Priority: I = ;! I _v_i

Status: | = ;i | ;!

Problem 5

Type: I 2 —:j | :—I
Resolution |[—

Code: a- | ;I

Ticket Creation Date Range:

Starting I

Date:

Ending |
Date:

Ticket Resolved Date Range:

Starting l
Date:

Ending |

o0 Type in as much information known about the ticket as possible. If there is more than
one ticket with similar information, all of those tickets will show up in the search
results. The more information known about the particular ticket in question, the
better. “Search Issues” allows the ESO to search through open, closed, or on hold
tickets.

o If there is more than one ESQO’s at a unit, click on the down arrow next to the
“Submitted by” to select your name or to search for tickets submitted by other
ESO’s at the same unit. (see red circle)

Note: The ESO’s name will not appear in the drop down menu if there aren’t any tickets in
the system for that ESO.
(instructions continued on next page)

Continued on next page.
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Search Issues (Continued)

Section 2
TACCTS Procedures

Search for Issues:

Saved
Search:

Submitted
By:

I}
1

Case ID:

I}
1

Assigned
To:

EI

Member
Name:

Member
Identifier:

j &
<<@

Comments:

IEnntains __v_j

Priority:

Status:

Problem
Type:

Resolution
Code:

1)l el

|
4

Ticket Creat

ion Date Range:

Starting
Date:

Ending
Date:

Ticket Resol

ved Date Range:

Starting
Date:

Ending

0 The drop down menu next to each component allows for a more robust searching

capability. (see red square)
o0 = (equal too)
0 # (not equal too)
o Like

0 After typing in the desired information.

e Click on “Search”

Note: ESQO's can use the search page to search any ticket in the system. This is still done by
divison and the ESO's name will still be the default on the search listing, but can be changed.
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Search Issues (Continued) Section 2
TACCTS Procedures

[T —

53861 AFCT Inv. Adj. For Opfac: 3246900 AFCT/ASYAB INVENTORY MAINTEMANCE Marmal “-Resident :ﬁ,fznog 9:43:08

Closed
lining

53562 AFCT Inv. Adi, For OpFact 3246900 AFCT/ASYAB INVENTORY MAINTENANCE Narmal BNt ;{3;2009 SRR

Closed
fining

CT Iny, Adj, for Opfac: 3246500 AFCT/ASVAR INVENTORY MAINTENANCE Narmal Resident :ﬁuznng S

54357 i e Closed
¥ Search Again

¥ Save Search

Note: the color coding is due to the status the ticket is currently in.
e Yellow - open

Green — in progress

Red — pending ESO response

Gray —on hold

Blue - Closed

Purple - request reopen

0 Search results:

e Click anywhere on the row of the ticket to view the details of the ticket.
o If the search results did not generate the desired ticket or if another ticket is
desired.
o Click on “Search Again” (in the bottom left corner of the screen). This
option will navigate you back to the “Search for Issues” screen.

e |f the ESO uses the same search criteria numerous times, the search can be
saved for future use.

o Click on “Save Search”.

Continued on next page.
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Search Issues (Continued) Section 2
TACCTS Procedures

Save Ticket Search

search Marme:

|Name aof Search

SavEe |

s Type the name of the saved search in the “Search Name” field.
o Click on “Save”.

Search for Issues:

d
g:;.r:ch:

pueeeed =T [NAME OF SEARCH

Case ID: |= ;l |

?;signed I= _"_l | ;I
i [omml ]

tdentier: |I= <1 |l

Comments: IEuntains ;I

Priority: I = _-r_l I :J

e The saved search will now display in the “Saved Search” drop down menu on
the “Search for Issues” screen.
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Manage Saved Searches Section 2
TACCTS Procedures

Training & Academia Customer Care Tracking System

Welcome JAMIE HUBBLE
You have 40 days Left until your inventory expires

Choose Department
» Course Support and Testing E:’;;ﬂﬂ Asgistance and
¥ Voluntary Education P System Change Listing
L3 i 1
Pk User Query Maintenance ¥ Member Advisng Notes

"HEW® View All Open Tickets *HEW*

Your password will expire in 45 day(s)

Institutes Home Page = Click Here

0 The ESO can manage their saved searches by clicking on the “User Query
Maintenance” on the “TACCTS Home” page.

User Query Maintenance

. : Query .
Query ID: Query Name: Date Added: Department: Action:
23 HAME OF SEARCH AR2152009 10:54:25 &M C”““ﬁi‘ﬂ%"” and delete
BACK

o0 Each saved search is department oriented. (ie.. if an ESO sets up a saved search for CST,
the same saved search will not be available for TAG, it will need to be set up in both
departments. The page will display all saved searches for each department.

0 Click on “delete’ to delete a saved search.
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Excel Spread Sheet

Section 2
TACCTS Procedures

Procedure The CGI has made an Excel spreadsheet available to keep track of tickets.

Instructions Follow the screen prints step-by-step to download Excel spreadsheet to PC.
It is recommended that this task be completed once a month for a traceable
means of the tickets sent to the CST Div.

Training & Academia Customer Care Tracking System (CST) QSearch L

Add Issue | ListIssuesf|| Search Issues | I

¥ add Issue
¥ Library Inventory
¥ List Issuss

¥ Administer EQCT

¥ AFCT Invenbory

Course Support and Testing Main Page

¥ TACCTS Home ¥ Logout

¥ Go To WorkBench ¥ Question Credit Listing

¥ Change Password ¥ Submit EOCT Challenge
. P Test Listing

¥ Order Course Material (Unprocessed)

You currently have 0 ticket({s) in your queue.

o Click on “Search Issues”

Institutes Home Page : Click Here
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Excel Spread Sheet Section 2

Identifier:

(Continued) TACCTS Procedures
Search for Issues:
gu!Jmitted (=&l ] 5
Case ID: m I_
#::signed oy I :_!
v [omel |
Member i _v-] I
I

Comments; I Contains ;j

l == } I - i
Status: I = - i I L'
bl =
==l =

Priority:

.
T :J

Ticket Creation Date Range:

S |
S [
Ticket Resolved Date Range:

Sl I
o [

Search |

0 The spreadsheet will be generated based on the search criteria provided.
e Fill in the desired criteria.
e Click on “Search” button.

Note: The Excel spreadsheet will generate a report for any tickets returned by the search
results. Examples: Spreadsheet for all open tickets, all closed tickets, all tickets for one
member, for one technician, ect....

Continued on next page.
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Excel Spread Sheet Section 2
(Continued) TACCTS Procedures

} Search Again
» Export To Excel
¥ Save Search

0 Click on “Export to Excel” (bottom left corner of screen).

File Download x|

Do you want to open or save thiz file?

E s Mame: rad3DEF9.xl=

i |

S} Twpe: Microgoft Excel wWarksheet, 5.1 458

Fram: caimz-instdatad. main. ads. uscag. mil

Open Save

v Alwaps ask before opening this type of file

harm paur computer. |f pou da not truzt the source, do not open ar

@ YWhile files from the [ntermet can be uzeful. zome filez can patentially
zave this file, What's the rishk?

o Click on “Save”.

Continued on next page.
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Excel Spread Sheet Section 2
(Continued) TACCTS Procedures

Cose IDy

2|7

¥ Searth Again
* Export Ta Bxrel

P | ==
-Hﬂ Shatus:
Cpan

| Sipd
_hww\—;
LaPetty officer
iRty
st

0
0]

0]

Feb 2011

L 50F Chisch sonsen caphunes
St Sep O7

aTRE

LATA Apphcation, Jason

o Templates

o Trreng Echue stion Marusl

trareng_fles
A rade0sen.
o S | ] radTi0im4,
fitkinie B wmding kst s
CLillfal 85T

A browse window will appear.

Use the “Save In” block down arrow to select the desired place the document will be
saved. (see red circle)

Click on “Save” on the browse window. (see red square)

Continued on next page.
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Excel Spread Sheet Section 2
(Continued) TACCTS Procedures

[ Microsoft Excel - rad0A755.uls UNCLASSIFIED ===

B Fle Edt Yiew Insert Format  Tools Data  Window Help  Adobe PDF Type aquestion for help = o & X
AEE-d R S B Ba@EF 902 -4 [l @ E cudkprnt~ E arial 0 - B I U EEEL _-{».é.!
a2zl
Ad - &
A | B | C | D | E | F | G L3
| 1 [This Document Contains FOUO Information. I~
2
ICase 1D Member's ldentifier Member's Name Problem Desc Priority Submitted By Assigned To D
| 4 | 2817 o Ty 2 DAY WAIVER REQUEST Narmal | """ "™ T Nan-Resident Training 17
&
ETolal: 1
7]
| 8 [This Document Contains FOUO Information.
]
0]

[oul

RN AR RNl R O N o L e e P el Bl e
P2 = | OO M~ 0| e 0D kD = | D0 00 O e 0

4 4 » W]\Sheet1 |«] | LlJJ
Draw = i AgtoShapes'\\DDﬂﬂ(:?lgg &'ﬂ'é'ETt'JJH
Ready UM

tb‘startl 8oEE > Ow Documentsl [##] 2 MicroscF... v| [{3) Adabe Phet... | @Inbox-l‘ﬂicr...l @ 2 Internet.., v”@a Microso... - éhj!&ﬂ_]ﬂ&ﬁ)@&Jﬁh 10:00 &M

0 To view the Excel spreadsheet
e Go to where the spreadsheet was saved.
e Double click to open.

o This is an example of the Excel spreadsheet.
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Quick Search Section 2
TACCTS Procedures

Training & Academia Customer Care Tracking System (CST) QSearch L

Add Issue | ListIssues | SearchIssues | Logout

Course Support and Testing Main Page
¥ Add Issue ¥ TACCTS Home ¥ Logout
P Library Inventory ¥ Go To WorkBench ¥ Question Credit Listing
B List I5sues * Change Password ¥ Submdt EOCT Challenge
= ; ¥ Test Listing
¥ Administer EQCT ¥ Order Course Material (Unprocessed)

P AFCT Inventory
You currently have 0 ticket(s) in your queue.

Institutes Home Page : Click Here

Click in the “Q Search” text box.
Type in the case ID number.
Press “Enter” on keyboard.

The ticket will display.

O 0O0oOo

Note: This quick search is by case ID only!

Feb 2011 44
SOP for CST TACCTS — ESO



Administer EOCT Section 2
TACCTS Procedures

Training & Academia Customer Care Tracking System (CST) @Search L

Add Issue | ListIssues | Search Issues | Logout

Course Support and Testing Main Page

k Add Issue ¥ TACCTS Home ¥ Logout
P Library Inventary ¥ Go To WorkBench P Question Credit Listing
kil ¥ Change Password ¥ Submit EOCT Challenge
s - F Test Listing
>
P Administer EQCT Order Course Material (Unprocesssd)

» AFCT Invenbory
You currently have 0 ticket{s) in your queue.

Institutes Home Page : Click Here

0 Click on “Administer EOCT” to administer an EOCT to a member. (Library Units

only)
e Thisisalink to the TACCTS EOCT answer sheet.

Continued on next page.
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Administer EOCT Section 2

(Continued) TACCTS Procedures
Flle Edit Mew Favorites Inmls- ﬂelp- . i — = | !i;'_
@ Back - J Iﬂ IELI l | 7 Search -;;'_'\'.;'Favorites 6-“ | T ﬂ -

Address |é‘] https: {{taccts.main, ads.uscg. mil{Issue_Tracker/nrt/testadmin, asp v Standard Buttons

v Address Bar

arr
List Issues | Add Issue | pe: ers | Administratid

Administer EOCT

Member EMPLID: |
ESO EMPLID: [ =
Course: [ o
Submit |
Institutes Home Page @ Click Here
Ask Richard

e The first step when administering a test is to disable the Coast Guard Toolbar. VERY
IMPORTANT! Make sure the toolbar is disabled every time a test is administered.
This step will clear the answer sheet. Right click on the toolbar (Coast Guard Banner).
(see red square above)

0 Click “US Coast Guard Toolbar” to uncheck it.

0 It should no longer be visible.
Type in “Member EMPLID”.
The “ESO EMPLID” will default to the ESO that is administering the test.
Use drop down menu to select the “Course” for the test the member is taking.
Click on “Submit”

Continued on next page.
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Administer EOCT Section 2
(Continued) TACCTS Procedures

Microsoft Internet Explorer x|

By clicking 'Ok, wou are acknowledging that the member has been signed off on their EPG's, Your response will be

B’
\-.':/ recorded by the Inskitute,
Cancel |

e Read the EPQ acknowledgement statement.
o Click on “Ok” if you have verified the member has been signed off on their
EPQ’s.
e This will open the EOCT answer sheet.
o Click on “Cancel” if you have not verified the member has been signed off on
their EPQ’s.
0 Do not administer EOCT until this has been verified.
0 This screen cannot be bypassed.

Continued on next page.
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Administer EOCT Section 2

(Continued) TACCTS Procedures
Testivsg Lol ormmst ssn
¥HZ LOCT Test
Member PPLID Fares, Momber MNamez | J0E COASTE
eenkurr (P AL: |;".r::1|:-:| Sl Bank: 1)
%0 [ 00 |5-I"_l!'.\'3'5f’_¢{l s S R A Fn..';!h-r.r
Cemwrnr fazre Member fnsk | j0e coaste Buscg mil
[T |: 150 Dk jeso coaste@usog mid
iLast EOCT Taken: WA Test Dake: [siz008
Test Forre T
Lainiflciol) wallisficiioi pallsiciCipl] |(malisiicifiod
aliailCiclipE] walalciinl aCialCiciCip naliaiCicCinl

sainiiciio] oAl isEiciipl] (imajisificiiol] |Maflisfjciioi
aalliailCicliol] Inalflpiicliod] maljnclioll] Balliallciinll
salinificilioly naisiicilioRr] [waliaiiciiol
daliBiCicEiDE]) AR EcHiDE] (A XIBEiciElDiE
ralliaiicoly haagisdiciiof] naliniici pi

Clomt Ao Shast |

_Subma |

Note: when the answer sheet is opened, if there are answers already selected, click on “Clear
Answer Sheet”.

e Ensure that the member’s EMPLID, ATU/OPFAC, Course Code, and Course Edition,
Name, Rank, Member Email and Test Date” is correct. (Test date and email address
can be modified)

e If any of the member’s personal information is incorrect, postpone the exam and contact
the CGI CST Div.

e “Last Test Taken” is to verify the last test the member took so that the same test will
not be administered twice.

e Use the drop down menu to select the “Test Form” #. IMPORTANT!!!!

(instructions continued on next page)

Continued on next page.
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Section 2
TACCTS Procedures

Administer EOCT
(Continued)

wallialBlcElol

walle el

1A Fcllol baleFclol

Ao

waCls el

asfslclol]

aalCslficitoll

salllallcEclS

wal s FlcFlol

nalflaflcol

MAlsEcFnl

Y el eldal]

naFsEcFor

waFs B

Al

salBaBiciio

2aAfs el

waAlaflcBol]

walFlaFcFic

A Fefoir

BaFalflclioln

1B Elcliol

A Flefoln

nalfhhflcFiolit

Note: if the “D” bubble is wrapped to the next line. click on “View”, “Text Size”, “Smallest”, by
doing this the bubble’s A-D will be on the same line.

e Administer Test.
e Click on “Submit”.

Continued on next page.
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Administer EOCT Section 2

(Continued) TACCTS Procedures
Testing Information

Member EMPLID: Member Name: Member OPFAC: Member Rank:

ESO EMPLID: Member Status: Course: Edition:

Test Version: Admin Date: Submission Date: Transaction:

Answer Key

LAl idcElo i 9.4 0s [Clc[Clp L 7.aBec o £ 25 A8 B c flo L
zafllsfifslc o it 0.4 CgltsicCipC 8.4 B CictplC %A 68 ClclCpC
Al B CicCpC iLalCie|Clcltip C 19.AC B &cCip 27 Clg EicCipC
WY o] ofed o] 8 1z a8 €0 c fi=ip f 20. & =6 €l c o i 28. a [ 8 {2 c {0p |
Y ol e o] e 13, & [Clg [l c [Clp IO 21, A 06 Beic fo i 9.4 Clpfic|Cip T
6. afldsidc o i 144 Ci|Eic|Cip O 22 A de Belc fio 30. A e iEdc itlo i
7.alClis[Clc i | 5.4 e [Clcftip C 23, A8 [ c il
8. afde iidci=lo | 16. A J 8 £ c 2o 2.8 B[ Ciciip[C
‘ Please print a copy of this test summary page for your records.

e Print a copy of the test summary page for your records. IMPORTANT!
e TACCTS will generate an email to the ESO and Member with the unofficial results.
Official results should be posted in to DA within one week of test admin. date.
e To administer another test:
0 Use the “Go Back” link (above) after submitting the test. DO NOT USE THE
BROWSER BACK BUTTON!

Note: After an ESO submits an EOCT, if CST has to make a change due to an incorrect
submission (test form for example), an updated email will be sent to the ESO and member.
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Administer EOCT for Section 2
Auxiliary Member TACCTS Procedures

Training & Academia Customer Care Tracking System (CST) QSearch L

Add Issue | ListlIssues | Search Issues | Logout

Course Support and Testing Main Page

¥ add Issue ¥ TACCTS Home ¥ Logout

¥ Library Inventory ¥ Go To ‘WorkBench ¥ Question Credit Listing
P List Issues ¥ Change Password ¥ Submit EOCT Challenge
¥ Administer EOCT ¥ Order Course Materisl k TestLiding

{Unprocessed)

¥ AFCT Invenbory
You currently have 0 ticket({s) in your queue.

Feb 2011

Institutes Home Page : Click Here

For Auxiliary: Before you can administer a test to an Auxiliary member you must first
submit a TACCTS ticket to the CST Div. requesting that a student record be created for
an Auxiliary member. Include the Auxiliary members “Name, SSN, Mailing Address,
EMPLID (Auxiliary Number), OPFAC and Unit”. Once the TACCTS ticket is
resolved by the CGI then the ESO can administer test for that member.

DO NOT USE THE ONLINE ANSWER SHEET for Auxiliary tests! All Auxiliary tests
must use the 2800 paper answer sheet. Scan the sheet, an upload as an attachment in
TACCTSs to submit to be scored.

You can submit the information to create the student record and the actual scanned
answer sheet at the same time. However the test will take 2-3 days longer to score as a
student record will have to be created before the test can be scored.

Click on “Add Issue”

Continued on next page.
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Administer EOCT for Section 2

Auxiliary Member TACCTS Procedures
(Continued)
! Add Mew Issue
| Lasue Mame: Joe Coaste
Hember Identifier: blank
| Description: AL MEMEER INFORMATION LOAD -
Emplid coudrss nAme
i EE 4 course code
| Commenis: a8n opfac
: complete addresa
: ATcash scanned 2800 = A48 characters left
ki Attachment 1: | Browse
i Add a e
Submitted By: JAMIE HUBBLE ~
| Assigned To: Course Support and Testing -
| Hequest Date: 4212010
:Sl.lll.ll: Opan -
| Priofby: Mormal -
Submit

0 Issue Name- Enter the Auxiliary member’s name.

0 Member Identifier- Leave Blank

0 Description- Click on drop down menu and select “AUX MEMBER INFORMATION
LOAD”. .

o Comments- Aux member EMPLID, SSN, ESO OPFAC, complete mailing address, course
name and course code.

0 Attachment — attach the 2800 scanned answer sheet.

0 Submitted By- This field will automatically default to the current ESO’s name (your
name).

0 Assigned to- This field will automatically default to “Course Support and Testing”.

0 Request Date- This field will automatically default to today’s date.

0 Status- This field will automatically default to “Open”. (When a ticket is submitted it will
be considered an open ticket until the CST Div. addresses the issue.)

0 Priority- Click on the drop down menu to select the priority of the issue.

0 Click on “Submit” to submit the issue to CST Div.

0 It can take up to 3 days for the CST department to load the Aux member’s information and
grade test.

0 A “Course Completion Letter” or “Failure Letter” will be emailed to the ESO who
administered the exam. It is the responsibility of the ESO to deliver the results to the Aux
member.
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Order EOCT for Library Units Section 2
TACCTS Procedures

Welecome JAMIE HUBBLE

You have 40 days Left unsi] your inventory expines.

Choose Department
¥ Course Support and Testing ErT;I;m Assigtance and
¥ Voluntary Educabon P System Change Listing
¥ Submit & Suggestion
k Liser Query Mantenance k Mamber Advising MNotes

o Click on “Course Support and Testing”

Course Support and Testing Main Page
F fidd Issue ¥ TACCTS Home ¥ Logouk
¥ Library Inventory ¥ Go To WorkBench ¥ Question Credit Listing
F List Issues k Change Password k Submit EOCT Challenge
= : F Test Listing
¥ Administer EQOCT ¥ Order Course Materisl {kioccessad)

F AFCT Inventory
You currently have 0 ticket(s) in your quewe.

o Click on “Add Issue”

Continued on next page.
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Order EOCT for Library Section 2
Units (Continued) TACCTS Procedures

Add Pew 1ssue
Issue Hamie: BM1-0112-2, SK1-0148-2 (SOP Tesh
Hember ldentifier
Descripbaon: ORDER TEST3 FOR LIBRARY UMIT -

Comments:
= B48 characters left

Attachments: Attachment 1: Browse

Add a file
Submitted By: JAMIE HUGBLE =
Assigned Ta: Course Support and Testing =
Reguest Date: 4262010
Shatws: Opan =
Priority: Mormmal -

| Submit |

0 Issue Name- short name of course test is for, Course Code, Course Edition (i.e.: BM1
0112-2)

o0 Member Identifier- ESOs EMPLID

o Description- Click on drop down menu and select “Order Tests for Library Unit”.

o Comments- Long name of course test is for, Course Code, Course Edition. (You may
request more than one exam in the same ticket.) Unit OPFAC & physical mailing address
(no PO Boxes)

o Submitted By- This field will automatically default to the current ESO’s name (your
name).

0 Assigned to- This field will automatically default to “Course Support and Testing”.

0 Request Date- This field will automatically default to today’s date.

o Status- This field will automatically default to “Open”. (When a ticket is submitted it
will be considered an open ticket until the CST Div. addresses the issue.)

o0 Priority- This field will default to “Normal” or Click on the drop down menu to select
the priority of the issue.

o0 Click on “Submit” to submit the issue to CST Div.

0 The CST Div. will mail test to the ESO via FedEx. One copy of each version
(ie..#51, #52, #53) of the test is placed in a double envelope with an orange “FOR ESO
ONLY™ sticker on the internal envelope. The FedEXx label is applied to the outer envelope.

0 CST changes the TACCTS ticket status to “Pending Notification of Receipt” and adds
the FedEx tracking number in the comments section.

o Ticket remains open pending response from ESO.

Continued on next page.
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Order EOCT for Library Section 2
Units (Continued) TACCTS Procedures

List Results
CaseID:  Name: Description: Priority  Assigned to: Date: Status: Last Modified:
101691 BM1-0112-2, 5K1-0148-2 (SOP Test) ORDER TESTS FOR LIBRARY UNIT Normal CGI51 4/26/2010 12:25:29PM Pending Netification of Receipt 4/26/2010 12:30:57 PM

You are now viewing records 1 through 1 out of 1 records.
<< Back || Next >> || Last Page >>
View All

Note: Do not open a new issue. Respond in the currently open ticket in which you requested the
exam. This ensures a historical record of the transaction and allows the CGI to reference both
shipment and receipt.

0 Once the ESO receives the test(s):
e Open package and verifies that contents are correct.
e Open active TACCTS ticket.
= Goto “List Issues”.
= Locate Ticket.
= Double click on ticket to open.

If ESO does not receive test(s) see instructions at the end of “Order Test for Library Unit
Section”

To request a status update, click on the Assigned to Section.

| CaseID: 101691
| Issue Name: BM1-0112-2, SK1-0148-2 (SOP Test)
| Member tdentifier:
{ Member Name:
Desaription: ORDER TESTS FOR LIBRARY UNIT
| Submitted by:
: Assigned to: Course Support and Testing
| Tech Assigned: CGlIs1
Request Dats: 4/26/2010 12:25:29PM
| Status: Pending Notification of Receipt
Priority: Normal
Date Resolved:
| Resohution:
no attachments

Add Comment | Print Issue

| Comments: Date: Comment By:
| TACCTS ficket wil be dosed Pending Nofification of Receipt. Fed Ex Tracking Number 7934 8111 4147 4/26/2010 12:30:57 PM CGI61
| Boatswain's Mate, First Class 0112-2 Storekeepar, Frst Class 0148-2 Unit OPFAC Number Coast Guard Institute 5900 SW 64th, Oldahoma City, OK, 73169 4(26/2010 12:25:31 FM JAMIE HUBELE
| Ticket Creation 4/262010 12:25:29 PM System

o Click on “Add Comment”.

Continued on next page.
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Order EOCT for Library Section 2

Units (Continued) TACCTS Procedures
| Modily Tssue (Add Comment)
Case Ik 101691

- Issue Hame: MNotmfcabon of reciept

| Member Identifier:

Member Name;

:Dﬂﬂw

;.l.uhm:d‘lc:

.Tedliﬂllm

| Submit Date : 4262010 12:3535 PH

:Shhm !

| Prionty: Mormal =

¢ et Attachment 1: Browse
| Add a fila

Previons Attachments: na attachments

| Commients:
- 584 characters left
il I._Ipd_ate_|
Comumenls: Diabe: Comment By:

TACCTS ket will be dicced Pending NoSfication of Recspl. Fed Ex Traddng Number 7348111 4147 452010 1230157 PM CGIsL
: scia';i;&ﬂﬂ:;:-'a:anr_gg_ﬁi 01123 Storeoeeper; First Class 0148-2 Unit OPFFAL Number Coast Guard [mstihute 5500 59 G4¢h, 4f35/2010 122531 PM TAMIE HUBELE
_Tlﬁ!l Creabon 47062010 13:25: 29 PE Systen

o Change Issue Name to “Notification of Receipt”

o Enter in the comment section “Tests received”.

o Click on “Update”.

0 Once CST receives notification from ESO that tests have been received, CST adds tests to

the unit’s TACCTS inventory and closes ticket.

ESO does not receive tests

0 ESO checks FedEx site with tracking number for delivery information.

o If FedEx confirms delivery, ESO checks who signed for the package and attempts to track
its location.

o If unable to locate, ESO should notify CST IMMEDIATELY via TACCTS of possible
compromise.

o If delivery is not confirmed by FedEx, ESO should notify CST via TACCTS that the
package was not delivered.
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Order Course Material/Training
Videos and EOCT for Non-Library

Units

Section 2
TACCTS Procedures

Training & Academia Customer Care Tracking System (CST) @Search L

Add Issue | List Issues | Search Issues | Logout

b Add Issue
¥ Library Invertory
¥ List Issues

P Administer EOCT

b AFCT Inventory

Course Support and Testing Main Page
¥ TACCTS Home

» Go To WorkBench

» Order Course Material |

You currently have 0 ticket{s) in your queuve.

¥ Logout
P Question Credit Listing
» Submit EOCT Challenge

F Test Listing
(Unprocessad)

Institutes Home Page : Clidk Here

BACK

o Click on “Order Course Order” to enroll in a course, order an EOCT or to order course
material only, w/out enrolling in the course.

Feb 2011
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Order Course Material/Training Section 2
Videos and EOCT for Non-Library TACCTS Procedures
Units (Continued)

Course Order Request

EMPLID Where Order Is To Be Mailed: |1 23456

ESO EMPLID: I9999999

Course: LI
0140 —(PA1) -

[
0240 — (PAZ )
0366 — (PS3 PO)

Feb 2011

2600 — (PSUESH)
o431 - (sARFND)
Inskituke 0348 — I:SKS :|
0705 — (SNAID)
0652 — (TCTSG)
0176 — (YN1
0276 —(YMN2 )

0376 — (YN3) ~

“EMPLID Where Order is to be mailed” — if the course if for a specific member, enter
the members EMPLID. If the course if for an ESO’s library then enter the ESO’s
EMPLID. This field pulls the shipping address from the EMPLID entered to generate the
mail label. This field is for whoever the course will be mailed to.

“ESO EMPLID” - will automatically default to the ESO ordering the course.

“Course” - Use the drop down menu to select the desired course.

Click on “Submit”.

Continued on next page.
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Order Course Material/Training Section 2
Videos and EOCT for Non-Library TACCTS Procedures
Units (Continued)

Member DPFALC: I?'l G100 Member Rank: T3
ESD EMPLID: |9999 939 Member Status: |Al:ti\fe

Course: |D37E Member Email:
Edition: |'| ESO Email:
Previous Orders
Transaction ID: Course: Edition: ESO EMPLID: Date:
3178051 0376 1 1/14/2008 1:43:00 PM
Order Type

Course Enrollment

Course Enmllment with Test
Unit: |U.S. COAST GUARD INSTITU Course Material Onl

Address: {5900 St B4TH 5T RM 235

City:  |OKLAHOMA CITY

State: |OK

Zip
Cons. [731626399

Test Material Shipping Address:

Wit [US COAST GUARD INSTITUTE
e Verify the member and ESO’s email address is correct. (see black square)
o |Ifitisnot, select the email address that is incorrect.
0 Type in the correct email address.

e Use the drop down arrow (see red circle) to select the “Reason for Submission”

e If you are ordering a course, verify the “Course Material Shipping Address”. This
address can be modified if needed.

e If you are ordering a test, verify the “Test Material Shipping Address”. This address
cannot be modified. All test must be sent to the ESO, if the ESO’s address is incorrect,
please notify the CST Div.

e Click on “Submit”.

Continued on next page.
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Order Course Material/Training Section 2
Videos and EOCT for Non- TACCTS Procedures
Library Units (Continued)

Course Support and Testing Order Page
P Course Order
¥ Yideo Order

BALCK

0 To order a training video for a member/unit:
e Click on “Video Order”.

Yideo Order Request

ESO EMPLID: !9999999

Course:

[» ]l

0802 — (HYPOTHERMIA (DVD)
0803 — (PREMOB (DVDY)

0804 — (BELIEVE (DVD)) SR
10805 — (ASSIST (DWD

[Tk (DD
0809 — (OMLINE ALL THE TIME (DVD))
0810 — (UCMJ (DVD))
0811 —(wOICES (DWD)) —
0812 — (FIRST 72 HOURS (DVD))
0813 — (PROFILE OF A USCG AFRICAN AMERICAN (DVD)) =

e The “ESO EMPLID” will default to the ESO’s ordering the video.
e Use the drop down menu to select the desired video.
e Click on “Submit”.

Continued on next page.
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Order Course Section 2
Material/Training Videos TACCTS Procedures
and EOCT for Non-Library

Units (Continued)

Order Details

W

Member EMPLID: Member Name: I

Member OPFAL: |?'| 62100 Member Rank: T3
ESO EMPLID: T Member Status:  [Active
Course: IEIEEIE ESO Email: I Huscg.mil

Previous Orders

Transaction ID: Course: Edition: ESO EMPLID: Date:
3178051 0376 1 1/14/2008 1:43:00 PM

Order Type

|\fideu Enrollment 'I

Course Material Shipping Address:

Unit: IU.S. COAST GUARD INSTITUTE

Ahddess:  [5900 S\ B4TH ST Rl 235

City:  |OKLAHOMA CITY

State: IOK
Zip
cod - |731696399

e Verify the information on this screen.
e The shipping address can be changed.
e Click on “Submit”.
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Destruction of EOCT

Section 2

TACCTS Procedures

Welcome JAMIE HUBELE

You have 40 days Left unitl] your invendory expires

¥ Course Support and Testing

¥ Voluntary Educabon
¥ Submit & Suggeston
FLiser Query Mantenance

Choose Department

F Tuition Assistamce and

Grants

b System Chamge Listing

F Mamber Advising Notes

Note: Library units can destroy EOCT locally if test become obsolete or are no longer needed at
the unit by using a cross-cut shedder. Once the obsolete test is destroyed, please report the
destruction of the test to the CGI CST Div. via TACCTS.

0 Loginto TACCTS.

o Click on “Course Support and Testing”.

F fidd Issue
¥ Library Inventory

F List Issues
¥ Administer EQCT

F AFCT Inventory

Course Support and Testing Main Page
¥ TACCTS Home

¥ Go To WorkBench
k Change Password

¥ Order Course Material

You currently have 0 ticket(s) in your quewe.

o Click on “Add Issue”

¥ Logout
¥ Question Credit Listing
k Submit EOCT Challenge

F Test Listing
(Unprocessed)
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Destruction of EOCT Section 2

(Continued) TACCTS Procedures
Add Hew Issue

Issue Name: BM1-0112-2

HMember Identifier:

Description: DESTRUCTION OF EQCT'S -

Boasteswain='s Mate, Firast Class 0112-2 test ¥
51, #52, #53 destcroyed by cross-cut shredder on
todays date.

Comments:
= 894 characters
left
2R Attachment 1: | Browse...

Add a file
Submitted By: JAMIE HUBBLE -
Assigned To: Course Support and Testing -
Request Date: 4272010
Status: Open =
Priority: Mormal -
| Submit ]

0 Issue Name- Short name, Course Code, Course Edition and test # (i.e.: BM1 0112-2

@]

#51,#52,#53).

Member Identifier- ESOs EMPLID

Description- Click on drop down menu and select “Destruction of EOCT’s”.
Comments- Long name of test, Course Code, Course Edition, Test #’s and statement
confirming destruction.

Submitted By- This field will automatically default to the current ESO’s name (your
name).

Assigned to- This field will automatically default to “Course Support and Testing”.
Request Date- This field will automatically default to today’s date.

Status- This field will automatically default to “Open”. (When a ticket is submitted it will
be considered an open ticket until the CST Div. addresses the issue.)

Priority- This field will default to “Normal’” or Click on the drop down menu to select the
priority of the issue.

Click on “Submit” to submit the issue to CST Div.

Once destruction notification has been received via TACCTS, CST will remove the tests
from the Unit’s TACCTS inventory.

Feb 2011
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Library Inventory Section 2
TACCTS Procedures

EOCT Inventory Itis required for the ESO’s at library Units to complete an EOCT Inventory
once a month, due by the 5™ of each month. Follow the screen prints step-
by-step to conduct the EOCT Inventory.

Training & Academia Customer Care Tracking System (CST) @Search L

Add Issue | List Issues | Search Issues | Logout

Course Support and Testing Main Page
¥ Add Issue ¥ TACCTS Home ¥ Logout

P Library Inventary » Go To WorkBench P Question Credit Listing
b List Issues » Change Password » Submit EOCT Challenge
¥ Admirister EOCT ¥ Order Course Material b Test Listing

(Unprocessad)

b AFCT Inventory
You currently have 0 ticket{s) in your queuve.

Institutes Home Page : Clidk Here

o Click on “Library Inventory"

List Results
DGiepl; DPTAL: Lo akios: [ Lask Inventory Yerilicailon Werilicaiton s
. ol He2100 ORLAHCMA CITH, O O ESTETUTE WIIOGT 3508 M AT HUBLE

o0 Click anywhere in the row of the Library Listing to open inventory.

Note 1: Library Inventory must be verified by the 5™ of each month. If your verification date is
green it’s been 35 days or less since you last verified your inventory. If your verification date is
yellow it’s been 35-45 days since you last verified your inventory. If your verification date is red
it’s been over 45 days since you last verified your inventory.

Note 2: If you do not verify your inventory within 40 days of your last verification then your
TACCTS account will be locked out. If you have more than one unit under the same DA dept.
ID or OPFAC #, all accounts will be locked if all ESO’s under that unit does not verify their
inventory.

Continued on next page.
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Library Inventory Section 2

(Continued) TACCTS Procedures
Criardr Dede Course Code Comirsr Ed Tl Fearin Ay On Hand : Lt Al perstinenl Dl =
AST| [=TH[-] 1 1] 1 BU2HI00T 2 Lt 24 PM
AsTI aue 1 5 H Br24R00T 21624 PM
AST1 (=] [v] 1 53 2 D24 fe0T 201624 PM
mML oz 1 1] 1 B24007 21624 PM
EML oz 1 52 1 BI242007 21 16:24 P
EML (5 1h 1 =3 1 BI24D007 211624 PM
(L] =151 1 51 1 B 00T 211624 P
[L4] =13 ) 1 = 1 BI2HF0T 2124 P
Bl =4[] 1 ¥ 1 BT B3 1S A
Li]] @e ] 51 1 BIOFD007 820 BM
ET (2] s 2 1] 1 B 00T B0 A
ETH 71 2 51 1 B{2E/2007 BT AM
aMlL ] e B 1] 1 282007 B3I AM
DWINTR o 1 - 1 B 00T 23000 AM
EPHE S g 1 -1 ] 1 Br400T 2: 1624 P
EPMER il 1 L= 1 BPRAR00T 20124 P
[PHER O 1 2 ] 1 00T B XA B
PR 2 1 b 1 BAI007 BN LT M
EPHED 6 1 5 1 200 B2V rEY AM
EFMEE [ 1 55 I BrI2007 21725 M
F Sl Mew Case b S [reierdary Vel st

o Compare all the EOCT the unit has on hand in the safe, to the CGI inventory list on this
page.
o |If there is any discrepancies:
e Click on “Submit Inventory Verification” and then,
e Click on “Submit New Case” to report the discrepancy to the CST Div. at the
CGI. (more instructions on the following page)
o If “Submit Inventory Verification” option is not clicked, then you will
get locked out on the 10™.
0 If there are no discrepancies:
e Click on “Submit Inventory Verification” — this will document the time and
date the inventory was verified every month.

Continued on next page.
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Library Inventory Section 2

(Continued)

TACCTS Procedures

Hember [dentifier:

D srripbions

Coamimeen|l s

™ L0 i, Lt * )

Al M [usare
v, A for Optec 7162000 DA Dept 000044

—

| HCORRECT LERARS IVE N TORY =l

TACCTS =hous 3 WKL T only hewe 2. |

Abtachenent 15 | Brorwe

Arid nfiin
!- Coaurin Buppod ind Trilng ﬂ
B FD0T

_[ Homad =]

0 This is the “Add New Issue” screen.
e Type in comments specific to the inventory issue.

Example: TACCTS inventory shows three MK1, | have two MK1 on hand.

e All other fields will default to the correct information.
e Click on “Submit”

Feb 2011
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Library Inventory Section 2

(Continued) TACCTS Procedures
List Besults
Cane 10 Manme: Desoripbion: Prioeity: Aswigned tee  Duste: Statue:
e i TEST o not Selels please H-FCHOOL, EMTRY Hiorrsal CEs3 ANE00T 4000 AN DOpesn
o pebrathen Tiry pleade o rt delete COLRSE MATEREAL NOT RECEMVED orreal CET TLT BAT-E AN Dpen
I 2801 mm‘u Ogfaz: TLEZ 10D T Dept: INCOREECT LISRAEY THVENTORY ormal m’zrzm‘.' kIR pen

Instiubes Hore Page @ Cick Hate

o This ticket will now show up in the ESO’s “List Issues” screen.
o Double click anywhere in the row of the ticket to open ticket and to review and respond
to CGIl comments.

T reguest & stakios update, cick on L Assigned be Sectien,

Cada [0 Tk
T Wy Rere, Al Tor Gl aes 7162700 Dt Denpls D000
Pz fdantifier;
PMiemtesr Name;
Descrigition: P DRRECT LIBRARY ENVENTORY
Subedted by
Ackiigraad ba Coiiim Suppid a3 by
Tt e
Riovquest ke FAJEF00T L0 190 AM
S = 1]
Pricrity: Mormal
[ishe Aesobvad
iudd Commment | Tusue
Comuments Dt E"'B';:‘“‘
bt do miot dslebe, §hrvowy m putting a bok of bestin somy, W0 WS s e
Pkt |:.12.Ia:u:;{-::921 Systesy

o Click on “Add Comment” to reply to CGI comment.

Continued on next page.
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Library Inventory Section 2
(Continued) TACCTS Procedures

LS e, Bl

e Type in the response to the CGI.
e Click on “Update”
e This will generate an email to the CGlI, notifying them of the update.

Note: Once the issue is resolved the ticket will no longer show up on the “List Issues” screen.
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Non-Library Inventory Section 2
TACCTS Procedures

EOCT Inventory Itis required for the ESO’s at non-library units to complete an EOCT
Inventory once a month, due by the 5™ of each month. Follow the screen
prints step-by-step to conduct the EOCT Inventory.

Mon Resident Training Main Page

F odd [saye ¥ TACCTS Hame ¥ Logout

F EOCT Inventory ¥ Go To WorkBench ¥ Question Credit Listing
P Lisk Issues ¥ Change Password ¥ submit EOCT Challenge
b Order Course Material b Test Listing (Unprocessed)

You currently have 0 ticket{s) in your queue.

e Click on “EOCT Inventory”

List Resulls
D OIPF AL [ Desorigbion: Lask Invwentory Verilicstion: Verilkeation By:

Fratitytey Home Paoe - Ok, e

o0 Click anywhere in the row of the listing to open inventory.

Note 1: Non-Library Inventory must be verified by the 5™ of each month. If your verification
date is green it’s been 35 days or less since you last verified your inventory. If your verification
date is yellow it’s been 35-45 days since you last verified your inventory. If your verification
date is red it’s been over 45 days since you last verified your inventory.

Note 2: If you do not verify your inventory within 40 days of your last verification then your
TACCTS account will be locked out. If you have more than one unit under the same DA dept.

ID or OPFAC #, all accounts will be locked if all ESO’s under that unit does not verify their
inventory.

Continued on next page.

Feb 2011 69
SOP for CST TACCTS — ESO



Non-Library Inventory Section 2

(Continued) TACCTS Procedures
Conmrse Desc Course Code ; Cowarse Bd : Tiest Form ; tal Deate Mernbser Mame ; Enwrallment Murnbser ©
ol a1 : ; s st
Al 40 1 5l 6142006 =
st o e St b

o Compare all the EOCT the unit has on hand in the safe, to the CGI inventory list on this
page.
o |If there is any discrepancies:
e Click on “Submit Inventory Verification” and then,
e Click on “Submit New Case” to report the discrepancy to the CST Div. at the
CGI. (more instructions on the following page)
o If “Submit Inventory Verification” option is not clicked, then you will
get locked out on the 10™.
0 If there are no discrepancies:
e Click on “Submit Inventory Verification” — this will document the time and
date the inventory was verified every month.

Continued on next page.
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Non-Library Inventory Section 2
(Continued) TACCTS Procedures

I, &), for Opfac: 7162100 DA Dept 000044

INCORRECT TEST INVENTORY

I do not have a test for Joe Coastie and my
invencory says I do.

_

0 This is the “Add New Issue” screen.
e Type in comments specific to the inventory issue.

Example: TACCTS inventory shows three MK1, | have two MK1 on hand.

e All other fields will default to the correct information.
e Click on “Submit”

Continued on next page.
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Non-Library Inventory
(Continued)

Section 2
TACCTS Procedures

List Results
Care 1Dz Manne: Dresripbion: Assigned oz Date: Status:
S TEST de ek deleis pleass B SCHOD, ENTRY CEIES FEf2P2007 BT oO00 AW Open
Jn johwruattan Tory plea do not delete COURSE MATERIAL NOT RECENVED RIS 112007 B:aT-53 AN Opan
s -a e B i
Irre'. Bl Por Oplas: TLEZ 100 D Dl ILf2f0007 10:99:23
I | OO0 INCORFECT LEBRERY INVENTORY A Dpan I
Instibubes Home Page @ Cick Here

0 This ticket will now show up in the ESO’s “List Issues” screen.
o Double click anywhere in the row of the ticket to open ticket and to review and respond

to CGI comments.

T reuaest & stalus update, clck on the Assigned be Section.

Can |Lv: ZHE

1oz Hame: Brve, Aaly. For Opfiae: 7162100 il Depl; OOO00HA
Maritear [danktifier:

Mesranr Flame:

Deagampliionn: EHCORRECT LIBRARY INWENTC&Y
Subavdied by

B Lo Corm Sopped usd Teding

Poch g

Fogpmst Dt LA L0 19 2F Ak

Saba: Cpen

Pricaity: Mol

Db Rasodved:

A Commeent | Issur

Comameenits:
etk i miok dieliebe, | nosy im puttng 4 ok of test i sorry,

Tickst Crestion

o Click on “Add Comment” to reply to CGI comment.

C i il
oy

U007 L1923 g vt
L

Rt e

L 00T 10153

A Sysem
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Non-Library Inventory Section 2
(Continued) TACCTS Procedures

o AddNewlssee
o P Irrv. Adj. for Opfac: 7162100 DA Dept 000044 |

N e

e Type in the response to the CGI.
e Click on “Update”
e This will generate an email to the CGlI, notifying them of the update.

Note: Once the issue is resolved the ticket will no longer show up on the “List Issues” screen.
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Armed Forces Certification Section 2
Test (AFCT) Inventory TACCTS Procedures

AFCT Inventory Itis required for the ESO’s who have AFCT libraries to complete an AFCT
Inventory once every six months. Follow the screen prints step-by-step to
conduct the AFCT Inventory.

Training & Academia Customer Care Tracking System (CST) @Search L

Add Issue | ListIssues | Search Issues | Logout

Course Support and Testing Main Page
¥ Add Issue ¥ TARCCTS Home ¥ Logout
P Library Inventary ¥ Go To WorkBench » Quastion Credit Listing
P List Issues ¥ Changs Password b Submit EOCT Challenge
s - F Test Listing
P Administer EQCT ¥ Order Course Material (Unprocesssd)

» AFCT Invenbory

You currently have 0 ticket{s) in your queue.

Institutes Home Page : Click Here

e Click on “AFCT Inventory"

Continued on next page.
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Armed Forces Certification Section 2
Test (AFCT) Inventory TACCTS Procedures

DOFPFAC: 2246500
AFCT Inventory Listing

Item: Description: Serial Number: Qty: Action:

LNSWER SHEET AFCT &15 100287 1 Mark
Administered

LNSWER. SHEET AFCT LIS 100282 1 Mark
administered

LNSWER, SHEET LFCT 415 100229 1 Mark
Administered

LNSWER SHEET AFCT &15 100290 1 Mark
Administered

LNSWER. SHEET AFCT A5 100291 1 Mark
administered

LNSWER, SHEET AFCT AIS 100292 1 Mark
Administered

LNSWER SHEET AFCT &1S 100293 1 Mark
Administered

LHNSWER. SHEET AFCT A5 10029 1 Mark:
Administered

e The AFCT Inventory Listing will display.
e Each unit will hold all or some of the following:
0 Answer sheets
0 Score keys
0 Test books
o Instruction Manual for Administering the test
e Aseach Answer Sheet is used, the ESO will mark the answer sheet “Administered”.
0 Located the answer sheet that was administered.
o Click on “Mark Administered” (see red square)

Continued on next page.

Feb 2011 75
SOP for CST TACCTS — ESO



Armed Forces Certification Section 2
Test (AFCT) Inventory TACCTS Procedures

Test Administration Details

Member S5M:

OPFAC: [3z4p900
Test Administrator: r o
Teskt Date: IW

Subrmit I

Institutes Hore Page : Click Here

e Type the members SSN the test was administered to, in the “Member SSN” field.
e Click on “Submit”.

AFCT Test removed from active Inventory.

AFCT Test moved to arclive records.

(70 Baclt

e This message will display.
e Click on “Go Back™.

Continued on next page.
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Armed Forces Certification Section 2

Test (AFCT) Inventory TACCTS Procedures
SCORING
DIFEECTION &
CONVERSION AFCTCT 000616 1 NIk
TABLES

Total Tkems: 1

Item: Description: Serial Number: Qty: Action:
TEST BOOK LFCTIEFR 004284 1 Mk
TEST BOOK LFCTIEFR 004285 1 Mk
TEST BOOK LFCTIEFR 004286 1 Mk
TEST BOOK LFCTI19GE 004284 1 Mk
TEST BOOK LFCTI19GE 004285 1 Mk
TEST BOOK LFCTI19GE 004286 1 Mk

Total Tkems: &
Submit ¥erification Submit Mew Case

Answer sheet Archive

| Generate Report I

e Scroll to the bottom of the page.
e To begin inventory:
o Click on “Generate Report”

Continued on next page.

Feb 2011 77
SOP for CST TACCTS — ESO



Armed Forces Certification Section 2
Test (AFCT) Inventory TACCTS Procedures

File Download x|

Do you want to open or save this file?

@ Mame: radFIC3z s
Hl

Type: Microsoft Excel Worksheet, 76.5 KB
From: taccts main.ads. uzcg.mil

Qpen Save

W flways azk before opening this type of file

harm your computer. |f vau do nat trast the source, do ot open or

@ “While files from the Intermet can be uzeful, zome files can potentially
zave thiz file. What's the nsk?

e Click on “Open".

Continued on next page.
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Armed Forces Certification

Test (AFCT) Inventory

Section 2

TACCTS Procedures
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3

34

This Document Contains FOUO Information.JAFCT Unit:3246900

Inventory Type
TEST BOOK
TEST BOOK
TEST BOOK
TEST BOOK
TEST BOOK
TEST BOOK
SCORE KEY
SCORE KEY
ANSWER SHEET
ANSWER SHEET
ANSWER SHEET
ANEWER SHEET
ANSWER SHEET
ANSWER SHEET
ANSWER SHEET
ANEWER SHEET
ANSWER SHEET
ANSWER SHEET
ANSWER SHEET
ANSWER SHEET
ANEWER SHEET
ANSWER SHEET
ANSWER SHEET

7 |ANSYWER SHEET

ANSWER SHEET
ANSWER SHEET
ANSWER SHEET
AMNSWER SHEET
AMNSWER SHEET
AMNSWER SHEET
ANMSVWER SHEET

Inventory Descriptic [nventory Serial Numk Inventory Quanti Inventory Addition Date

AFCTIEFE
AFCTIEFB
AFCTIEFE
AFCTI18GE
AFCTIBGE
AFCTI9GE
AFCTIBFIKK
AFCT1BGK
AFCT ASS
AFCT ASS
AFCT A/S
AFCT A3
AFCT A3
AFCT ASS
AFCT A3
AFCT A5
AFCT A3
AFCT A5
AFCT A5
AFCT ASS
AFCT A3
AFCT A3
AFCT ASS
AFCT A3
AFCT A5
AFCT A3
AFCT A3
AFCT ASS
AFCT A3
AFCT A5
AFCT A5

H o4
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» w[\Sheet1

14

1

03/23/2009
03/23/2009
03/23/2009
03/23/2009
03/23/2009
03/23/2009
03/23/2002
03/23/2009
03/23/2009
03/23/2009
03/23/2009
03/23/2002
03/23/20039
03/23/2009
03/23/2009
03/23/2009
03/23/2009
03/23/2009
03/23/2009
03/23/2009
03/23/2009
03/23/20039
03/23/2009
03/23/2009
03/23/2009
03/23/2009
03/23/2009
03/23/2009
03/23/2009
03/23/2009

03/23/2009 hd
| Nl

e Your units AFCT inventory that is listed in TACCTS will display on an excel

spreadsheet.
e Print this page.

e Compare all the AFCT the unit has on hand in the safe, to the CGI inventory list on this

page.

2011
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Continued on next page.



Armed Forces Certification Section 2

Test (AFCT) Inventory TACCTS Procedures
SCORING
DIFEECTION &
CONVERSION AFCTCT 000616 1 NIk
TABLES

Total Tkems: 1

Item: Description: Serial Number: Qty: Action:
TEST BOOK LFCTIEFR 004284 1 Mk
TEST BOOK LFCTIEFR 004285 1 Mk
TEST BOOK LFCTIEFR 004286 1 Mk
TEST BOOK LFCTI19GE 004284 1 Mk
TEST BOOK LFCTI19GE 004285 1 Mk
TEST BOOK LFCTI19GE 004286 1 Mk

Total Tkems: &
Submit ¥erification Submit Mew Case

Answer sheet Archive

| Generate Report I

o |If there is any discrepancies:
e Click on “Submit Inventory Verification” and then,
e Click on “Submit New Case” to report the discrepancy to the CST Div. at the
CGI. (more instructions on the following page)
o If “Submit Inventory Verification” option is not clicked, then you will
get locked out..
0 If there are no discrepancies:
e Click on “Submit Inventory Verification” — this will document the time and
date the inventory was verified every month.

Continued on next page.
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Armed Forces Certification Section 2
Test (AFCT) Inventory TACCTS Procedures

o0 Thisis the “Add New Issue” screen.
e Type in comments specific to the inventory issue.
e All other fields will default to the correct information.
e Click on “Submit”

Continued on next page.
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Armed Forces Certification Section 2
Test (AFCT) Inventory TACCTS Procedures

List Results
CaseID: Name: Description: Priority Assigned to: Date: Status: Last Modified:
54957 AFCT Iny, Adj. for Opfac: 3246900 AFCT/ASYAB INVENTORY MAINTEMANCE TMormal 4/21/2009 2:43:10 AM Open 4/21/2009 2:43:11 AM

You are now viewing records 1 through 1 out of 1 records.
<< Back || Next >> || Last Page >>
Yiew All

o0 This ticket will now show up in the ESO’s “List Issues” screen.
o Double click anywhere in the row of the ticket to open ticket and to review and respond
to CGI comments.

To request a status update, click on the Assigned to Section.

iZase It 54957

Issue Mame: AFCT Inv, Adj. for Opfac: 3246900
Member Identifier:

Member Mame:

Descripkion: AFCT/ASYAR INVENTORY MAIMTEMANCE
Submitted by:

Assigned to: Course Support and Testing
Tech Assigned:

Request Date: 412112009 9:43:10 AM

Status: Open

Priority: Marmal

Date Resolved:
Resalution:

Previous Attachments: no attachments

Add Comnment § Print Issue

Comments: Date: Comment
By:
This is a test Far the SOP, Toy please delste this ticket. 4/21/2002 9:43:11 AM lelEIE
; FAGENBALM
Ticket Creation 4/21/2009 :43:10 AM System

o Click on “Add Comment” to reply to CGI comment.

Continued on next page.
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Armed Forces Certification Section 2
Test (AFCT) Inventory TACCTS Procedures

Comments: Date:

e Type in the response to the CGI.
e Click on “Update”
e This will generate an email to the CGlI, notifying them of the update.

Note: Once the issue is resolved the ticket will no longer show up on the “List Issues” screen.
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Change Password Section 2
TACCTS Procedures

Training & Academia Customer Care Tracking System (CST) @Searh L

Add Issue | List Issues | Search Issues | Logout

Course Support and Testing Main Page
¥ Add Issue ¥ TACCTS Home ¥ Logouk
¥ Library Inventory ¥ Go To WorkBench ¥ Question Credit Listing
¥ List Issues b Subimit EOCT Challenge
» Administer EOCT » Order Course Material B TestLetig

{Unprocessed)

F AFCT Inventory
You currently have 0 ticket{s) in your queue.

Institutes Home Page : Click Here

0 The ESO can change their TACCTS password at any time if needed.
o Click on “Change Password”

Please Choose A MNew Password :

Pas=sword : |
Verify Password.:

Eu'umhl

Institutes Home Page : Click Here

o To create a new password:
e Type in the new password
s Min 8 characters, Max 15.
s Must contain at least one lowercase and one uppercase letter.
s Must contain at least one numeric value and one special character.
s Cannot begin or end with a numeric value.
s The new password will be case sensitive, so make sure caps lock key is
turned off.
e Type the new password again, exactly the same, in the “Verify Password” block
e Click “Submit”
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Test Listing (Unprocessed) Section 2
TACCTS Procedures

Training & Academia Customer Care Tracking System (CST) @ search [

Add Issue | ListIssues | SearchIssues | Logout

Course Support and Testing Main Page

P Add Issue » TRCCTS Home ¥ Logout

¥ Library Invertory ¥ Go To WorkBench ¥ Question Credit Listing
B List I5sues * Change Password b Submdt EOCT Challenge
¥ Admirister EOCT ¥ Order Course Materisl  TestListing

{Unprocessed)

P AFCT Inventory

You currently have 0 ticket(s) in your queue.

Institutes Home Page : Click Here

0 The “Test Listing (Unprocessed)” option allows the ESO to view a list of member’s test
that have been submitted but not processed by the CGI. Each ESO can only view tests
that were submitted by them.

o Click on “Test Listing (Unprocessed)”

UMPROCESSED TESTS {Received)
Transaction # SSMN OPFAC Course Edition Test Form ESO Member EMPLID Score Passing Score Date
Mo Test Fournd.

BACE

0 The option is used for ESO’s to reassure the CGI has received all test submitted.
o Test are processed Monday — Friday at the CGI, with the exception of holidays.
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TACCTS Home Section 2
TACCTS Procedures

Training & Academia Customer Care Tracking System (CST) @Search L

Add Issue | ListIssues | Search Issues | Logout

Coul " g Main Page
¥ Add Issue ¥ TACCTS Home ¥ Logout
P Library Inventary G0 To WarkBend P Question Credit Listing

P List Issues ¥ Changs Password ¥ Submit EOCT Challenge
s - F Test Listing
»
P Administer EQCT Order Course Material (Unprocesssd)

» AFCT Invenbory
You currently have 0 ticket{s) in your queue.

Institutes Home Page : Click Here

0 The ESO can switch between departments at any time.
o Clickon“TACCTS Home”

Continue on next page.
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TACCTS Home (Continued) Section 2
TACCTS Procedures

Training & Academia Customer Care Tracking System

Welcome JAMIE HUBBLE
You have 40 days Left unsil your inventory expires
Choose Department

- P Tuibon Assistance and

¥
Course Suppart and Testing Grants

¥ Voluntary Education # System Change Listing
P Submit & Suggestion
¥ User Query Maintenance ¥ Member Advising Notes

*NEW™ View All Open Tickets *NEW™

Your password will expire in 45 day(s)

Institutes Home Page : Click Here

o It will navigate to the “TACCTS Home Page” to choose another department.
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Reopen A TACCTS ticket Section 2
TACCTS Procedures

Training & Academia Customer Care Tracking System (CST) @Search L

Add Issue | ListIssuds | Search Issues |[Logout
Course Support and Testing Main Page
¥ Add Issue ¥ TARCCTS Home ¥ Logout
P Library Inventary ¥ Go To WorkBench P Question Credit Listing
P List Issues ¥ Changs Password b Submit EOCT Challenge
s - F Test Listing
P Administer EQCT ¥ Order Course Material (Unprocesssd)

» AFCT Invenbory
You currently have 0 ticket{s) in your queue.

Institutes Home Page : Click Here

Note: For all future issues regarding a specific issue (ticket) please reopen the original ticket
vice opening subsequent tickets.

o Click on “Search Issues”

Continued on next page.
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Reopen A TACCTS ticket Section 2

Identifier:

(Continued) TACCTS Procedures
Search for Issues:
gt = = [ JAMIE HUBBLE =]
e [
B | I
& - =
Member — |
[

Comments; I Contains ;j

l == } I - i
Status: I = - i I L'
bl =
==l =

Priority:

.
T :J

Ticket Creation Date Range:

Starting
Date: I

e

Ending
Date: I

Ticket Resolved Date Range:

Starting
Date: I

&

Ending
Date: I

Search |

o Type in as much information known about the ticket as possible. If there is more than
one ticket with similar information, all of those tickets will show up in the search results.
The more information known about the particular ticket in question, the better.

o0 Select “Closed” in the Status field.

o Click on “Search”.

Continued on next page.
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Reopen A TACCTS ticket

(Continued)

Section 2
TACCTS Procedures

List Fesults
Case 107 marne Description: Priovity: Submmitted By W Dakes Sratus
NI aster Chel Malhie) | Normal | DAWN PLSTON | Mo Resdent Traws 6/4/2008 IS9:45 AN Cosed |
F Search Again
¥ Enport To Bocel
Inestibbes Home Page | Chik Here
0 Locate the desired ticket to be reopened.
o Click anywhere in the row of the ticket to view the details of the ticket.
3 Coast Guard Institute - Microsoft Internet Explorer provided by United States Coast Guard -0l x|
File Edit Wew Favorites Tools  Help | l';'
@Back = @ - \ﬂ @ _':‘| ‘ /.-]Search Hj';{' Favaorites €3| v ,'_,_ i] |- Y |
Address |@ http:ffcgims-instdata3. main. ads, uscg. milfissue _Tracker fnrt/display_issue.aspr2608 j Go |Links 2 @ -
To request a status update, click on the Assigned to Section. ﬂ

Case IDu

Issue Mame:
Mernber Identifier:
Member Mame:
Description:
Submitted by
Assigned to:
Tech Assigned:
Reqguest Date:
Status:
Priority:

Date Resoled:

Resolution:

2805
TEST for S0P do not delete

CCOURSES FOR PEOPLE QOUTSIDE THE G

Course Support and Testing

2199

11/2j2007 8:42:41 AM

Closed

Mot rnal

11{2{2007 G:44:33 AM
SCHOOL EMTRY COMPLETE

Print Issue | Request Reopen

Comments: Date: ED'TI;'T!E"t
y: L

Fahafhafhfgh L CGI99

Fahafhafhafh e CGI99

please do not delete this - 1";2!200? el T
4] | 3
|@ I_l_’_|_|_|ﬂ Trusted sites 4

o Click on “Request Reopen”
Continued on next page.
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Reopen A TACCTS ticket
(Continued)

Section 2
TACCTS Procedures

Request Reopen OF Ticket

Case ID: 10410

Issue Name:

Member Identifier:

ilease donot delete

Member Name: ,

Description:

R

Submitted By:

I 21 DAY WANVER REQUEST

Assigned To: Course Support and Testing

Technician Assigned:

Browse... |

Submit Date : 4/4/2007 8:15:17 AM

Status: I Closed ;]
Priority:

Attachments: Attachment l:I

Add afile

no attachments

Previous Attachments:

Comments:

Send Request

Comments:

The need For ticket has been completed

this is & test for SOP

Ticket Creation

Date: Comment
By:

3/21/2008 249141

A CGIS1
3f18f2008 2:32:35

PM F
3/18/2008 2:32:34

P System

o Type in the “Comments” field the desired information pertaining to why the ticket is

being reopened.

Note 1: The comments history is listed at the bottom of the screen.

Note: If necessary the ESO can modify the “Issue Name”, “Member Identifier”, “Member

Name” and “Priority Level” fields.

o Click on “Send Request”

0 A CGI Technician will receive the ticket and reply to the ESO comments.

Feb 2011
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Submit a Suggestion Section 2
TACCTS Procedures

Training & Academia Customer Care Tracking System

Welcome JAMIE HUEBLE
You have 40 days Left until your inventory expires
Choose Department

- P Tuiition Assigtance and

L T
Course Suppart and Testing Grants
F Voluntary Education b System Change Listing
I * Submit a Suggestion I

k User Query Mantenance » Member Advising Notes

"NEW™ View All Open Tickets *NEW™

Your password will expire in 45 day(s)

Institutes Home Page = Click Here

o This option allows ESO’s to submit suggestions pertaining to TACCTS.
0 Goto TACCTS Home page.
o Click on “Submit a Suggestion”.

Continued on next page.
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Submit a Suggestion Section 2

(Continued) TACCTS Procedures
bl fryid
O COI=-DGE=-C6 [_ [T_Le:-:l;ll.u og.tmll j]
FROM [TACCTS_Suggestons@uscy mi
SURJECT [
=]
=
ESSAGE BODY
=
Send |
=] L]
o This will open an automatic email to the CGI IT Div.
o0 Type the suggestion subject in the “SUBJECT’ text block.
0 Type the suggestion in the “MESSAGE BODY” text block.
o Click on “Send”.
0 The suggestion will be sent to the CGI IT Div. for review.
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System Change Listing Section 2
TACCTS Procedures

Training & Academia Customer Care Tracking System

Welcome JAMIE HUBBLE

You have 40 days Left unil your inventony expires
Choose Department
- P Tuition Assistance and
* Course Support and Testing Crants
# Voluntary Education F System Change Listing
¥ Submit a Suggestion
¥ Liser Query Maintenange b Member Advising Notes

"HEW® View All Open Tickets *HEW*

Your password will expire in 45 day(s)

Institutes Home Page = Click Here

o This option allows ESO’s to view a list of all TACCTS system changes that affect
ESO’s.

0 Goto TACCTS Home page.

o Click on “System Change Listing”.

Continued on next page.
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System Change Listing Section 2
(Continued) TACCTS Procedures

TACCTS System Changes
Department e = SCP Reference
Affected: Change Description: Change Date: 3
ALL Establish | Ticket ko ESOS Motify Website Changes 6/10/2005 10007
Message Size Limit for TACCTS messages, Messages cannot conkain more than 6/23/2008 1:33:35
ALL 17230
1500 charackers, P
Grade Submission - Added popup message when ESQ selects "Missing Grades"  6/25/2008 7:48:09
ThA 15138
Problem Type, Al
WRT EP acknowledgement message will now be displaved and required to be 6/26/2008 9:44:38 17461
accepted for all rated EOCTs, Al
ALL Built comment history that will be displayed on the modify, resolve, request  6/26/2008 10:03:25 17483
reapen, and add comment screens, This change affects all departrents. A
Enhanced searching capability, Applies to all departments For both techs and  6/27/2008 3:52:15
ALL , 17530
ESO's, PM
Remove 7 day rule for online testing, Once a course is obsoleted, it can no 71712008 3:08:48
MRT - 7 158020
longer be adminstered online, FM
RSS5 and IT Completion Letter ACE Statement 7 15!203?\,'8’55’01 10472
Problem tvpes now can be routed ko different email groups For more effective 7/16/2008 11:17:11
AaLL 17552
ranagernent., Ak
EXTENSION REQUESTS problem type added, Popup message will provide 7/16/2008 3:50:57
Té . i i : 10362
instruckions when this problem type is selecked, FM
MRT TACCTS user lisk sorking, Separated city and skate For program managers, ?,fl?,fzogls\q?:SS:Sl 18157

Inventory Lockout, ESO's who have matching DA dept or matching OPFAC tied 7/17/2008 8:41:38
ALL to a library inventory will now have their account locked if the inventory A s 18158
verification goes past 40 days.,

ABILITY TO SEND TA AUTH THROUGH TACCTS, CGI now has the abilicy to send  7/21/2008 §:17:52

T4 authorizations to both ESO's and members from within TACCTS, AM

14865

0 Department Affected — notify’s the ESO what department at the CGI the system change
will affect.

0 Change Descriptions — a description of the system change.

0 Change Date — the date the system change went into affect.

0 SCP Reference # - the ticket number for the System Change Proposal.
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Question Credit Listing Section 2
TACCTS Procedures

Training & Academia Customer Care Tracking System (CST) @Search L

Add Issue | List Issues | Search Issues | Logout

Course Support and Testing Main Page
¥ Add Issue ¥ TACCTS Home ¥ Logouk
P Library Inventary » Go To WorkBench I P Question Credit Listing I
b List Issues » Change Password
¥ Admirister EOCT ¥ Order Course Material b Test Listing

(Unprocessad)

b AFCT Inventory
You currently have 0 ticket{s) in your queuve.

Institutes Home Page : Clidk Here

0 The “Question Credit Listing” option allows the ESO to view test questions that have
been credited or changed.
O THE PAGE MUST BE VERIFED BEFORE SUBMITTING A CHALLENGE. The
question being challenged might already be credited.
e Click on “Question Credit Listing”

Continued on next page.
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Question Credit Listing Section 2
(Continued) TACCTS Procedures

L] AETR 1 k| 1 TN 00 & 107 AM i

Cooam 0 om0 @ L m e o |
L ] 3 1] in TR0 Et A '

(S [ TR ] |
o ;o3| a 5 L] TN 2000 BB 19 &M i

Cooem w3 w3 oRsssama I
o0 M5 3 53 ] T 2008 252 48 &M i

Cooem w3 om0 W ToRmssmma |
LK - iy 4 52 53 T 2003 S5 30 AM |

T D e |
oeme 1 5 23 Ty R0 22 B i

. ome w2z ® .z i |
[P0 M1z 2 L » T 00 i B i

L owmms am oz o®m W vmpeenarar |
0 T2 2 2 LH T 20 X O M i

oo Mm@ w7 TAmMETMAM I
a0 1 b1 5 TN ¥ 21 AM i

o o 3w @ Wnimesosim |
219 ™z 3 52 ar TR Z000 B4 L 123 AM i

Coe om0 2 s s doiRwessxiz i
vl ET2 z 53 5 T Z000- 92304 AM !

Coe® e s w3 7opeessuiim i
0229 oMz 9 53 10 TN 200825028 AM i

o Displays all credited and changed questions.
0 This page is managed and modified by the CGI.
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Submit EOCT Challenge Section 2
TACCTS Procedures

Training & Academia Customer Care Tracking System (CST) @ search [

Add Issue | ListIssues | SearchIssues | Logout

Course Support and Testing Main Page
P Add Issue » TRCCTS Home ¥ Logout
¥ Library Inventory ¥ Go To WorkBench bl el
B List I5sues * Change Password ¥ Submdt EOCT Challenge
¥ Administer EQCT ¥ Order Course Material oL

{Unprocessed)

P AFCT Inventory
You currently have 0 ticket(s) in your queue.

Institutes Home Page : Click Here

0 The “Submit EOCT Challenge” option allows the ESO to submit an EOCT question
challenge to the SMS.
o0 Click on “Submit EOCT Challenge” (see red squares)

Continued on next page.
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Submit EOCT Challenge Section 2
(Continued) TACCTS Procedures

Course:

Edtion:

Test Number:
Question Number:

Question Answer:

Tesk Date:

Member EMPLID:

Challenge Reason:

Submitted By:

Assigned To:
Request Date:

Status:

Priority:

Subrmit |

Create EOCT Question Challenge

I =

IE

I

—

—

|

E—

| =l
-

[ Sts-Challangs =

8/11/2008

0 To submit a challenge fill in each field:

Feb 2011

Course- Click on the drop down menu to select the course —edition — test
number.

Edition- Click on the drop down menu to select the edition. (for verification)
Test Number- Click on the drop down menu to select the test number. (for
verification)

Question Number — Type in the question number that is being challenged.
Question Answer — if the challenge is concerning on of the answers, type in the
question answer that is being challenged. (ie..A, B, C, D, E)

Test Date- Click on the calendar icon, and then click on the date the challenge is
being submitted. (today’s date)

(Explanation of this screen continued on next page)

Continued on next page.
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Submit an EOCT Challenge Section 2

(Continued) TACCTS Procedures
Create EOCT Question Challenge
Course: [ =l
Edtion: I—E
Test Number: m
Question Number: |_
Question Answer: l_
Test Date: ]
Member EMPLID: I_
thallenge Reason: | =l
Submitted By: ) H
Assigned To: [SMs-Challenge »]
Request Date: 8/11,/2008
Status: [open =]
Priority: [Narmal =]
Submit |

o0 To submit a challenge fill in each field (cont.):
e Member EMPLID: type in the member’s Employee ID Number that is
challenging the question.
e Challenge Reason — Click on the drop down menu to select the reason the
question is being challenged.
e Submitted By- will default to the ESO’s name submitting the challenge. (Your
name)
e Assigned To- will default to the SMS that is responsible for the test being
challenged.
Request Date- will default to today’s date.

Status- will default to “Open”.

Priority- Click on the drop down menu to select the priority of the challenge.

Click on “Submit”.

0 The ticket will be sent to the SMS responsible for the test that is being challenged. The
ESO will receive an email from TACCTS stating the challenged has been submitted.
Once the challenge is resolved the ESO will receive an email stating the comments and
the resolution of the challenged test question from the SMS. If the challenge is accepted,
sometimes the resolution ticket will contain the new correct answer to the question. DO
NOT FORWARD THESE EMAILS OR TACCTS TICKETS TO THE MEMBER.
Prevent possible compromises.

o Challenge tickets will not show up in the ESO’s “List Issues” screen. If the members test
score is affected by the challenge, the member will be notified by the CGI.

Feb 2011 100
SOP for CST TACCTS — ESO



Member Advising Notes Section 2
TACCTS Procedures

Training & Academia Customer Care Tracking System

Welcome JAMIE HUBBLE
You have 40 days Left until your inventory expires
Choose Department

- P Tuition Assistance and

L]
Course Support and Testing Grants

¥ Voluntary Education F System Change Listing
¥ Submit a Suggestion
¥ Liser Query Maintenange b Member Advising Notes

"HEW® View All Open Tickets *HEW*

Your password will expire in 45 day(s)

Institutes Home Page = Click Here

0 The “Member Advising Notes” option allows all ESO’s to add and track advising notes
on all members at any given time.

0 The option is available only on the Home page after signing into TACCTS.

o0 Click on “Member Advising Notes”.

Continued on next page.
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Member Advising Notes Section 2
(Continued) TACCTS Procedures

Search Member Advising Sotes
bember [dentifier

s

vt I P - CTlchs iy

o Enter the members “EMPLID”.
o Click on “Search”.

Advisoay Motes Listing
Member ID: Subject: Pombser Mot es: Dabe Added Audwinor:
decgren plan Ak LA e i
T Cioerstie ki Fhadend bo plibain a degres plan From the CG1 Yol Bd Dept bl R

Al e
Youa aore o wiewing records | theough 2 oot of 7 records.,

o Banck || Mest > ] Last Page =5
Back To Search

o All advisory notes pertaining to the member will display.
o To review an existing note on a member, click anywhere in the row of the note to view
the details of the note.

Hember 1D
Plenes s
Adveng Subjecdt
Aidvisnd:
Dusber Addlad &Y 2008
Adivising hiotbes Auviped Student Do obdain & degrea plan From the OF] Vol Bd Dept
Prindl Adhwiiing Mole
BACK

0 To print the note, click on “Print Advising Note”.

Continued on next page.
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Member Advising Notes Section 2

(Continued) TACCTS Procedures
Adhvisory Motes Lisling
Member I0: Subjedt: Mot Holest Date Addod  Advisor:
dagran plan Suchoriand AR ]
i Jos Tt LinwedHLdeH.bc-mad-eqﬂdanFloﬂ:hetGI'\-'oll'.:lnmt LARES et =)
el M

Yous e rvw wiewsing records | Fhroogh 2 ol of 2 reconds,
o Back || Mest 2 || Last Page ==

flack To Search
o0 Toadd a new note:
e Click on “Add New”.
Creste Courseling Moles
hMember T
Admsor [44MIE HUBSLE
Subypect [oe Conste
HAdderemg Diate [06=18-2009
Advised Student To obtais & degree plan feos the COGI Vol Ed Depr. ;j
Wotes
|
e The “Member” field will automatically default to the members “EMPLID”.
e The “Advisor” field will automatically default to the “ESO’s” name.
e Type the “Subject” of the note in the “Subject” field.
e Click on the “date” in the “Advising Date” field.
e Type the details of the advice given to the member in the “Notes” field.
e Click on “Add”.
Continued on next page.
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Member Advising Notes Section 2

(Continued)

TACCTS Procedures

*Member D Subjeck:
degrea plan
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Search Results
Member Nobes: Date Added Advisor
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Aihemind Slisdanl 1o olvta & diage i Sl [ron B SG1 Wol Edl Dapl, B 16 700% 1EAOE HUBRLS
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oo Bark || Mest o || Last Page
Esck To Search

o0 The note will now be listed on the “Advisory Notes Listing” for that member.
o0 Al ESO’s can access all advisory notes for all members. (unless no notes exist)
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APPENDIX A

ESO DESIGNATION LETTER & PROCEDURES
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ESO Designation Letter & Appendix A

Procedures

TACCTS Procedures

Procedure
Instructions

At the time of designation as a primary or alternate ESO for your unit, a
copy of the designation memo needs to be sent to the CST Div of the CG
Institute. This action is necessary in order to properly manage the TACCTS
accounts. If an ESO transfers PCS, or separates, the CGI will not know that
a new member has assumed these responsibilities unless such notification is
received.

An example of an ESO Designation letter is on the following page, which
can also be used as a template if desired.
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U.S. Department of
Homeland Security

Commanding Officer (unit address)

Staff Symbol:
United States Phone:
Coast Guard EAX:
Email:
1500
10 August 2010
MEMORANDUM
From: CO/OINC Name, Unit Name , Rank, EMPLID  Reply to

Attn of:

To: Prospective ESO, Name, Unit Name , Rank, EMPLID
Thru:  Current ESOs Name, Unit Name, Rank, EMPLID
Subj:  DESIGNATION AS EDUCATION SERVICES OFFICER (ESO)

Ref: (@) CG Institute ESO Procedures Guides Vols I, CGINST P1550.0

1. You are hereby designated as the (enter unit’s name) (enter primary or alternate) Education
Services Officer (ESO). You will familiarize yourself with your responsibilities as outlined in
reference (a).

2. You are authorized to complete the ESO certification section of the Application for Coast Guard
Tuition Assistance, CG Form 4147, the Application for Tuition Assistance Waiver, CG Form 4147-
1 and the Guard Foundation Education Grant Program (CGFEGP) application, CGIl Form 1560/10a.
The command endorsement signature block must be completed by the CO/OIC or appropriate
delegated authority.

3. As ESO, you will responsible for using the TACCTS to send inquiries and requests to the CG
Institute on behalf of the command. This customer service tool is to be used for tuition assistance,
non-resident training (tests) and resource support section (courses) issues.

4. 1t is your responsibility upon assuming control of a unit EOCT inventory, to verify that you will
never be required to take any exams in your inventory. Designated ESOs and Proctors are ineligible
to take CGI exams for six months if they currently hold the exam in their inventory, held the exam
in an inventory within the last six months or administered the exam within the last six months.

If you are ever required to take an exam that you have held in an inventory, you must request a
waiver to this policy from the Commanding Officer, Coast Guard Institute. Exams most frequently
affected are the Deck Watch Officer Exam and Renewal. It is your responsibility upon assuming
control of a unit EOCT inventory, to verify if any such exams are being held and coordinate with
your Command and the CG Institute to provide alternate secure storage and administration.

#
FIRST ENDORSEMENT

From: Prospective ESO’s name
Unit name

To: CO/OInC name
Unit name
1. | hereby acknowledge the above designation.
Copy: Admin
CG Institute (CST)
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APPENDIX B

ESO RELIEF LETTER & PROCEDURES
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ESO Relief Letter & Appendix B

Procedures TACCTS Procedures
Procedure At the time of relief as a primary or alternate ESO for your unit, a copy of
Instructions the relief memo needs to be sent to the CST department of the CG Institute.

This action is necessary in order to properly manage the TACCTS accounts.
If an ESO transfers PCS, or separates, the CGI will not know that his/her
TACCTS account needs to be disabled unless we receive such notification.
Sending a copy of the relief memo will also help the CG Institute prevent
unwanted ESO related emails from being sent to you.

An example of an ESO Relief letter is on the following page, which can also
be used as a template if desired.
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U.U.S. Department of Commanding Officer (unit address)

HHomeland Security gthe:)f:]?mbol:
UUnited States FAX:
CCoast Guard Email:
1500
8 September 2011

MEMORANDUM
From: Current ESOs Name, Unit Name, Rank, Reply to
EMPLID Attn of:

To: CO/0InC Unit Name
Thru:  Prospective ESOs Name, Unit Name, Rank, EMPLID

Subj:  EDUCATION SERVICES OFFICER RELIEF/AUDIT
Ref: (a) Education Services Officer Procedures VOL. I, CGINST P1550.1

1. 1AW reference (a) and effective the date of this memorandum, 1 (current ESOs Name) have
been relieved by (new ESO name) of the duties and responsibilities of (primary or alternate)
ESO for (name of unit).

2. Anaudit of all End Of Course Tests has been completed. All tests have been accounted for.
All relevant documents, logs, files have been turned over and are in a secure safe.

#

Copy: Unit Files
CG Institute (CST)
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