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GETTING STARTED WITH WEB-BASED TA 

By now everyone has heard about the changes to the Marine Corps Tuition 
Assistance Program.  MARADMIN 687/14 provides guidance on the new 
qualifications in order to use military TA and the transition to a web-based TA 
processing format.  Additionally, MARADMIN 093/16 added the requirement that 
all first time TA users take the online College 101 at http://jkodirect.jten.mil. 

Before providing information on how to set up the WebTA account let’s first look 
at the new requirements to use military tuition assistance.  In order to use TA for 
the first time Marines must meet the following criteria: 

1.  All first time TA users must have served a minimum of two years in the service. 

2.  All TA users must be eligible for promotion. 

3.  All first time TA users will have completed the Personal Financial Management 
MCI course (ID 3420G) prior to submitting a TA application. 

4.  First time TA users who do not have previous college experience, will be 
required to take one course at a time.  Students who can provide documentation 
of an AA degree or 60 units of credit, with a GPA of 2.5 or higher, will be 
permitted to take two courses at a time. 

5.  First time TA users who have a GT score of 99 or below are required to take 
the Tests of Adult Basic Education (TABE) and score above grade 10.2 or higher in 
order to qualify for tuition assistance. 

In addition, tuition assistance will not be approved for classes that have already 
started.  TA applications must be submitted and command approved prior to the 
requested course start date.  Also TA applications will not approved for 
overlapping classes.  Once a course is started it must be completed before the 
start of the next class. 

The second major change to the Marine Corps Tuition Assistance program is the 
transition to web-based TA processing.  Marines who will be using TA are required 
to set up a “myeducation” account through the NETC website and process TA 
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online using that account.   Setting up your new account is easy and only takes a 
few minutes.  This booklet will provide step by step guidance on the WebTA 
program. 

Before we start please remember that the rules you have grown accustomed to 
with paper-based tuition assistance may have changed.  Below is a list of some of 
the things to keep in mind with processing tuition assistance applications using 
the online format: 

1.  Time limits – You can no longer bring TA applications in the day your classes 
begin, or during the school’s add/drop period.  Because the application must be 
reviewed and approved by your command approving authority it will take longer 
to complete the process.  On average you should plan on 15 days from submission 
to receipt of voucher. 

2.  Mandatory codes – There are three codes that must be in the Navy College 
Management Information System (NCMIS) before you can process TA.  Those 
codes must be entered into the system by personnel at the Education Center.  
Please make sure those codes are entered in the system before you begin 
processing TA. 

3.  No after the fact TA – Students who try and process TA after the class has 
begun may not be able to complete the application process.  Do not wait.  Process 
your applications at least 15 days, but no more than 60 days, before the class 
actually starts. 

4.  Education plans – Students are responsible for submitting their education 
plans or SOC agreements to NCMIS after they have completed 6 units.  

5.  Accurate information – Make sure the information on your WebTA application 
is correct.  If you do not have the current email address for your command 
approving authority, you will not receive TA.  If the Education Center cannot get a 
hold of you, you will not be able to receive TA.  And lastly; 

6.  Be pro-active – It will be the student’s responsibility to track their application.  
There is a link on the myeducation.cnet.navy.mil that will allow students to track 
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the progress of their applications.  It is your responsibility to follow up with your 
command if it seems to be taking longer than usual to receive final approval or 
disapproval from your command. 

GETTING STARTED WITH WEBTA 

The first step to start using WebTA is to create a Navy Knowledge Online (NKO) 
account, if you don’t already have one.  In addition to allowing you to access your  

WebTA account, NKO has a wide variety of study materials and test prep 
materials that can help you with both military and civilian educational goals.  

 

 

 

 

 

 

 

 

 

 

 

• Log on to the WebTA URL:   https://myeducation.netc.navy.mil 

• Once you access WebTA you can use CAC or NKO user name and password 
to log-in 

• If you do not have NKO account go to www.nko.navy.mil to create one 
(civilian TA approvers will also need to contact the Education Center to 
create an NKO account) 
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IF YOU ARE NOT 
ELIGIBLE FOR WEBTA 
You will get a caption that 
says: 

“We are sorry, but you are   
ineligible to use this system.”  
Please consult the eligibility 
secton of this page for more 
information.  

 

THE REASONS FOR 
INELIGIBILITY are listed 

here with a message that you 
must work with your Education 
Office to clear these items. 

 

ONCE YOU 
HAVE SET UP 
YOUR NKO  
ACCOUNT YOU 
WILL BE ASKED 
TO LOG IN.  
CLICK ON: 

My Tuition 
Assistance 
(WebTA) 
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Now that you have verified that you are eligible to use the WebTA system, and 
have credits remaining, you are ready to begin preparing your new TA application.   
Make sure you have the following information available before you begin: 

1. course name and number (such as Introduction to Sociology, SOC 101); 
2. course start and end dates; 
3. Type of credits you will be receiving (semester, quarter, or clock); 
4. Cost per credit hour (limit is $250 per semester, $166 per quarter, or $16.67 per clock); 
5.   School name and location, and the  
6. Current email address for your command approving authority.  

AND THE 
ELIGIBILITY 

WINDOW WILL 
SAY: 

 “Your eligibility 
to use this 

system has been 
verified.” 

IF YOU ARE 
ELIGIBLE FOR 
TA YOU WILL 
BE ASKED TO: 
“Please select one 

of the following 
options to 
continue:” 

While at this screen you can also see how many units 
you have used and the total number of TA credit units 
you have remaining in your account. 
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Before you begin the process you must read the Tuition Assistance Application 
Agreement and either agree or disagree with the conditions described.  This is the 
same information that can be found on the back page of a paper-based TA 
application.  Basically this provides you with necessary guidance on your 
responsibilities and those of the Tuition Assistance program.  It is very important 
that you take the time to understand what you will be required to do in order to 
use WebTA. 

 

If you are unsure if your school has agreed to the DoD Memorandum of 
Understanding and is approved to receive military tuition assistance, please go to 
DoD MOU website at  http://www.dodmou.com/institutionlist.aspx  and verify 
your school is in compliance with those requirements. 

 

 

Click on the 
Create TA 
Application 
link to begin 
the building 
your TA 
application. 

 

http://www.dodmou.com/institutionlist.aspx
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If you click the “I Do Not Accept” button the program will close and you will 
return to the NKO login page. 

If you click the “I Accept” button the program will allow you to begin the 
application process.  The system will guide you step by step through the process.  
The starting place is the default values. 

If you 
agree to 

the terms 
set out in 

this 
agreement 
click here 

to continue 
with the 

application 
process. 

If you 
disagree with 

the terms 
then click 

here to close 
the program. 
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Answer 
questions 1 – 15.  

This section is 
for your 
personal 

information, 
such as name, 
SSN, daytime 

phone number, 
years of 

education, GI Bill 
status, and 
command 

information. 

STEP 
1 

The program assumes you will be attending the same school as you attended for previous courses.   

If you are attending the same 
school hit the Yes Button. 

If you are attending a different school, then hit 
No and make corrections on Question 25. 
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Question #8: you 
will be asked to 

type in your CO or 
By Direction 

Authority’s email 
address.  Please 
make sure the 
information is 

correct 

Question #15: 
make sure that the 

location for the 
education center 

matches your 
current duty 

station. 
Hit the Next button to 

move to the next screen. STEP 
2 

Use the drop 
down menu to 

answer questions 
16 and 17.  These 
questions address 

your academic 
goals. 

Questions 18, 19, 
and 20 are about 

graduation 
eligibility. Use the 
drop down menu 
to answer these 

questions. 
Question 21 and 22 asks if you 
have a SOCMAR agreement.  If 

you do please enter yes and the 
school it is issued by. 

When you are done hit the 
Next button to move to 

the next screen. 
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Questions 23 and 24 are for Navy personnel only.  Now we are ready to input 
information on the classes you will be taking.  Be sure you have all the necessary 
information before you start this section.  You need to know what course you are 
taking, course description, course level, the method of instruction, and the type of 
credit hours. 

 

 

 

 

 

 

 

 

 

 

 

 

Question 25: 
Find school 
name by using 
partial or full 
name 

Question 26: 
Use drop 
down 
Calendar to 
select term 
start/end 
dates 

 

Question 27:  Select 
box to the right of the 

blank box to view 
University course 

listing. If course is not 
listed, enter course 

manually 

 
Question 28:  Type 
course title if it is 

not entered 
automatically after 

entering course 
department and 

number 

 

Question 29:  
Select if 
course is a 
foreign 
language 

Question30:  
Type or select 

course 
description 
from drop 

down menu 

Question 31:   
Type or 
select course 
level from 
drop down 
box 

 

Question 33:   
Type or select 

credit unit 
from drop 
down box 

 Question 32:  
Type or select 

primary 
instructional 
mode from 
drop down 

menu 
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Question 34:  Enter 
the total number of 
credit hours 

 

Question 35:  Enter the 
cost per credit (student 
is responsible for 
correct cost) 

 

Question 36:  Enter TA fee 
(optional) only for courses 
that have a mandatory fee 
for course enrollment (this 
does not include the online 
book fee) 

 

To clear course information, click 
box left of “Course Dept & No” 
and click “Clear Checked”.  This 
will remove all course information 
on that line. 

 

Select “Save” to submit application 

A warning appears giving you the 
option to make changes 
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Now that you have completed the TA application process you will be 
asked to save the application.  Please take a moment to check the 
document and make sure that all the coursework and school 
information is correction. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Other warnings will appear based on the information you put on your TA 
application.  Please check each one carefully to make sure that the information 
you have typed in is accurate.  Once the information has been verified you will be 
able to submit your TA application to your unit approving authority. 

 

 

If the information is 
correct then hit the YES 
button to save the 
application. 

If the information 
is not correct hit 
the No button and 
you will be given 
the opportunity to 
make corrections. 

STEP 
3 
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Once you make your selection, the application will be cancelled, recalled so you 
can make changes, or submitted to your command’s approving authority.   

These boxes will 
show you that the 
application has been 
created and show 
the status. 

Please view the application.   

If you need to make changes to the 
application hit the Change button.   

If you don’t want to submit this 
application for approval hit the 
Cancel button.  

 If all the information is correct and 
you want to submit the application 
for command approval then you’ll 
hit the Submit button 
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           The screen below is an example of the final step in the TA submission 

           process.  If everything is correct you can submit your application.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

If you are sure you want to 
submit this application to 

your command for approval 
hit the Yes button. 

If you decide that you are 
not ready to submit the 
application at this time hit 
the No button. 

STEP  
4 
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The next step is to complete the submission of the application to your approving 
authority.  You will receive a message that the application has been submitted to 
your CO for approval.   You can also check the status of your application on the 
existing applications screen. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

If your command approving 
authority has not approved 
your TA you can cancel the 
application by hitting the 

Cancel button. 

 

If your command 
approving authority did 

not receive the application 
you can resubmit by 
hitting the Resubmit 

button. 
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NOTIFICATION TO STUDENT FROM COMMAND APPROVING 
AUTHORITY 

Once your command approving authority has reviewed the application, and either approved or 
disapproved it, students will receive an email.  This email will let them know if their TA has been 
approved and sent on the education center for processing.  If your TA application has been 
disapproved the reason for the decision to disapprove will be in the remarks section.  Students 
can view the remarks by selecting the link on the email or by logging into their WebTA account. 

 

NOTIFICATION TO STUDENT FROM EDUCATION CENTER 

Once your TA application has been processed you will receive an email from the Education 
Center notifying you that TA application has been processed and either approved or 
disapproved.  If your application has been approved you will log into your WebTA account and 
print out the voucher. 

If your TA application was disapproved by the Education Center you can go to the remarks 
section of your WebTA account for an explanation of why you were disapproved.  Here are 
some of the most common reasons for disapproval: 

• Your GPA is below 2.0;  
• Your class has already started (no after the fact TA);  
• You have failed to submit grades for previously completed classes; or 
• You have failed to repay tuition assistance for a grade of F or a voluntary withdrawal 

from a previous class. 

Please contact your education center for information on how to resolve these issues. 
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The email students receive will contain the following information: 

 

 

PRINTING OFF YOUR VOUCHER 

 

 

 

STEP 1 

Go to your 
WebTA 

account and 
click on 
Existing 

Applications 

STEP 2 

Next Click 
the View 

button for 
applications 
under the 

Authorized 
Status 

portion. 
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STEP 3 

Hit the Print Document button 

STEP 4 

SIGN THE DOCUMENT AND 
SEND IT TO YOUR SCHOOL. 

Please note that your SSN will 
not appear on the voucher.  If 
your school requires it please 
write it in with a pen before 
sending it on to the school. 

Also please contact your school 
to ask how they want to receive 
the voucher – electronically, by 

FAX, or by mail. 
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COMMAND APPROVING AUTHORITY DIRECTIONS 

Commands will notify the Education Center of the names of those 
individuals who will be serving as Command Approving Authorities by 
sending the ByDir Letters to Dwight Fitzgerald, Camp Pendleton 
Education Services Officer, at dwight.fitzgerald@usmc.mil. 

For Marines who have been designated as Command Approving 
Authority (CAA) these are the directions for receiving and approving 
tuition assistance applications: 

 

 

 

 

 

 

 

 

 

STEP 1 

You will receive an email 
from cnet.navy.mil notifying 
you that an Electronic 
Tuition Assistance (TA) 
application has been 
submitted for approval.  If 
you click on the URL you will 
be directed to KNO. 

STEP 2 

The URL link will connect 
you with a log-in screen.  
You can log in with either 
your CAC or using your NKO 
user name and password.  

mailto:dwight.fitzgerald@usmc.mil.
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From there the Marine’s application will be forwarded on to the 
Education Center for final processing.  Marines are notified by email 
when the voucher is finished and given instructions on how to 
complete the process. 

 

 

 

If you approve the application, 
please click the Approve button.  
Once the application has been 
approved by the command 
approving authority, the document 
is forward to the Education Center 
for processing. 

If you disapprove the 
application, you may leave 
comments in the Review 
Comment box.  Next hit the 
Reject button to disapprove the 
application. 
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NOTES: 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


