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Navy College Management Information System (NCMIS)

https://voled.training.navy.mil/tuition/shared/common/home.html#nbb

NCMIS Home Functions~  Tuition Assistance~  Maintenance ~ Reports ~  Administration ~

=

Navy College Management Information System

YWOMIS

Voluntary Tducation for the Sea Services

Service Notice

Welcome to NCMIS

If you are experiencing difficulties with NCMIS,
NCMIS is a senvice of the Naval Education and Training Command (NETC). Please use the navigation menu bar please contact NCMIS support using the
located above to access the various medules of NCMIS LiveHelpNow helpdesk Ticket located at;

ittp:supp n.livehelpnow.net/new_ticket aspx?

Announcements cid=30432> choose NCMIS User Support as your

Category.
NCVEC Customer Hours 2019-06-28 1048
Normal Hours: Quick Links

The NCVEC's customer service are 0700-1900 Eastern Time Monday-Friday by phone at 877-838-1659 (closed
Federal Holidays). Every 3rd Friday of the month, NCVEC customer service hours are 0800-1200 Easter Time. « Navy College Program
« OBIEE REPORTS
« OBIEE COMPLETE USER GUIDE

Navy TAINCPACE DL Funding Window 2018-06-22 1230 + Discoverer Reports

The Navy College Virtual Education Center (NCVEC) is funding + QA-Test My Education WebTA
WebTA applications through 30 Aug 2018; NCPACE DL funding through + QA-Mirror My Educatio TA
30 Sep 2018. « Joint Service Transeription(JST)

Sailors can submit WebTA and NCPACE Distance Leaming (DL}
applications as early as 120 days, but they must be command approved no
later than 14 days prior to the start of the institution's published term

start date per NAVADMIN 219/16.

[. Access to NCMIS

To gain access to the Navy College Management Information System (NCMIS) for the following reasons:

» A new authorizer to fund STA-21 vouchers.
> Reinstate existing user login to fund STA-21 vouchers.

Submit a Help Request Ticket at the Navy College Program website: https://www.navycollege.navy.mil/

» Under “Navigation and Search”, Click on Assistance Center > Help Request
https://supportsystem.livehelpnow.net/new _ticket.aspx?cid=30432

» Choose “NCMIS User Support” as the category to ensure your inquiry is routed to the correct team.

» A member of the NCMIS Program Office will respond to the inquiry within 3 business days.

NOTE: Logins will expire after 30 days if user does not login to NCMIS.
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https://voled.training.navy.mil/tuition/shared/common/home.html#nbb
https://www.navycollege.navy.mil/
https://supportsystem.livehelpnow.net/new_ticket.aspx?cid=30432

[I. Create a STA-21 Voucher in NCMIS

Tuition Assistance Menu > Authorization Voucher

NCMIS Home

Authorization Voucher

Navy College Management Information System

Voluntary Education for the Sea Services

» Enter the Last Name, First Name or the EDI (DOD ID #)
» Click, “Search”
» Select the individual by clicking on their last name.

Autharization Voucher

EDI Last Name, First Name

Popeye, Sailor ‘

Participant Branch Rate Active Pay Grade Command

All Participants A v Yes v s -

EDI Last Name First Name Branch Command Rate Pay Grade Active

ﬁ POPEYE SAILOR N 03369 Ls2 E5 L4} 1
- Tto1of1

Creating a Document:
Click on “Add Document”

Person Search

Authorization Vouchers
s
EDI: Branch: Navy Rate: Ed Plan Quota Caps. Refresh

Service Code Site Code Fiscal Year Serial Start Date Comp Date
Document Start Date~ End Date Total Credits Total Dollars
53520190 2010 J 2019 00 $00.00
53520190 2010 2015 36 $2.500.00
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*Note: If “Add Document” button is not there, you will see the “Not Eligible” button. Clicking on the “Not

Eligible” button will provide the reason.

Reasons ETN3 MCNEIL, JAMES is not eligible for TA

Reason

The Service Member has notifications that need to be acknowledged

Education Plan

Once the blank document opens, enter the following fields:

Site Code

School

Start Date

Comp Date (completion date)

VVVVY

Term — It is critical to enter the correct term, in the correct order, because funding limits are term

specific

Person Search

Seaman To Admiral Voucher: New Voucher

s
Documents

Current Document

Doc Nbr: EDI

Education Goal

4-BS v

School

Start Date
Term
v
Course and Title Credit Unit

School Fee

Then Click on “Add Course”

Updated July 2019 (KG)

Branch:
USN
Site Code Site Name
School Name Probation
Comp Date Doc Auth Pct
00
Document Authorizer WebTA Approver
Not a WebTA Document
Credit Hours Hourly Cost Cost Status

Authorized Fee

/7

Rate:

Auth Hrs

Ed Plan

Grad Indicator

N

DoD MOU

Doc Auth Date

Prior Used Dollars
5,000.00

Auth Fees

Status

Authorized v

Quota Caps

Auth Amt
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Complete the course specific information (include course fees if applicable) and then click “OK.

Add Course

Credit Unit

Semester

Credit Hours Hourly Cost Course Fees
00

Course Level Instruction Mode Course Location

Select One: Select One: Select One:

Auth Fees

o3

Enter eligible institution fees in the School Fee area box.

Seaman To Admiral Voucher: New Voucher

Quota Caps
Education Goal Site Code Site Name Grad Indicator
4-BS L 35 NROTCU OREGON STATE U N
School School Name Probation DoD MOU
0094A Oregon State University
Start Date Comp Date Doc Auth Pct Doc Auth Date
2019-07-08 [ 2019-09-27 .00
Term Document Authorizer WebTA Approver Prior Used Dollars
Summer M Not a WebTA Document 5,000.00
Course and Title Credit Unit Credit Hours Hourly Cost Cost Status Auth Hrs Auth Fees Auth Amt
)@ e | fow | [eww | o @ | | ]
School Fee

Authorized Fee

=

Status

Authorized ¥
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Click “Authorize.”

Seaman To Admiral Voucher: New Voucher

Doc Nbr:

Education Goal

School School Name
0094A . Oregon State University
Start Date Comp Date
2019-07-08 e 2019-09-27
Term Document Authorizer
Summer v
Course and Title Credit Unit Credit Hours Hourly Cost

Site Name

NROTCU OREGON STATE U

Probation

Doc Auth Pct
00

WebTA Approver

@ e | [fmw |

Ed Plan

Grad Indicator

N

DoD MOU

Doc Auth Date

Prior Used Dollars

Quota Caps.

School Fee Authorized Fee

Confirm that the term information is correct.

Confirm Term

—

Waming: By clicking authorize you are confirming that the courses listed are for the

term selected
Please verify the term is corect: Summer
Term cannot be changed after authorization

Vouchers must be authorized in term date order {i.e. summer before fall).

m Canczl
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Not a WebTA Document 5,000.00
Cost Status Auth Hrs Auth Fees Auth Amt
fews | @ | | ]
Status
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Click on “Print Doc” to view/print the authorization voucher.

NCMIS Home  Functions~  Tuition Assistance~  Maintenance ~  Reporls ~  Adminisiration ~ Notifications

FemToEzrah - Document Authorized

s
D Seaman To Admiral Voucher [N
Doc Nbr: EDI Branch: Rate: Ed Plan QuotaCaps  Refresh §
USN
Education Goal Site Code Site Name Grad Indicator
4-BS v 35 NROTCU OREGON STATE U N
School School Name Probation DoD MOU
0094A Oregon State University N Y
Start Date Comp Date Doc Auth Pct Doc Auth Date
2019-07-08 2019-09-27 00 2019-06-28
Term Document Authorizer WebTA Approver Prior Used Dollars
Summer v 5,000.00
Course and Title Credit Unit  Credit Hours  Hourly Cost Cost Status Auth Hrs Auth Fees Auth Amt Grade Actions
o]@ Fww | [0 | fewo | o |@ [povs | [00 | [0 | ¥ E3c3a
School Fee Authorized Fee Status

Calculate PrintDoc | Form 1164 | Upload Attachment

Review the STA-21 Authorization Voucher for accuracy.

Note: Fees will appears under “Misc Cost” (Miscellaneous Cost) on voucher. Fees may be government
funded within quota limits.

$3520190 0N
STA-21 TUITION AUTHORIZATION 28-Jun-2019
popD: NAME:
UNIT: NROTCU OREGON (ECP STU) INSTITUTION: ~ Oregon State University
ENROLLMENT AUTHORIZATION
stART: 2019 enp: [I-2019
COURSE  TITLE HOURS | COURSE COST MISC COST
DEMO200 DEMONSTRATION 5.0 $1.600.00 $50.00 h
ADMIN FEES $25.00

TUITION COST: | $1,600.00 h

MISCELLANEOQUS COST: || $75.00
GOVERNMENT COST:| §1.675.00
STUDENT'S COST: | $0.00
TERM AMOUNT AVAILABLE:| $825.00

I have read, understand, and will comply with the provisions of OPNAVINST 1420.1A governing my participation in the STA-21
Program. I hereby authorize release of my grades and notification of degree completion to the US Navy.
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[II. Form 1164 (Reimbursement Request)

Other eligible expenses are submitted for reimbursement approval on the Form 1164.

ISH vl L
CLAIM FOR REIMBURSEMENT
FOR EXPENDITURES T
ON OFFICIAL BUSINESS
Read the Privacy Act Staternent on the back of this form. 5. PAID BY
A, [[a MAME [Last. frsr minote initiad) b EMPLOYEE ID NUMBER
c
L
A
| [ VARLING ADOFESE incuce 2 Cedt) 4 OFFICE TELEFHONE MLUMEER
M
A
N
T
6. EXPENINTURES i fare or foil claimed in column () exceeds change for one person, show in column () the number of additfansl persans whvch
accampanad the claimant.)
DATE it SEprCna b CODE 1 Lot (D) .
C A  Trovel D. Fumeral Henars Detai urlé::tr.r.mrt AMOUNT CLAIMED
O B . Telephone or Telegraph E. Specialty Care Murnrera Chu
E C - Dher expeises (lemired) ] FAAE
(Expiain wrpoitungs in speci detad ) WUNEER OF oA ADD TS AND
MLES MILEAGE TOLL  |RERSONEJMISCELLANEDLS
a) Bl iz} FROM & TO 1] i gl s al
¥ additianal space is required continue on e heck. BUBTOTALS GM;GFEMDFRM THE
T. AMOUNT CLAIMED | Tols! of calumns (1], and (i) ’
( . tarand () jp 3 TOTALS
8. This claim is appeoved. Long distance ielephons calls, if shown, are cerified as 10. | cestify that this daim is tnue and correct to She best of my knowledge and belief
necessary in the interest of the Government. (Mofe:  long distance calls ans and that paymen ar credit has not been received by me
ncluded, he approving oifical must have been authonzed / wning, by fe haad
of the department or agancy to so cerdy (31 UL5.C. 680a) ) Sign Oviginal Orly
DWTE
Sgn Grginai oy i
DATE 1 CASH PAYMENT RECEIPT
APPROVING 2 PAYEE |Sgnatie) . DATEFECEWED
OFFICIAL
=M HERE
9. This claim & certtied cormect and proper for payment. &, AMOUSNT
AUTHORIZED Sign Original Only B
CERTIFYIRG DKTE
DFFICER 2. PAYMENT MADE
0 HERE r BY CHECH MUMBER

ACCOUNTING CLASSIFICATION

OPTIONAL FORM 1164 (REV. 11/2017)
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IV. Amending Authorized Vouchers

Tuition Assistance > Authorization Voucher

NCMIS Home

Authorization Voucher
Document By Participant

Navy College Management Information System

Voluntary Education for the Sea Services

To amend an existing authorization voucher:

» Search for the service member using the search fields
» Open the correct document by clicking on the “Document” number.
» Make necessary changes by clicking on the field or course title.
e Limited changes (highlighted) to authorized vouchers are permitted until invoice or grade is
posted.
e *Terms cannot be changed after the document has been authorized.

Seaman To Admiral Voucher- || N

Doc Nbr: EDIL: Branch: Rate: Ed Plan Quota Caps Refresh §
USN
Education Goal Site Code Site Name Grad Indicator
4-BS W 35 NROTCU OREGON STATE U N
School School Name Probation DoD MOU
00944 Oregon State University N Y
Start Date Comp Date Doc Auth Pct Doc Auth Date
2019- 2018- 00 2019-06-28
Term Document Authorizer WebTA Approver Prior Used Dollars
Summer T 500000
Course and Title Credit Unit ~ Credit Hours  Hourly Cost Cost Status Auth Hrs Auth Fees Auth Amt Grade  Actions
] [foooo | [320.00 1,600.00 0 0.0000 00 00 L]
School Fee Authorized Fee Status
25.00 00

» Click “Save.”
e When making changes, it is occasionally necessary to click the “Calculate” button and then
“Save” to ensure the funding limits are allocated correctly.
» Ensure your changes save correctly by clicking on “Print Doc” to review the updated voucher.
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V. Grades

Tuition Assistance > Authorization Voucher

> Add grades to the authorization voucher upon completion of each term. The designated STA-21
NCMIS user (Supply Clerk, Tech, Officer or STA-21 Academic Advisor) can enter grades.

Note: Supply Clerks can add grades; however, changing grades must be handled by the TA Accounting
office.
e To modify a grade that has already been entered, submit a Help Request Ticket at the Navy
College Program website. https://www.navycollege.navy.mil/ > Assistance Center > Help

Request
e https://supportsystem.livehelpnow.net/new ticket.aspx?cid=30432

e Choose “TA/NCPACE Grades and Billing” as the category to ensure your inquiry is routed to the
correct team.

To Add Grades:
> Search for the service member using the search fields

» Open the correct document by clicking on the “Document” number.
> Select the appropriate grade from the drop down list
» Click “Grade”

Seaman To Admiral Voucher. ||| I

Doc Nbr: EDI: Branch: Rate: Ed Plan Quota Caps Refresh $
USN
Education Goal Site Code Site Name Grad Indicator
4-BS v 35 NROTCU OREGON STATE U N
School School Name Probation DoD MOU
0094A Oregon State University N Y
Start Date Comp Date Doc Auth Pct Doc Auth Date
2019- 2018- .00 2019-06-28
Term Document Authorizer WebTA Approver Prior Used Dollars
Summer v 5,000.00
Course and Title Credit Unit ~ Credit Hours  Hourly Cost Cost Status Auth Hrs Auth Fees Auth Amt Grade Actions
Q 5.0000 320.00 1,600.00 0 0.0000 00 00 Cancel
School Fee Authorized Fee Status
95 00 00 Authorized v

|gcwuxz—ﬁcnm>ll|

» Verify course grade saved

I Sz | + Course CHEM 242A graded. |

I  Documents
Seaman To Admiral Voucher: || NN
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https://www.navycollege.navy.mil/
https://supportsystem.livehelpnow.net/new_ticket.aspx?cid=30432

VIIL. Important Reminders

STA-21 funding limits:
e Fiscal Year - $10,000.00
e Semester limits for schools that operate on semester terms:
Fall — $4,000.00
Spring — $4,000.00
Summer - $2,000.00
e Quarter limits for schools that operate on quarter terms:
$2500 per quarter for 4 quarters
e The remaining amount from a previously funded term can be rolled over to the next term within a fiscal
year. If the previous term was not funded by STA-21, funding cannot roll over. IE: If a student starts the
STA-21 program in Summer, they are not entitled to the prior Spring term funding.

Fees:
e Tuition and Fees together cannot exceed the above limits.
e Course fees and school fees are authorized; however, enter them in different areas of the voucher.
Course fees are entered with the course information and school fees are entered separately in the
“school fee” section.

Enter Vouchers in Term Order:
e Enter vouchers in order of term. For example, enter Fall 2018 before Spring 2019. If vouchers are
entered out of order, the participants funding limits will not calculate correctly.

NCMIS Access
e To gain access to NCMIS, submit a Help Request Ticket at the Navy College Program website.
https://www.navycollege.navy.mil/ > Assistance Center > Help Request

e https://supportsystem.livehelpnow.net/new _ticket.aspx?cid=30432
e Choose “NCMIS User Support” as the category to ensure your inquiry is routed to the correct

team.

NOTE: Logins will expire after 30 days if user does not login to NCMIS.
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