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 Introduction Section 1.0
The Maritime Service Compliance System (MSCS) assists midshipmen in the U.S. Merchant 
Marine Academy (USMMA) and cadets at the State Maritime Academies (SMA) in the Student 
Incentive Payment (SIP) Program in completing the required annual compliance reports via the 
Internet for the period of their service obligation after graduation. 

The MSCS Website provides information pertaining to reporting compliance, acceptable proof of 
compliance with service obligations, and career and employment opportunities. 

 Background 1.1
Federal law imposes service obligations on the graduates of USMMA and SMA graduates in the 
SIP Program. The Maritime Administration (MARAD) monitors each of these individuals 
beginning in their first year at the academies and continues normally for eight years after 
graduation, and possibly longer if some delay or a deferment is granted. This monitoring is 
required to determine if statutory and regulatory requirements are being met as well as to 
measure program performance in achieving MARAD and U.S. Department of Transportation 
(DOT) strategic objectives to meet U.S. national security and commercial mobility requirements. 

 Scope 1.2
This document provides step-by-step instructions for performing tasks in the MSCS application 
by Students/Graduates. 

 References 1.3
The following resources were used to complete this document:  
• Maritime Service Compliance System (MSCS) Functional Requirements Document for 

v03.00.00, dated March 9, 2012 
• Maritime Service Compliance System (MSCS): https://mscs.marad.dot.gov/ 
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 Acronym List 1.4
 

Acronym  Definition 

AD Active Directory 

ASOC Annual Service Obligation Compliance 

CAC Common Access Card 

CFR Code of Federal Regulations 

DOT United States Department of Transportation 

EDR Employment Determination Request 

FIPS Federal Information Processing Standards 

MARAD Maritime Administration 

MMC Merchant Marine Credential 

MSCS Maritime Service Compliance System 

NOAA National Oceanic and Atmospheric Administration 

NR Naval Reserve 

PIV Personal Identity Verification 

SIP Student Incentive Payment  

SMA State Maritime Academy 

STCW Standards of Training, Certification, and Watchkeeping 

TWIC Transportation Workers Identification Card 

USCG United States Coast Guard 

USMMA United States Merchant Marine Academy 
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 Accessing MSCS Section 2.0

 Specifications 2.1
MSCS is designed to run on the following settings: 

• Internet Explorer 8/9/10/11, Firefox, Chrome and Safari 
• Screen resolution of 1024 x 768 pixels 
Note: Using any other settings can result in the system not appearing or performing at its 
optimum level. 

2.2 Access Requirements 
To be able to access MSCS: 

• For the Student/Graduate role, you must: 
− Already have some personal information entered by MARAD in the system , and  
− Self-register before you can log in to MSCS the first time (see Section 2.6 Logging into 

MSCS - Students/Graduates). 

2.3 Accessing MSCS 
1. Click http://mscs.marad.dot.gov/MSCS. 

Or 

Enter this URL in your browser’s address bar: http://mscs.marad.dot.gov/MSCS. 

The MSCS Home page is displayed with guidelines for accessing the system and links to 
various MARAD resources. 

See Figure 2.1, Figure 2.2 and Figure 2.3. 
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Figure 2.1. MSCS Home Page (top) 
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Figure 2.2. MSCS Home Page (middle) 
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Figure 2.3. MSCS Home Page (bottom) 

 

 Accessing Quick Links 2.4
   Click one of the links under Quick Links on the navigation bar down the left side of the 
Home and Login pages. 

The page corresponding to the selected link is opened in a new browser window: 

1. Click the Resources link. The Resources Web page (see Figure 2.4) lists the following links: 

− MSCS User’s Guide. The system allows users to print, view and save the Maritime 
Service Compliance System (MSCS) User’s Guide. 

− MSCS links. The following links are listed:  
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 The Maritime Administration - http://www.marad.dot.gov/  
 U.S. Naval Reserve Force - http://www.navyreserve.navy.mil/  
 Academies: 
 U.S. Merchant Marine Academy -  http://www.usmma.edu/   
 California Maritime Academy - http://www.csum.edu/  
 Great Lakes Maritime Academy - http://www.nmc.edu/maritime/ 
 Maine Maritime Academy - http://www.mainemaritime.edu/  
 Massachusetts Maritime Academy - http://www.maritime.edu/   
 Maritime College State University of New York - http://www.sunymaritime.edu/  
 Texas Maritime Academy - http://www.tamug.edu/corps/index.html 

− Online Help. The following message is displayed: 
 “You must have a valid login ID and Password to access the system. If you currently 

do not have one, please call 5HELP (202-385-4357). Use the same contact info if you 
are having difficulty in accessing or using the system.” 

 

 

Figure 2.4. Resources Page 

 
2. Click the Employment link. The Employment Web page (Figure 2.5) lists the following 

links: 

− U.S. Great Lakes Seafarers Employment –
http://www.marad.dot.gov/about_us_landing_page/gateway_offices/great_lakes_gateway
/great_lakes_gateway.htm 

− Employment & Training in the US Merchant Marine –  
https://mscs.marad.dot.gov/MSCS/docs/Employment_and_Training_in_the_US_Mercha
nt_Marine.pdf 
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Figure 2.5. Employment Page 

 

3. Click the Contact Us link. The Contact Us page (see Figure 2.6) displays the following 
information:  

Contact Information 
Maritime Administration 
Office of Maritime Workforce Development 
1200 New Jersey Ave, SE (MAR-740) 
Washington, DC 20590 
Tel: 202-366-7618 
Email: maritime.graduate@dot.gov 

 

 

Figure 2.6. Contact Us Page 

  

4. Click the MSCS Login link. The MSCS Login page (see Figure 2.7) is displayed.   

 

 

Figure 2.7. MSCS Login Page 
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5. Click the Home link. The MSCS Home page is displayed (see Figure 2.1).   

 

 Accessing Online Help  2.5
Click the Help link in the top right corner of the Home page. The Online Help page is 
displayed with information for contacting MARAD if you are having difficulty accessing or 
using the system (see Figure 2.8).  

 

Figure 2.8. Login Help Page 

 Logging into MSCS – Students/Graduates 2.6
Note: If you are logging into MSCS for the first time, you must first self-register for an account. 
Then, when you log in, you will be prompted to provide personal information that corresponds 
with the information entered when MARAD created your record. 

2.6.1 Logging into MSCS the First Time 
1. On the MSCS Home page, click the MSCS Login link on the Quick Links navigation bar. 

The MSCS Login page is displayed (see Figure 2.7).  

2. Click the Self Register button to display the New User Registration page (see Figure 2.9).  

 

 

Figure 2.9. New User Registration Page 
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3. Provide information in all of the required fields, which are indicated with a red asterisk (*): 

− SSN* (Social Security Number; enter numbers without dashes or spaces) 
− User Name* (create using 6 to 9 letters and/or numbers; not case-sensitive; no other 

characters allowed) 
− Password* (minimum six letters and numbers, with at least one letter and one number; 

case-sensitive; no other characters allowed) 
− Confirm Password* (must match password) 
− Last Name* 
− First Name* 
− Date of Birth* (mm/dd/yyyy) 
− Security Question* (choose one question to answer) 
 What is your mother’s maiden name? 
 Where were you born? 
 What is your pet’s name? 
 What was the name of your first ship? 
 When is the birthday of someone special? 

− Security Answer* 
Note: If your basic information does not exist in MSCS (i.e., Social Security number, last 
name, first name and date of birth), your registration will be prohibited. 

4. Click the Register button at the bottom of the page.  

The New User Registration page is refreshed and displays the message “Your account has 
been successfully created” at the top (see Figure 2.10). 
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Figure 2.10. New User Registration Page for Successful Account Creation 

 

2.6.2 All Logins after the First Login 
1. On the MSCS Home page, click the MSCS Login link on the Quick Links navigation bar. 

The MSCS Login page is displayed (see Figure 2.7).  

1. Click the Login with ADDOT Username and Password button.   

2. The Login page is displayed (see Figure 2.11).  

3. Enter your user name and password, and click Submit. 
Note: Remember that your password is case-sensitive. 

The Main Menu is displayed (see Figure 2.12).  
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Figure 2.11. Login Page 

 

 

Figure 2.12. Main Menu for Student/Graduate 

 

 Retrieving Your User Name 2.7
1. On the MSCS Login page, click the Forgot User Name button. 

The Forgot Username page is displayed (see Figure 2.13). 

2. Confirm your identity by entering the following information and clicking the Next button:  

− Social Security Number* (SSN) 
− Last Name* 
− First Name* 
− Date of Birth*  
Your security question is displayed (see Figure 2.14). 
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3. Enter your security answer and click the Submit button.  

The Forgot Username page is refreshed with your user name displayed above the fields (see 
Figure 2.15).  

 

 

 

Figure 2.13. Forgot Username Page 

 

 
Figure 2.14. Forgot Username Page with Security Question 

Last Updated 12/24/2014 Page 18 of 49 

 



 

Maritime Service Compliance System (MSCS) User Manual  

 

Figure 2.15. Forgot Username Page Displaying Retrieved User Name 

 

 Resetting Your Password 2.8
1. On the MSCS Login page, click the Forgot Password button. 

The Forgot Password page is displayed (see Figure 2.16). 

2. Confirm your identity by providing information in all of the required fields, which are 
indicated with a red asterisk (*). 

3. Click the Next button. 

Your security question is displayed (see Figure 2.17). 

4. Enter the answer to your security question and click the Next button. 

Fields are displayed for you to enter and confirm your new password (see Figure 2.18). 

5. Enter your new password in the New Password field, then in the Confirm Password field. 
The two entries must match.  

Note: Remember that the password must be a minimum of six letters and numbers (no other 
characters allowed), with at least one letter and one number, and it is case-sensitive. 

6. Click the Submit button. 

The Forgot Password page is refreshed with the message “Your password has been 
successfully reset” (see Figure 2.19). 
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Figure 2.16. Forgot Password Page 

 
Figure 2.17. Forgot Password Page with Security Question 

 

 
Figure 2.18. Forgot Password Page with New Password Fields 
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Figure 2.19. Forgot Password Page for Successfully Reset Password 

 

 Logging Out of MSCS 2.9
   To log out of MSCS, click the Logout link on the right end of the navigation bar on any 
page.  

Your session is terminated, and you are returned to the Home (see Figure 2.1). 
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 Student/Graduate Tasks Section 3.0
Note: This role has access only to records for the associated Student/Graduate. 

Through MSCS, you can keep your personal information up to date and submit your Annual 
Service Obligation Compliance (ASOC) Reports.  

• If you have not completed your Service Obligation, MSCS gives you access to the 
appropriate pages to enable you either to create and begin filling out your ASOC report or to 
continue working on the report, then submit it between January 1 and March 1 (see Figure 
3.1). 

• If you have completed your Service Obligation, MSCS displays the message 
“Congratulations, you have completely fulfilled your Service Obligation!” 

Note: Click the Annual Compliance Reporting Information Page and Graduate 
Requirements Information Page links on the MSCS Home page for more information (see 
Figure 2.2).  

 

 

Figure 3.1. Main Menu for Student/Graduate 

 

Once you have logged in to MSCS, you can perform the following tasks from the Main Menu:  

• Viewing and updating your personal information 
• Beginning, continuing, and submitting your ASOC Report 
• Viewing previously submitted ASOC Reports 
• Viewing and submitting Deferral Requests and Waiver Requests 

 Viewing and Updating Your Personal Information 3.1
1. At the top of the Main Menu page, click the Personal Information link on the navigation 

bar. 

The Personal Information page is displayed (see Figure 3.2, Figure 3.3 and Figure 3.4). 

 

Last Updated 12/24/2014 Page 22 of 49 

 

https://dvrhjas004.marad.dot.gov:8443/MSCS/docs/docs/Your%20Service%20Obligation%20Pamphlet%202010.pdf


 

Maritime Service Compliance System (MSCS) User Manual  

 

Figure 3.2. Personal Information Page (top) 

 

 

Figure 3.3.  Personal Information Page (middle) 
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Figure 3.4. Personal Information Page (bottom) 

 

2. Click the View Attachments button at the bottom of the page to display any supporting 
attachments that already have been uploaded to MSCS (see Figure 3.5). 

 

 

Figure 3.5. View Attachments Page 

3. Click Close at the bottom of the page to return to the Personal Information page.  

4. Review your information on the Personal Information page to make sure it is accurate, and 
make any necessary changes or additions (e.g., name, address, telephone numbers and/or 
email address). 
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Figure 3.6. Personal Information Page with Message for Successful Update 

 

5. When you are finished updating your information, click the Save button at the bottom of the 
page.  

The Personal Information page is refreshed and the message “Personal Information was 
successfully updated” is displayed at the top (see Figure 3.6). 

Or 

If you have one or more supporting attachments to upload (see the List of Possible 
Documents Needed at the bottom of the page), click Save and Attach. 

The Attach a File page is displayed with the message “Personal Information was successfully 
updated” at the top (see Figure 3.7). 

a. Browse to the location of the file you wish to upload, and click Attach. The Attach a File 
page is refreshed and displays the message “File <file name> successfully uploaded” at 
the top (see Figure 3.8). 

b. Click Close to return to the Personal Information page. 
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Figure 3.7. Attach a File Page 

 

 

Figure 3.8. Attach a File Page for Successful Upload 

 

 Submitting Your ASOC Report 3.2
1. Click the Submit New Annual Report link on the navigation bar at the top of the page. 

The Submit ASOC Report page is displayed (see Figure 3.9). 

2. Select a reporting year from the drop-down list, and click the Begin Submitting ASOC 
Report button. 

Your Personal Information page is displayed. 

3.2.1 Updating Your Personal Information 
1. Review your information to make sure it is accurate and complete for the selected reporting 

year. 

2. If necessary, make the appropriate changes and/or additions. 

For example, in the Mariner Credentials section, provide information about your USCG 
License, and click the Add button (see Figure 3.10). 

The Personal Information page is refreshed, adds the information to the USCG License table, 
and displays a message indicating that your update was successful. Continue to step 3.  

Or 
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If you have no changes to make and want to continue working on your report, click the Next 
– Employment Information button at the bottom of the page. Skip to Section 3.2.2 Adding 
Employment Information. 

Or  

If you have no changes to make and are finished working on your report, click the Cancel 
button. 

 

 

Figure 3.9. Submit ASOC Report Page with Reporting Year Selected 

 

 

Figure 3.10. Mariner Credentials Section Showing Added USCG Credentials 
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Figure 3.11. Personal Information Page Message for Newly Added USCG Credentials 

 

3. When you are finished updating the Personal Information page, click Save. Continue to step 
4.  

Or 

If you have supporting documentation to upload, click Save and Attach. 

The Attach a File page is displayed with the message “Personal Information was successfully 
updated” at the top (see Figure 3.7). 

a. Browse to the location of the file you wish to upload, and click Attach. The Attach a File 
page is refreshed and displays the message “File <file name> successfully uploaded” at 
the top (Figure 3.12). 

b. Click Close to return to the Personal Information page. 

 

Figure 3.12. Attach a File Page for Successful Upload 
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4. Click the Next – Employment Information button. 

The Employment Information page is displayed, listing any employment records that already 
have been entered or showing “No employment records” in the Employment Information 
List, as appropriate (see Figure 3.13). 

 

 

Figure 3.13. Employment Information Page 

 

The page also displays the Reporting Year for the current ASOC report, a Select 
Employment Type drop-down list and definitions for each employment type. 

Note: If you have completed your Employment Information reporting requirement (i.e., 5 years 
for USMMA graduate, and 3 years for Academy/SIP students), MSCS displays a message 
indicating that your Employment Information reporting requirement has been fulfilled. 

3.2.2 Adding Employment Information 
The following employment types are listed in the Select Employment Type drop-down list on the 
Employment Information page:  

− Afloat (no preapproval required) 
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− Active Duty Military (no preapproval required) 
− NOAA Corps (no preapproval required) 
− Unemployed (no preapproval required) 
− Graduate School Deferment (Deferment Request required)  
− Medical/Hardship (Waiver Request required) 
− Maritime Ashore (approved EDR required)  
− Non-Maritime (approved EDR required) 
− Foreign Flag (approved EDR required)  
− Federal/State Government/Maritime Related (approved EDR required) 
 

3.2.2.1 Adding Employment Information that Requires No Preapproval 
1. On the Employment Information page, select an employment type that does not require 

preapproval.  

Note: “Afloat” is used here as an example. 

2. Click the Add Employment button. 

The Add Employment Information page is displayed (see Figure 3.14 and Figure 3.15). 

 

 

Figure 3.14. Add Employment Information Page – Afloat (top) 
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Figure 3.15. Add Employment Information Page – Afloat (bottom) 

 

3. Provide information in all of the required fields, which are indicated with a red asterisk (*), 
as well as other details as appropriate. 

4. Click the Add Sea Days button to add the information to the Sea Days table (see Figure 
3.16). 

Note: You can report multiple sets of sea days (e.g., Jan 1 – Mar 15 and Jun 5 – Jul 31) for 
the same Afloat employment as well as multiple Afloat employment records. 

5. Click Save at the bottom of the page. 

The Add Employment Information page is refreshed and displays the new Afloat 
employment opportunity on the Employment Information List and the message 
“Employment information has been saved successfully”. 

 

 

Figure 3.16. Sea Days Table on Add Employment Information Page – Afloat 
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3.2.2.2 Adding Employment Information for Period of Unemployment 
1. On the Employment Information page, select the appropriate reporting year and 

“Unemployed” as the employment type. 

2. Click the Add Employment button. 

The Add Employment Information page is displayed (see Figure 3.17). 

 

 

Figure 3.17. Add Employment Information Page for Unemployed 

 

Note: For each period of unemployment, you are not receiving compliance-fulfilling 
employment, so you must keep track each year of all acceptable employment for 5 years (for 
USMMA graduates) or 3 years (for SMA SIP program participants). 

3. Provide the beginning and ending dates for the period of unemployment and other details, as 
appropriate.  

4. If you are finished: 

a. Click Save.  

The Employment Information page is redisplayed with the new record listed in the 
Employment Information List.  

b. Click Back to Personal Information.  

Or  

If you have supporting documentation to upload: 

a. Click Save and Attach.  
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The Attach a File page is displayed with the message “Employment Information has been 
saved successfully” at the top of the page. 

b. Browse to find the document you want to upload, and click Attach.  

The Attach a File page is refreshed and the message “File <file name> successfully 
uploaded” is displayed at the top.  

c. Click Close to return to the Personal Information page. 

 
3.2.2.3 Adding Information for Graduate School – Requires a Deferment Request 
1. On the Employment Information page select “Graduate School Deferment” as the 

employment type, which requires you to submit a Deferment Request. 

2. Click the Add Employment button. 

The Add Employment Information page is displayed (see Figure 3.18 and Figure 3.19). 

3. Click the View Attachments button at the bottom of the page to display any supporting 
attachments that already have been uploaded to MSCS (see Figure 3.5).  The View 
Attachments button will not be displayed if no files have been previously uploaded. 

4. Provide information in all of the required fields, which are indicated with a red asterisk (*), 
as well as other details, as appropriate. 

5. When you are finished providing your employment information, click Save and Attach to 
upload your supporting documentation.  

− If you have not submitted a Deferment Request to attend graduate school, this message is 
displayed at the top of the Add Employment Information page:  
“MARAD approval is required to defer your service obligation to attend a graduate 
school. You do NOT have MARAD approval. To request approval please submit a 
deferment request.” 
See Figure 3.20. 

− If you have submitted a matching Deferment request that has been Approved, Pending, 
Incomplete, or Cancelled, MSCS links the Employment Information record and the 
Deferment Request for reference/navigation purposes and directs you to the View a 
Deferment Request for Graduate School page. 
 If the request has been returned to you as Incomplete, you are required to update and 

resubmit it.  
 If the request has been Cancelled, you are required to create and submit a new 

request. Skip to Section 3.2.4.1 Submitting a Deferment Request.  
− If the Deferment Request has been Disapproved, a message is displayed stating that it 

was not approved by MARAD and, therefore, does not fulfill the service obligation. 
6. Click Cancel to return to the Employment Information page, and submit a Deferment 

Request. Skip to Section 3.2.4.1 Submitting a Deferment Request.  
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Figure 3.18. Add Employment Information Page for Graduate School Deferment (top)  

 

 

Figure 3.19. Add Employment Information Page for Graduate School Deferment (bottom) 
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Figure 3.20. Add Employment Information Page with Not Received/Approved Deferment Request Message 

 
3.2.2.4 Adding Information for Medical/Hardship – Requires a Waiver Request 
1. On the Employment Information page select Medical/Hardship as the employment type, 

which requires you to submit a Waiver Request. 

2. Click the Add Employment button. 

The Add Employment Information page is displayed (see Figure 3.21). 

3. Provide information in all of the required fields, which are indicated with a red asterisk (*), 
as well as other details, as appropriate. 

4. When you are finished providing your employment information, click Save and Attach to 
upload supporting documentation.  Note: You are not required to attach supporting 
documentation to the employment record. 

− If you have not submitted a Waiver Request for this employment opportunity, this 
message is displayed at the top of the Add Employment Information page:  
“MARAD approval is required to waive any portion of your service obligation due to 
medical hardship. You do NOT have MARAD approval. To request approval please 
submit a waiver request.” 
See Figure 3.22. 

− If a Waiver Request is Approved, Pending, Incomplete, or Cancelled, MSCS links the 
Employment Information record and the Request for reference/navigation purposes and 
directs you to the Waiver Request page.  
 If the request has been returned to you as Incomplete, you are required to update and 

resubmit it.  
 If the request is Cancelled, you are required to create and submit a new request. Skip 

to Section 3.2.4.2 Submitting a Waiver Request. 
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− If the request has been Disapproved, a message is displayed that it was not approved by 
MARAD and, therefore, does not fulfill the service obligation: 
“MARAD has disapproved this Medical/Hardship Request, and it will not qualify for a 
Medical/Hardship waiver or deferment.” 
The system links the Employment Information record and the request for 
reference/navigation purposes and directs you to the Waiver Request page. 

5. Click Cancel to return to the Employment Information page, and submit a Waiver Request 
for this medical/hardship situation. Skip to Section 3.2.4.2 Submitting a Waiver Request.  

 

 

Figure 3.21. Add Employment Information Page for Medical/Hardship 

 

 

Figure 3.22. Add Employment Information Page for Not Received/Approved Waiver Request 

 

3.2.3 Viewing Requests 
1. On the navigation bar, click the link for one of the request types: 

− Deferral 
− Waiver 
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The <request type> Request page is displayed, listing any requests of the type you selected 
that have been created or submitted, with their current status (e.g., Figure 3.23 shows the 
Waiver Request page).  

2. Click the View button in the Action column for the request you want to review.  

The View a <request type> Request page is displayed (e.g., Figure 3.24 shows the View 
Waiver Request for Medical/Hardship page). 

 

 

Figure 3.23. Waiver Request Page with View, Edit, and Add a Waiver Buttons 

 

 

Figure 3.24. View Waiver Request for Medical/Hardship Page 

 

3. Click the View Attachments button at the bottom of the page to display a list of the 
supporting documentation that has been uploaded for the request, if any (see Figure 3.25). 
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Figure 3.25. View Attachments Page for Waiver 

 

4. Click Close to return to the View a <request type> Request page, then Close again to return 
to the <request type> Request page. 

3.2.4 Submitting Requests 
3.2.4.1 Submitting a Deferment Request 
1. On either the Main Menu or the Employment Information page, click the Deferral link on 

the navigation bar at the top of the page. 

The Deferment Request page is displayed and contains your identifying information (see 
Figure 3.26). 

 

 

Figure 3.26. Deferment Request Page 

 

2. Click the Add a Deferment button.  

The Add a Deferment Request for Graduate School page is displayed (see Figure 3.27). 

3. Provide information in all of the required fields, which are indicated with a red asterisk (*), 
and other details, as appropriate. 

4. If you have finished creating the request, click Save at the bottom of the page. 

Or 

If you have supporting documentation to upload to MSCS, click Save and Attach. 

The Attach a File page is displayed with the message “Successfully created”.  

a. Browse to find the document you want to upload, and click Attach.  

The Attach a File page is refreshed and the message “File <file name> successfully 
uploaded” is displayed at the top.  

b. Click Close to return to the Add a Deferment Request for Graduate School page. 

Or 
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If you are ready to submit the request, click Submit at the bottom of the page (see Figure 
3.27). 

The page is refreshed and now displays the status of the request as “Pending” and the 
message “Deferment has been submitted successfully” (see Figure 3.29). 

5. Click Close to return to the Main Menu.  

 

 

Figure 3.27. Add a Deferment Request for Graduate School Page 
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Figure 3.28. Add a Deferment Request for Graduate School Page for Successfully Created Request 

 

 

Figure 3.29. Deferment Page for Successfully Submitted Request 

 
3.2.4.2 Submitting a Waiver Request 
1. On either the Main Menu or the Employment Information page, click the Waiver link on the 

navigation bar at the top of the page. 

The Waiver Request page is displayed and contains your identifying information (see Figure 
3.30). 

2. Click the Add a Waiver button.  

The Add a Waiver Request for Medical/Hardship page is displayed (see Figure 3.31). 

3. Provide information in all of the required fields, which are indicated with a red asterisk (*), 
and other details, as appropriate. 

4. If you have finished creating the request, click Save at the bottom of the page. 

Or 
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If you have supporting documentation to upload to MSCS, click Save and Attach. 

The Attach a File page is displayed with the message “Successfully created”.  

a. Browse to find the document you want to upload, and click Attach.  

The Attach a File page is refreshed and the message “File <file name> successfully 
uploaded” is displayed at the top.  

b. Click Close to return to the Add a Waiver Request for Medical/Hardship page. 

Or 

If you are ready to submit the request, click Submit at the bottom of the page (see Figure 
3.31). 

The page is refreshed and now displays the status of the request as “Pending” and the 
message “Waiver has been submitted successfully”. 

5. Click Close to return to the Main Menu. 

 

 

Figure 3.30. Waiver Request Page 
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Figure 3.31. Add a Waiver Request for Medical/Hardship Page 

 

3.2.5 Reserve Obligation 
1. On the Employment Information page, click the Next – Reserve Obligation button at the 

bottom of the page (see Figure 3.13). 

− If you have not provided at least one employment record for the reporting year of the 
current ASOC, the Employment Information page is refreshed with this message:  
“Sorry, you are required to enter at least one employment record before you can proceed 
to the next step of the ASOC process. Please enter your missing employment information 
for the selected Reporting Year.” 
(See Figure 3.32) 
Select an employment type and click the Add Employment button to add employment 
information. 
Or 
Click the Return to Main Menu button to leave the current ASOC report.  
 

− If you have provided at least one employment record for the reporting year of the current 
ASOC, the Reserve Obligation page is displayed (see Figure 3.33). 

− Provide information in all of the required fields, which are indicated with a red asterisk 
(*), and other details, as appropriate. 
Continue to step 2. 
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Figure 3.32. Employment Information Page with no employment records 

 

 

 

Figure 3.33. Reserve Obligation Page 

 

2. If you are ready to submit this ASOC Report, click the Next – Certification and Warning 
button.  

The Certification and Warning page is displayed with this message: 

“After selecting ‘Submit’, you will not be able to make any changes to the annual report.” 

See Figure 3.34. 

3. Click the Submit Annual Service Obligation Compliance Report button.   

The Print and Download MA-930 page is displayed with this message: 

“Your ASOC report has been successfully submitted.” 
See Figure 3.35. 
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Figure 3.34. Certification and Warning Page 

 

 

 

Figure 3.35. Print and Download MA-930 Page 

 

4. Click View PDF of Form MA-930 to view your report in PDF format (see Figure 3.36 and 
Figure 3.37).  

Or 

Click Cancel to return to the Main Menu  
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Figure 3.36. MA-930 Maritime Administration Annual Service Obligation Compliance Report Page 1 
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Figure 3.37. MA-930 Maritime Administration Annual Service Obligation Compliance Report Page 2 
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 Viewing Your ASOC Report List 3.3
1. Click the View Saved & Existing ASOC Reports link on the navigation bar.  

The Annual Service Obligation Compliance Reports page lists all reports that you have 
created or submitted, with their current statuses (see Figure 3.38). 

 

 

 

Figure 3.38. Annual Service Obligation Compliance Reports Page 

 

− For an ASOC Report for any reporting year with a status of “Not Submitted”, click the 
Submit ASOC Report button to navigate to the Submit ASOC Report page at the 
beginning of the report process (see Figure 3.39).  

− For an ASOC Report for reporting year 2012 or later with a status other than “Not 
Submitted”, click View Personal Info, View Employment Info, View Reserve 
Obligation Info, or View ASOC Approval (see Figure 3.42) to navigate to the 
associated page. 

− For an ASOC Report for a reporting year up to and including 2011 and a status other than 
“Not Submitted”, click one of the following buttons to navigate to the associated page: 
 View Personal Info 
 View Employment Info  
 View Service Info (see Figure 3.40)  
 View NR Training Info (see Figure 3.41) 
 View ASOC Approval  

 

 

Figure 3.39. Submit ASOC Report Page 
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Figure 3.40. View Service Information Page 

 

 

Figure 3.41. View U.S. Naval Reserve Training Information Page 
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Figure 3.42. ASOC Report Approval Page 
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