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

 References 
The following resources were used to complete this document:  
• Maritime Service Compliance System (MSCS) Functional Requirements Document  
• Maritime Service Compliance System (MSCS): https://mscs.marad.dot.gov/ 

 
  

https://mscs.marad.dot.gov/
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 Acronym List 
 

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 
 Specifications 

MSCS is designed to run on the following settings: 

• Edge, 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. 

 

http://mscs.marad.dot.gov/MSCS
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Figure 2.1. MSCS Home Page 

 

 Navigating MSCS 
Click one of the links under the navigation bar down the left side of the external pages. 
Some links may open in a new browser window: 
1. Click the Home link. The MSCS Home page is displayed (see Figure 2.1).   

 
2. Click the Log-in link. The MSCS Log-in page (see Figure 2.2) is displayed.   
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Figure 2.2. MSCS Log-in Page 

From the MSCS Login page, The Forgot Username Page and Forgot Password Page can be 
reached. 
 
3. Click the Employment link. The Employment page (see Figure 2.3) lists the following links:  

 American Maritime Officers - www.amo-union.org 
 Marine Engineers Beneficial Association - www.d1meba.org 
 Marine Firemen’s Union - www.mfoww.org/ 
 Masters, Mates, and Pilots - www.bridgedeck.org 
 Sailors Union of the Pacific - www.sailors.org 
 Seafarers International Union - www.seafarers.org 
 Military Sealift Command - www.sealiftcommand.com 
 The Workboat Academy - www.workboatacademy.com/ 
 National Oceanic Atmospheric Administration - www.careers.noaa.gov/ 
 Lake Carriers Association - www.lcaships.com 
 American Waterways Operators - www.americanwaterways.com 
 U.S. Army Corps of Engineers - www.usace.army.mil/ 
 Offshore Marine Services Association, Inc. - www.offshoremarine.org 
 Passenger Vessel Association - www.passengervessel.com/  

 

http://www.amo-union.org/
http://www.d1meba.org/
http://www.mfoww.org/
http://www.bridgedeck.org/
http://www.sailors.org/
http://www.seafarers.org/
http://www.sealiftcommand.com/
http://www.workboatacademy.com/
http://www.careers.noaa.gov/
http://www.lcaships.com/
http://www.americanwaterways.com/
http://www.usace.army.mil/
http://www.offshoremarine.org/
http://www.passengervessel.com/
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Figure 2.3. Employment Page 

 
4. Click the USMMA Info link. The USMMA Info page (see Figure 2.4) displays the following 

information:  
 Service Obligation Brochure (PDF Document)  
 USMMA Incoming Class of 2019 Compliance Briefing (PDF Document)  
 Kings Point Graduate’s Letter (PDF Document) 
 USMMA Class of 2016 Compliance Briefing (PDF Document) 
 Your Service Obligation 

 

Figure 2.4. USMMA Info Page 
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5. Click the State Maritime Academy Info link. The State Maritime Academy Info page (see 

Figure 2.5) displays.  
 

 

Figure 2.5. State Maritime Academy Student Incentive Payment (SIP) Program Page 

 
6. Click the FAQ link. The system directs user to the Frequently Asked Questions page. 
7. Click the Your Service Obligation link. The system directs the user to the Your Service 

Obligation (PDF document). 
8. Click the Privacy Policy link. The system directs the user to the Privacy Policy - 

https://www.transportation.gov/privacy 
9. Click the MSCS User Guide link. The system allows users to view, print, and save the 

Maritime Service Compliance System (MSCS) User Guide (PDF Document). 
 

 Accessing Online Help  
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 2.6). The help phone number is (202) 385-4357. Help email is 
OCIOClientCenter@dot.gov . 

http://www.transportation.gov/privacy
mailto:OCIOClientCenter@dot.gov
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Figure 2.6. Login Help Page 

 Logging into MSCS – Students/Graduates 
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. Click the Self Registration button to display the New User Registration page (see Figure 

2.7).  
 

 

Figure 2.7. New User Self Registration Page 

 
2. Provide information in the required fields, which are indicated with a red asterisk (*): 

− First Name* 
− Last Name* 
− Date of Birth* (MMDDYYYY) 
− Maritime Academy* 
− Graduation Year* 
− Student ID* 
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− Note: If your basic information does not exist in MSCS (i.e., last name, first name and 
date of birth), your registration will be prohibited. 

 
3. Click the Submit button at the bottom of the page. 

A new page displays the message “Please check your primary email inbox for your six (6)-
digit validation code and enter this code immediately. Your code will expire in 30 minutes.” 
(see Figure 2.8).  

4. The user should check their email for a six (6)-digit validation code to enter. 

 

Figure 2.8. New User Self Registration Page; Validation Code 

5. Click the Submit button at the bottom of the page. 
A new page will allow the user to create their username and password and select four (4) 
security questions to answer (see Figure 2.9). Provide information in the required fields, 
which are indicated with a red asterisk (*): 
• User Name* (Must be minimum of 8 characters, cannot include your first name, 

middle name or last name, must include at least 1 uppercase letter, at least 1 
lowercase letter, 1 number or 1 special character, must not be a frequently used 
username (such as: MyUsername, MyUserName, UserNameNNNN) 

− Password* (must be between 10 and 15 characters, requires a mixture of upper case and 
lower-case letters, numbers, and symbols) 

− Confirm Password* (must match password) 
− Select Security Question* (choose four questions to answer) 
 What was the name of your elementary / primary school? 
 What is your mother’s middle name? 
 What was the first name of your favorite teacher or professor? 
 What is the name of your favorite childhood friend? 
 What is your favorite restaurant? 
 What is the name of your favorite childhood friend? 
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 What was the make and model of your first car? 
 What is your best friend first name? 
 What is your favorite color? 
 What was your high school mascot? 
 What is your favorite movie? 
 What is your favorite pet? 
 What is your dream job? 
 What is the name of your hometown? 
 What is your favorite style of music? 

− Answer* 

 

Figure 2.9. New User Self Registration Page; Username, Password, Security Questions 

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

A new page displays the message “Please check your primary email inbox for your account 
activation code and enter this code immediately. Your code will expire in 24 hours.” (see 
Figure 2.10) 
The user can click the Sign in button at the bottom of the page or go through the normal Log-
in page to log-in.  
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Figure 2.10. New User Self Registration Page; Activation Code Message 

7. The user should log in with their username and password. 
8. The user should check their email for the activation code. 
9. A new page with display a field to enter the activation code. (see Figure 2.11) 

 

Figure 2.11. New User Self Registration Page; Activation Code 

 
10. A new page displays the message “Congratulations. You have successfully registered your 

account” at the top (see Figure 2.12). 
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Figure 2.12. New User Self Registration Page for Successful Account Creation 

 

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

MSCS Login page is displayed (see Figure 2.2).  
2. Enter your user name and password, and click Submit. 

Note: Remember that your password is case-sensitive. 
The Main Menu is displayed (see Figure 2.13).  

 

Figure 2.13. Main Menu for Student/Graduate 

 Retrieving Your User Name 
1. On the MSCS Log-in page, click the Forgot Username button. 
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The Forgot Username page is displayed (see Figure 2.14). 
2. Provide information in the required fields, which are indicated with a red asterisk (*):  

− First Name* 
− Last Name* 
− Date of Birth*  
− Maritime Academy* 
− Graduation Year* 
− Mariner Reference Number 
 

 

Figure 2.14. Forgot Username Page 

 
3. Click the Submit button. 
4. A new page displays a field to enter the user’s security question (Example of one of the 

security questions in Figure 2.15). Enter the security answer and click the Submit button.  
 

 

Figure 2.15. Forgot Username Page with Security Question 
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5. A new page displays a field to enter a validation code. The user can find the validation code 
in their primary email inbox. (see Figure 2.16). Enter the validation code and click the 
Submit button. 

 

Figure 2.16. Forgot Username Page; Validation Code 

6. A new page displays the message “Your user name has been sent to your primary email 
address. Please check your inbox to access it.” The user will find an email in their primary 
email inbox with their user name. 

 

Figure 2.17. Forgot Username Page Displaying Message to Check Email for User Name 

 

 Resetting Your Password 
1. On the MSCS Log-in page (see Figure 2.2), click the Forgot Password button.  

The Forgot Password page is displayed (see Figure 2.18). 
2. Confirm your identity by providing information in the required fields, which are indicated 

with a red asterisk (*): 

− First Name* 
− Last Name* 
− Date of Birth*  
− Maritime Academy* 
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− Graduation Year* 
− Mariner Reference Number 
 

3. Click the Submit button. 
Your security question is displayed (see Figure 2.19). 

4. Enter the answer to your security question and click the Submit button. 
5. A new page displays a field to enter a validation code. The user can find the validation code 

in their primary email inbox. (see Figure 2.20). Enter the validation code and click the 
Submit button. 

6. Enter your new password in the New Password field, then in the Confirm Password field. 
The two entries must match. Fields are displayed for you to enter and confirm your new 
password (see Figure 2.21). 
Note: Remember that the password must be 10-15 characters in length, a combination of 
upper and lower-case letters, numbers and symbols, and your previous passwords cannot be 
used. 

7. Click the Reset Password button. 

 

Figure 2.18. Forgot Password Page 
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Figure 2.19. Forgot Password Page with Security Question 

 

 

Figure 2.20. Forgot Password Page; Validation Code 

 

Figure 2.21. Forgot Password Page for Entering and Confirming New Password 
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 Logging Out of MSCS 
   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). 
 
NOTE:  Users will be automatically logged out after 30 minutes of inactivity.   
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 Student/Graduate Tasks 
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 Submit New Annual Report links on the MSCS Home page for more 
information.  

 

Figure 3.1. Main Menu for Student/Graduate 

Once you have logged in to MSCS, you can perform the following tasks from the links on the 
left navigation bar:  

• Viewing and updating your personal information 
• Beginning, continuing, and submitting your ASOC Report 
• Viewing previously submitted ASOC Reports 
• Viewing and submitting Employment Determination Requests 
• Viewing and submitting Deferral Requests  
• Viewing and submitting Waiver Requests 
• Updating security questions 
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 Viewing and Updating Your Personal Information 
1. At the top of the Main Menu page, click the Personal Information Page link on the 

navigation bar. 
The Personal Information page is displayed, and can be expanded by clicking on section 
titles (see, Figure 3.2, Figure 3.3, Figure 3.4, and Figure 3.5). 

 

Figure 3.2.  Personal Information Page (Nothing expanded) 



 

Maritime Service Compliance System (MSCS) User Guide 

Last Updated 4/19/2023                             Page 25 of 54                                Document Version 1.8 

 

 

Figure 3.3. Personal Information Page (USCG Credentials section expanded) 

 

Figure 3.4. Personal Information Page (Officer Endorsements section expanded) 
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Figure 3.5. Personal Information Page (TWIC Card section expanded) 

2. Click the Manage Files button at the bottom of the page (see Figure 3.6) to display 
supporting attachments that already have been uploaded to MSCS and upload any new 
attachments. 
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Figure 3.6. Personal Information Page (Manage Files button circled) 

 
The File Manager is displayed (see Figure 3.7). 

 

Figure 3.7. Manage Files Page 

 
 
If you have one or more supporting attachments to upload, click Select Files. 
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a. Click Choose File(s) and browse to the location of the file you wish to upload, and click 
Upload. The File Manager page is refreshed and displays the File. Or drag and drop files. 

b. The file details will appear; File Name, File Size and Date Uploaded. 
Note: 
Max File Size = 25MB 
Max Number of Uploads = 10 
(These are the default limits, but can be changed with permission) 
 

 
3. Click the Personal Information Page link in the left navigation bar 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). 

5. When you are finished updating your information, click the Update button at the bottom of 
the page.  
The Personal Information page is refreshed and the message “Personal Information 
successfully updated” is displayed as a timed pop-up at the bottom. 

 Submitting Your ASOC Report 
1. Click the Submit New Annual Report link on the navigation bar. 

The Submit ASOC Report page is displayed (see Figure 3.8). 

 

Figure 3.8. Submit ASOC Report Page with Reporting Year Drop Down Select 

2. Select a reporting year from the drop-down list, and click the Next button. 
Your Personal Information page is displayed. Status must be “Graduated”. 
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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. (see Viewing and Updating 

Your Personal Information). 
If you have no changes to make and want to continue working on your report, click the 
Employment button. 

3. The ASOC Report – Choose Employment page is displayed, listing any employment records 
that already have been entered or showing “No Employment Entered” (see Figure 3.9). 

 
Figure 3.9. ASOC Report – Choose Employment 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. 

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:  

− Maritime Ashore   
− Non-Maritime  
− Foreign Flag   
− Federal, Shoreside  
− Afloat  
− Active Duty  
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− NOAA Corps/ USPHS Corps  
− Unemployed 
− Graduate School Deferment  
− Medical/Hardship   
 

3.2.2.1 Maritime Ashore Employment  
4. On the Employment Information page, select Maritime Ashore from the drop-down 

selection.  
5. Click the Add New Employment button. 

The Maritime Ashore page is displayed (see Figure 3.10). 

 
Figure 3.10. Add Employment Information Page – Maritime Ashore 

6. Provide information in the required fields, which are indicated with an asterisk (*), as well as 
other details as appropriate. 

7. Click Save at the bottom of the page if more edits or information is needed to complete the 
employment. 
The ASOC Report – Choose Employment page is refreshed and displays the new 
employment opportunity with Employment details in columns; Employment Type, Company 
Name, Start Date, End Date and Number of Days. 
The last column will display a Delete button to delete the employment, and a Continue 
button to edit the employment (see Figure 3.11). Note: If you submit, you will not be able to 
edit or delete the employment. 
OR 
If all information is provided and does not need to be edited, click Submit Employment. 
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The ASOC Report – Choose Employment page is refreshed and displays the new 
employment opportunity with Employment details; Employment Type, Company Name, 
Start Date, End Date and Number of Days. 
The last column will display no buttons (see Figure 3.12). Note: If you submit, you will not 
be able to edit or delete the employment. 

 
Figure 3.11. ASOC Report – Choose Employment Page (Saved Employment) 
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Figure 3.12. ASOC Report – Choose Employment Page (Submitted Employment) 

3.2.2.2 Non-Maritime 
1. On the Employment Information page, select Non-Maritime from the drop-down selection.  
2. Click the Add New Employment button. 

The Non-Maritime page is displayed (see Figure 3.13). 

 
Figure 3.13. Add Employment Information Page – Non-Maritime  
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3. Provide information in the required fields, which are indicated with an asterisk (*), as well as 
other details as appropriate. 

4. Click Save at the bottom of the page if more edits or information is needed to complete the 
employment. 
The ASOC Report – Choose Employment page is refreshed and displays the new 
employment opportunity with Employment details in columns; Employment Type, Company 
Name, Start Date, End Date and Number of Days. 
The last column will display a Delete button to delete the employment, and a Continue 
button to edit the employment (see Figure 3.11). Note: If you submit, you will not be able to 
edit or delete the employment. 
OR 
If all information is provided and does not need to be edited, click Submit Employment. 
The ASOC Report – Choose Employment page is refreshed and displays the new 
employment opportunity with Employment details; Employment Type, Company Name, 
Start Date, End Date and Number of Days. 
The last column will display no buttons (see Figure 3.12). Note: If you submit, you will not 
be able to edit or delete the employment. 

5. When you click Submit Employment, you will see a warning message pop up (see Figure 
3.14). 

 
Figure 3.14. Employment Information Page – Non-Maritime Warning 

3.2.2.3 Medical Hardship 
1. On the Employment Information page, select “Medical/Hardship” from the drop-down 

selection.  
2. Click the Add New Employment button. 
The Medical/Hardship page is displayed (see Figure 3.15). 
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Figure 3.15. Add Employment Information Page for Medical/Hardship 

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

4. When you are finished providing your employment information, click Add Files to upload 
your supporting documentation. File names cannot contain commas. 

5. Click Save at the bottom of the page if more edits or information is needed to complete the 
employment. 
The ASOC Report – Choose Employment page is refreshed and displays the new 
employment opportunity with Employment details in columns; Employment Type, Company 
Name, Start Date, End Date and Number of Days. 
The last column will display a Delete button to delete the employment, and a Continue 
button to edit the employment (see Figure 3.11). Note: If you submit, you will not be able to 
edit or delete the employment. 
OR 
If all information is provided and does not need to be edited, click Submit Employment. 
The ASOC Report – Choose Employment page is refreshed and displays the new 
employment opportunity with Employment details; Employment Type, Company Name, 
Start Date, End Date and Number of Days. 
The last column will display no buttons (see Figure 3.12). Note: If you submit, you will not 
be able to edit or delete the employment. 

3.2.2.4 Graduate School Deferment 
1. On the Employment Information page select “Graduate School Deferment” as the 

employment type, which requires you to submit a Deferment Request. 
1. Click the Add New Employment button. 

The Graduate School Deferment page is displayed (see Figure 3.16). 
2. Provide information in the required fields, which are indicated with an asterisk (*), as well as 

other details, as appropriate. 
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3. When you are finished providing your employment information, click Add Files to upload 
your supporting documentation. File names cannot contain commas. 

4. Click Save at the bottom of the page if more edits or information is needed to complete the 
employment. 
The ASOC Report – Choose Employment page is refreshed and displays the new 
employment opportunity with Employment details in columns; Employment Type, Company 
Name, Start Date, End Date and Number of Days. 
The last column will display a Delete button to delete the employment, and a Continue 
button to edit the employment (see Figure 3.11). Note: If you submit, you will not be able to 
edit or delete the employment. 
OR 
If all information is provided and does not need to be edited, click Submit Employment. 
The ASOC Report – Choose Employment page is refreshed and displays the new 
employment opportunity with Employment details; Employment Type, Company Name, 
Start Date, End Date and Number of Days. 
The last column will display no buttons (see Figure 3.12). Note: If you submit, you will not 
be able to edit or delete the employment. 

 
Figure 3.16. Add Employment Information Page for Graduate School Deferment  

5. When you click Submit Employment, you will see a warning message pop up (see Figure 
3.17). 
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Figure 3.17. Graduate School Deferment Warning Message Pop-up 

 

3.2.2.5 Adding Employment Information for Period of Unemployment 
1. On the Employment Information page, select “Unemployed” as the employment type. 
2. Click the Add New Employment button. 

The Unemployed page is displayed (see Figure 3.18). 

 
Figure 3.18. 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). Unemployment period must 
be at least 6 months. 
3. Provide the beginning and ending dates for the period of unemployment, and reason for 

unemployment.  
4. If you are finished: 
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Click Save at the bottom of the page if more edits or information is needed to complete the 
employment. 
The ASOC Report – Choose Employment page is refreshed and displays the new 
employment opportunity with Employment details in columns; Employment Type, Company 
Name, Start Date, End Date and Number of Days. 
The last column will display a Delete button to delete the employment, and a Continue 
button to edit the employment (see Figure 3.11). Note: If you submit, you will not be able to 
edit or delete the employment. 
OR 
If all information is provided and does not need to be edited, click Submit Employment. 
The ASOC Report – Choose Employment page is refreshed and displays the new 
employment opportunity with Employment details; Employment Type, Company Name, 
Start Date, End Date and Number of Days. 
The last column will display no buttons (see Figure 3.12). Note: If you submit, you will not 
be able to edit or delete the employment. 

3.2.2.6 NOAA Corps/ USPHS Corps 
1. On the Employment Information page, select “NOAA Corps/USPHS Corps” as the 

employment type. 
2. Click the Add New Employment button. 

The NOAA Corps/USPHS Corps page is displayed (see Figure 3.19). 

 
Figure 3.19. Add Employment Information Page – NOAA Corps/USPHS Corps 

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

4. Click Save at the bottom of the page if more edits or information is needed to complete the 
employment. 
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The ASOC Report – Choose Employment page is refreshed and displays the new 
employment opportunity with Employment details in columns; Employment Type, Company 
Name, Start Date, End Date and Number of Days. 
The last column will display a Delete button to delete the employment, and a Continue 
button to edit the employment (see Figure 3.11). Note: If you submit, you will not be able to 
edit the employment, only delete it. 
OR 
If all information is provided and does not need to be edited, click Submit Employment. 
The ASOC Report – Choose Employment page is refreshed and displays the new 
employment opportunity with Employment details; Employment Type, Company Name, 
Start Date, End Date and Number of Days. 
The last column will display no buttons (see Figure 3.12). Note: If you submit, you will not 
be able to edit or delete the employment. 

3.2.2.7 Active Duty 
1. On the Employment Information page, select “Active Duty” from the drop-down selection.  
2. Click the Add New Employment button. 

The Active Duty page is displayed (see Figure 3.20). 

 
Figure 3.20. Add Employment Information Page – Active Duty 

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

4. When you are finished providing your employment information, click Add Files to upload 
your supporting documentation. File names cannot contain commas. 

5. Click Save at the bottom of the page if more edits or information is needed to complete the 
employment. 
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The ASOC Report – Choose Employment page is refreshed and displays the new 
employment opportunity with Employment details in columns; Employment Type, Company 
Name, Start Date, End Date and Number of Days. 
The last column will display a Delete button to delete the employment, and a Continue 
button to edit the employment (see Figure 3.11). Note: If you submit, you will not be able to 
edit the employment, only delete it. 
OR 
If all information is provided and does not need to be edited, click Submit Employment. 
The ASOC Report – Choose Employment page is refreshed and displays the new 
employment opportunity with Employment details; Employment Type, Company Name, 
Start Date, End Date and Number of Days. 
The last column will display no buttons (see Figure 3.12). Note: If you submit, you will not 
be able to edit or delete the employment. 

3.2.2.8 Afloat 
1. On the Employment Information page, select “Afloat” from the drop-down selection.  
2. Click the Add New Employment button. 

The Afloat page is displayed (see Figure 3.21). 

 

Figure 3.21. Add Employment Information Page – Afloat 

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

4. When you are finished providing your employment information, click Add Files to upload 
your supporting documentation. File names cannot contain commas. 
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5. Click Save at the bottom of the page if more edits or information is needed to complete the 
employment. 
The ASOC Report – Choose Employment page is refreshed and displays the new 
employment opportunity with Employment details in columns; Employment Type, Company 
Name, Start Date, End Date and Number of Days. 
The last column will display a Delete button to delete the employment, and a Continue 
button to edit the employment (see Figure 3.11). Note: If you submit, you will not be able to 
edit the employment, only delete it. 
OR 
If all information is provided and does not need to be edited, click Submit Employment. 
The ASOC Report – Choose Employment page is refreshed and displays the new 
employment opportunity with Employment details; Employment Type, Company Name, 
Start Date, End Date and Number of Days. 
The last column will display no buttons (see Figure 3.12). Note: If you submit, you will not 
be able to edit or delete the employment. 

3.2.2.9 Federal, Shoreside 
1. On the Employment Information page, select “Federal, Shoreside” from the drop-down 

selection.  
2. Click the Add New Employment button. 

The Federal, Shoreside page is displayed (see Figure 3.22). 

 

Figure 3.22. Add Employment Information Page – Federal, Shoreside 

3. Provide information in the required fields, which are indicated with an asterisk (*), as well as 
other details as appropriate. 
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4. When you are finished providing your employment information, click Add Files to upload 
your supporting documentation. File names cannot contain commas. 

5. Click Save at the bottom of the page if more edits or information is needed to complete the 
employment. 
The ASOC Report – Choose Employment page is refreshed and displays the new 
employment opportunity with Employment details in columns; Employment Type, Company 
Name, Start Date, End Date and Number of Days. 
The last column will display a Delete button to delete the employment, and a Continue 
button to edit the employment (see Figure 3.11). Note: If you submit, you will not be able to 
edit the employment, only delete it. 
OR 
If all information is provided and does not need to be edited, click Submit Employment. 
The ASOC Report – Choose Employment page is refreshed and displays the new 
employment opportunity with Employment details; Employment Type, Company Name, 
Start Date, End Date and Number of Days. 
The last column will display no buttons (see Figure 3.12). Note: If you submit, you will not 
be able to edit or delete the employment. 

3.2.2.10 Foreign Flag 
1. On the Employment Information page, select “Foreign Flag” from the drop-down selection.  
2. Click the Add New Employment button. 

The Foreign Flag page is displayed (see Figure 3.23). 

 

Figure 3.23. Add Employment Information Page – Foreign Flag 

3. Provide information in the required fields, which are indicated with an asterisk (*), as well as 
other details as appropriate. 
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4. When you are finished providing your employment information, click Add Files to upload 
your supporting documentation. File names cannot contain commas. 

5. Click Save at the bottom of the page if more edits or information is needed to complete the 
employment. 
The ASOC Report – Choose Employment page is refreshed and displays the new 
employment opportunity with Employment details in columns; Employment Type, Company 
Name, Start Date, End Date and Number of Days. 
The last column will display a Delete button to delete the employment, and a Continue 
button to edit the employment (see Figure 3.11). Note: If you submit, you will not be able to 
edit the employment, only delete it. 
OR 
If all information is provided and does not need to be edited, click Submit Employment. 
The ASOC Report – Choose Employment page is refreshed and displays the new 
employment opportunity with Employment details; Employment Type, Company Name, 
Start Date, End Date and Number of Days. 
The last column will display no buttons (see Figure 3.12). Note: If you submit, you will not 
be able to edit or delete the employment. 

6. When you click Submit Employment, you will see a warning message pop up (see Figure 
3.17). 

 
Figure 3.24. Foreign Flag Warning Message Pop-up 

 

3.2.3 Reserve Obligation 
1. After entering your Employment, on the Choose Employment page, click the Reserve 

Obligation button at the bottom of the page. 
2. 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 3.25). If you have more than 
one employment, all employments must be submitted before submitting the ASOC Report. 
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Figure 3.25. Reserve Obligation Page 

3. Provide information in each of the fields, as appropriate. 
4. When you are ready to submit this ASOC Report, click the Certification and Warning 

button.  
The Certification and Warning page is displayed with this message: 
“Once you submit your annual report you will not be able to make any changes to the report 
including the upload of documents. I certify under penalty of perjury that all of the 
statements made by me are true, complete, and correct to the best of my knowledge and are 
made in good faith. A false answer to any question in this statement may be punishable by 
fine or imprisonment (18 U.S.C. 1001).” (See Figure 3.26.) 

5. Click the box to indicate you have read and understand the warning statement. The Submit 
Report button will not activate until the box is checked.  

 
Figure 3.26. Certification and Warning Page 

6. Click the Submit Report button.   
The Print and Download MA-930 page is displayed with this message: 
“ASOC report has been successfully submitted.” 
See Figure 3.27. 
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Figure 3.27. Print and Download MA-930 Page 

 
7. Click Download or Print to view your report in PDF format (see Figure 3.28 and Figure 

3.29).  
Or 
Click Exit to return to the Main Menu  
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Figure 3.28. MA-930 Report Page 1 
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Figure 3.29. MA-930 Report Page 2 
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 Viewing Your ASOC Report List 
1. Click the View Saved or Submitted Annual Report link on the navigation bar.  

The Annual Service Obligation Compliance (ASOC) Reports page lists all reports that you 
have created or submitted, with their current statuses (see Figure 3.30). 

 

 
Figure 3.30. ASOC Reports Page 

− For an ASOC Report for any reporting year with a status of “In-Progress,” click the 
Continue button to navigate to the Submit ASOC Report page at the beginning of the 
report process (see Figure 3.8).  

− For an ASOC Report with a status of “Submitted,” click the View HTML button to see a 
HTML version of your ASOC report. 

− Click View MA930 to see the PDF version of your ASOC report. 
 

 EDR, Waivers, and Deferments 

3.4.1 EDR 
1. On the navigation bar, click the EDR drop-down which displays: 

− Submit Employment Determination Request 
− View Saved or Submitted EDR 
− EDR Instructions (PDF Document) 
− EDR Status Definitions (PDF Document) 

2. To submit an EDR, click Submit Employment Determination Request. 
3. Provide information in the required fields, which are indicated with an asterisk (*), as well as 

other details as appropriate. (see Figure 3.31 and Figure 3.32) 
4. When you are finished providing your information, click Add Files to upload your 

supporting documentation. File names cannot contain commas. 
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Figure 3.31. EDR Not Submitted Page (top) 

 

Figure 3.32. EDR Not Submitted Page (bottom) 
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5. Click Save & Exit at the bottom of the page if more edits or information is needed to 
complete the EDR. 
This will take you to the home page. 
OR 
If all information is provided and does not need to be edited, click Submit. 
 
The View Saved or Submitted page will be refreshed and displays the new EDR information 
with details in columns; Employment Name, Position Offered, Anticipated Start Date, Offer 
End Date, Status, Date Submitted. Submitted EDRs will have a View button. Not Submitted 
EDRs will have an Edit button. (see Figure 3.33) 

 

Figure 3.33. View Saved or Submitted EDR Page  

3.4.2 Waiver Request 
1. On the navigation bar, click the Waiver Request drop-down which displays: 

− Submit Waiver Request 
− View Saved or Submitted Waiver Request 
− Waiver Status Definitions (PDF Document) 

2. To submit a Waiver Request, click Submit Waiver Request. 
3. Provide information in all the required fields, which are indicated with an asterisk (*), as well 

as other details as appropriate. (see Figure 3.34) 
4. When you are finished providing your information, click Add Files to upload your 

supporting documentation. File names cannot contain commas. 
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Figure 3.34. Waiver Request Not Submitted Page  

5. Click Save & Exit at the bottom of the page if more edits or information is needed to 
complete the Waiver Request. 
This will take you to the home page. 
OR 
If all information is provided and does not need to be edited, click Submit. 
The View Saved or Submitted page will be refreshed and displays the new Waiver 
information with details in columns; Start Date, End Date, Submission Date, and Status. (see 
Figure 3.35) 

 

Figure 3.35. View Saved or Submitted Waiver Requests 
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The last column will display a View button to view the Waiver and a Cancel button to cancel 
the Waiver (see Figure 3.35). Note: If you cancel (see Figure 3.36), you will not be able to 
edit or submit, only cancel the Waiver Request. 

 

Figure 3.36. Waiver Warning Message  

 

3.4.3 Deferment 
 
1. On the navigation bar, click the Waiver Request drop-down which displays: 

− Submit Deferment Request 
− View Saved or Submitted Deferment Request 
− Deferment Status Definitions (PDF Document) 

2. To submit a Deferment Request, click Submit Deferment Request. 
3. Provide information in all the required fields, which are indicated with an asterisk (*), as well 

as other details as appropriate. (see Figure 3.38) 
4. When you are finished providing your information, click Add Files to upload your 

supporting documentation. File names cannot contain commas. 
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Figure 3.37. Deferment Request Not Submitted Page  

5. Click Save & Exit at the bottom of the page if more edits or information is needed to 
complete the Deferment Request. 
This will take you to the home page. 
The View Saved or Submitted page will be refreshed and displays the new Deferment 
information with details in columns; Graduate School Name, Degree, Graduate Classes Start 
Date, Graduate Classes End Date, Status, and Date Submitted. (see Figure 3.38) 

 

Figure 3.38. View Saved or Submitted Deferments Page  
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The last column will display a View button to view the Deferment and a Cancel button to 
cancel the Deferment (see Figure 3.38). Note: If you cancel (see Figure 3.39), you will not be 
able to edit or submit, only cancel the Deferment Request. 

 

Figure 3.39. Deferment Warning Message  

OR 
If all information is provided and does not need to be edited, click Submit. 
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 Concurrence 
This document represents the requirements as gathered from the business team for the 
implementation of the Maritime Services Compliance System (MSCS).  These signatures 
indicate acceptance and concurrence of the content of this document.   
 
 
____________________________________ _______________ 
Danielle Bennett, System Owner Date 
 
 
____________________________________ _______________ 
Kathy Thomas, COR Date 
 
 
____________________________________ _______________ 
Larry Athearn, Project Manager Date 
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