NOAA - Teacher at Sea (TAS) — Applicant’s Manual — 2015 Field Season

The purpose of the Teacher at Sea (TAS) web site is to allow teachers to apply to the National

Oceanic and Atmospheric Administration (NOAA) Teacher at Sea program, and to track teacher
application and review data located in one centralized database. Teachers are able to input and
edit information on applications, request recommendations, and submit their application.

Access to the Teacher at Sea (TAS) web site is available to the general public on any computer
with Microsoft Internet Explorer or Mozilla Firefox. This online web site is controlled by a user

name/password entry screen. Each user creates an individual account with a unique user name,
password, and security question. They are able to reapply to the Teacher at Sea program during
subsequent years using the same account.

For technical support, please contact tas.support@ecs-federal.com.

The following topics are discussed.
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1. Apply to a Field Season

When you successfully login to the system the Contact Information screen displays as shown
below.

Logged in, johnsmith
Welcome to the NOAA Teacher at Sea Program Application

| Please verify your information below and then click the button below, "Apply for 2015 Field Season”,
to complete the application for the 2015 Teacher at Sea Field Season.

Help (PDF NOTE: Your application and letters of recommendation must be submitted by September 30,
2014 at 5:00 p.m. Eastern Time.

Contact Information

'Personal | Work |

Personal Contact Information

*First Name: |J0hr1 | MI: D *Last: |Smith

*Address Line 1: |123 Ol |

Address Line 2: | |

*City: |OI | *State: *Zip:

*Country: |United States v |

*Home Phone:  |240-123-1234 |

Cell Phone: | |

This email address will be used to contact you about the status of your application
and to notify you of acceptance or denial to the program.

*Email Address: |jnhnsmith@gmai|.cnm |

*Confirm Email: | |

*Required. Either Home Phone or Cell Phone is required.

Save

Apply for 2015 Field Season

Contact Information screen
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The Personal tab displays the applicant’s personal contact information. The Work tab displays
the applicant’s work contact information. The <Apply for 2015 Field Season> button displays at
the bottom of the screen, and the Logout link displays above the menu. If a previous field
season’s application was started or submitted, then the <View Previous Applications> button will
display.

Verify that your personal and work contact information is correct. If necessary, revise it. Enter
your email address again in the “Confirm Email” box and click the <Save> button.

There are four major sections to the application process, and each section is located on a
separate screen. The four sections are: Application, Recommendations, Upload Files, and Submit.
The Upload Files section is optional. When all required sections are completed, the teacher will
be able to apply for a position on one of the ships conducting NOAA research.

Applications are due September 30, 2014. As you enter data into the application, periodically
click the <Save> button. Remember to save every 30 minutes to prevent a session timeout. Save
or print at any time before your final submission. To make a copy of your application, click the
<Print> button. Once everything is completed, click the <Submit> button on the last screen.
Once you have submitted your application, you cannot edit or resubmit it.

Click the <Apply for 2015 Field Season> button at the bottom of the Contact Information screen
as shown above to start your application.

The instructions on the Application screen will display as shown below.

You can return to this screen by selecting “Application” from the menu on the left side of the
screen. Notice that you are logged in with your User Name at the top of the page. You can log
out by clicking the Logout link above the menu.

If you filled out an application for a previous field season, data can be imported from your most
recent previous application by clicking the <Import from 2014 application> button, which only
displays if you filled out an application for a previous field season. This is your only opportunity to
import data from a prior application. Once you click the <Import from 2014 application> button
or leave this screen, the button will no longer display.
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Logout Logged in, johnsmith

NOAA's Teacher at Sea Program Application
2015 Field Season

Applications and letters of recommendation are due September 30, 2014 at 5:00 p.m. Eastern
Time.

You can import data from your most recent previous year application by clicking the button below.
This is a one-time option, available only now. After you leave this screen, you will no longer be
able to import the data.

Import from 2014 application

Help (PDF

In this application, you will navigate through 4 main sections. Sections 1, 2 and 4 are required.
Section 3 is optional. The sections are:

1. “Application” (Required)

2. "Recommendations” (Required: Two letters of recommendation submitted BY the REFERENCE
and MOT the APPLICANT.)

3. "Upload Files” (Optional: Supplemental materials that you may upload. )

4. "submit’ (Required: The final page where you will submit your complete application.)

Sections 1, Z, and 4 are required to be considered a complete application, including the
recommendation letters. Section 3 is optional and not required to be considered a complete
application.

Only complete applications will be evaluated.
IMPORTANT:

s Please use the most recent versions of either Internet Explorer or Firefox to complete your
application.

e TO SAVE/PRINT: Save often; Click the "Save" button if you want to return and make changes
later. Mew or changed information you enter will not be saved until you click "Save."
Click "Save" every 30 minutes to prevent a session timeout. You may save or print at any
time before your final submission.

e TO SUBMIT: You will be able to submit your application once you have completed all 3
sections. Click submit OMLY after you have finished making changes to your application.

MOTE: This action cannot be undone by you and would require technical support to reverse.

* For technical support, please contact tas.support@ecs-federal.com.

Save | | Print

NOAA Teacher at Sea Application
OMB Control # 0648-0283; Expiration Date 08/31/2016

Instructions on the Application screen
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Scroll down to the first part of the application to complete the Personal Contact Information as
shown below. This information was imported from the Contact Information screen. Verify and
correct your name, address, phone numbers, and email address as needed. Any field with an
asterisk is a required field.

NOAA Teacher at Sea Application
OMB Control # 0648-0283; Expiration Date 08/31/2016

* Asterisk indicates a required field.

Personal Contact Information

* First Name: John MI: *Last:  Smith
* Home Address 1: 123 Owl Lane
Home Address 2:
* City: Olney *State: MD - *Zip: 22123
* Country:  United States -
* Home Phone: 240-123-1234 Cell Phone:

This email address will be used to contact you about the status of your application and to notify you
of acceptance or denial to the program.

* Email Address: johnsmith@gmail.com

Personal Contact Information on the Application screen

The second part of the application is the School/Employer Contact Information as shown below.
Verify and correct the name, address, and work phone number as needed.

School/Employer Contact Information

* Name of School/Employer: Olney Middle School
* School Address 1: 123 Hawk Ave.
School Address 2:
*City: Olney *State: MD ~ *Zip: 22123
* Country: United States -
*Work Phone: 301-123-1234

School/Employer Contact Information on the Application screen

The third part of the application is the Additional Information section. Enter your citizenship, sex,
age range, years of previous application, type of school/ employer, population, ethnicity
percentages (which must add up to 100 and have no decimals), average class size, number of
students you teach, grades and subjects teaching, years teaching, leadership roles, and
educational experience as shown below.
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Additional Information

* Citizenship: United States -

* Sex: Female " Male * Age Range: -

If you have previously applied to MOAA's Teacher at Sea Program, please check the applicable years

below:
1992 1998 2004 2009
1993 1999 2005 2010
1994 2000 2006 2011
1995 2001 2007 2012
1996 2002 2008 2013
1997 2003

* Type of School/Employer: -

If "Other", please indicate school/employer type:

School/Employer Population:

School/Employer Ethnicity Percentages (Percentages must add up to 100. No decimals.):
Unknown

American Indian/Native Alaskan

Asian

Black/African American

Native Hawaiian/Other Pacific Islander

White

Hispanic

Mixed Ethnicity/Other

= = = = - - -

Total |0 %

Percentage of students who receive free or reduced lunch: %
Average Class Size:

* Total number of students you teach in a year:

Additional Information (part 1) on the Application screen
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* Please list the grades and subjects you currently teach and are likely to teach next year.
. . Currently  Teaching Next
Grade Other Subject Type Specify Teaching Year

* Years of teaching experience:
* Years teaching at current school/employer:
* Please list any leadership roles that you have held in education.
* University degree or other academic experience or qualifications:

Bachelor's {Major)

Master's {Discipline)

Ph.D. (Discipline)

Other Degree/Qualifications
Other degree/qualification description(s):

Additional Information (part 2) on the Application screen

The fourth part of the application is the Research Preferences section as shown below. Due to
Homeland Security, you cannot select a particular ship and date of departure. If you are selected
to participate in the program, you will be placed on a cruise that best fits your research interests.
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Research Preferences
Information about the types of research projects conducted by MOAA ships is available at

Due to homeland security, NOAA ship schedules are not available to the public; therefore, you cannot
select a cruise specifically. By filling in the following parameters, you will be matched with a cruise
that best fits your research interests. Placement is based upon ships' berth space availability.

* A. Please list below ALL the dates that you would be available to participate on a cruise. Please use

mm-dd-yyyy as the date field format.

[ select this box if you are open to any time frame.

Start Date End Date

* B. Type of research that interests you most:
] Open to any type
[Tl Fisheries
O Hydrographic
[ ocean ographic/Atmospheric
[ other

Otherinterests or comments:

Research Preferences (part 1) on the Application screen
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cruises last over a month.
Preferred length of cruise: A

* D. Please indicate your preferred geographical areas of research:

Open to any area MNortheast Southeast
Gulf of Mexico Northwest Southwest
Alaska Hawaii Other

Other port/area:

Research Preferences (part 2) on the Application screen

* C. Please indicate your preferred cruise length. Most cruises last between 2 and 3 weeks. Some

Enter your availability in the Research Preferences section, giving a Start Date and End Date, the

type of research that interests you, any other comments or interests, your preferred length of

cruise, and your preferred geographical area(s). For Start and End dates, a drop down calendar

box will appear when you click on the field.

The fifth part of the application is the Questionnaire as shown below. This is the most important

part of the selection process. Four essay questions are presented, and are summarized as

follows:

1. Explain how you envision using this experience in your classroom to benefit students and

colleagues. Demonstrate how you will incorporate your NOAA TAS experience (in 5,000

characters or less).

2. Describe your experience with and ability writing your own classroom activities. Be specific

and give examples (in 2,500 characters or less).

3. Describe how you work as a member of a team, using examples from your own experience.

Include your role and your contributions to the team effort (in 2,500 characters or less).

4. Discuss your ability to adapt to the physical and personal demands of life onboard a ship (in

2,500 characters or less).
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Questionnaire

* 1. NOAA's primary interest in this program is the way in which teachers will incorporate the
experience into their classroom activities, help colleagues do the same, and share this with their
community. How do you envision using this experience to benefit your students, colleagues, and
community? (5,000 characters or less.) Note: This is the most important selection criteria.

* 2. Describe your experience with and ability writing your own dassroom activities. Please be
specific and offer examples *You are welcome to submit an example in Section 3 of this application by
uploading files. (2500 characters or less.)

* 3. Describe how you work as a member of a team. Use examples from your own experience induding
your role and the contributions you made to the team effort. (2500 characters or less.)

* 4, Discuss your ability to adapt to the physical and personal demands of life onboard a ship. (2500
characters or less.)

Questionnaire on the Application screen

Click the <Save> button periodically to save your entries.
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The sixth part of the application is explaining how you heard about NOAA's Teacher at Sea
Program as shown below. Click the checkboxes that explain how you learned about the program

and provide details (e.g. email, URL/web site address, name of a person, conference, or other
explanation).

Please tell us how you heard about NOAA's Teacher at Sea Program. Check any that apply:
Email listserv. Please provide the name and/or URL:

Friend or colleague. Please list type of relation (provide a name if you wish):
Former TAS participant. Please provide name:

Website. Please list the URL:

Conference or presentation. Please list the venue and/or presentation title:

Other (please explain):

How you heard about TAS on the Application screen

The seventh and last part of the application asks if you have any suggestions for NOAA to
advertise as shown below. Enter your suggestions. Review your entries and click the <Save>
button. Do not go to the next page until your entries have been saved! Click the <Print> button

to print a copy of your application. Click the <Next> button to proceed to the Recommendations
screen.
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If you have any suggestions for other places we might advertise, please list them here:

PAPERWORK REDUCTIOM ACT INFORMATION NOAA conducts the Teacher at Sea Program in order to
promote oceanographic and related education. The information obtained from the recommendation
will be used in the selection of the teachers who will be accepted for participation in the program,
and an application is required for acceptance. The information submitted on this form will not be
treated confidentially. Public reporting burden for this collection of information is estimated to
average 15 minutes per response, induding the time for reviewing instructions, searching existing
data sources, gathering and maintaining the data needed, and completing and reviewing the
collection of information. Send comments regarding this burden estimate or any other aspect of this
collection of information, induding suggestions for reducing this burden, to MOAA's Teacher at Sea
Program, 1315 East West Hwy, Division F, Room 14249, Silver Spring, MD 20910

MNotwithstanding any other provision of the law, no person is required to respond to, nor shall any
person be subject to a penalty for failure to comply with, a collection of information subject to the
requirements of the Paperwork Reduction Act, unless that collection displays a currently valid OMB
Control Mumber.

Save | | Print Next

Bottom of the Application screen

After you click the <Next> button, the Recommendations screen displays as shown below. Each
applicant is required to have two letters of recommendation — one from an administrator/
supervisor and one from a colleague. These letters are due on September 30, 2014 in order to be
considered for the 2015 Field Season.
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Logout Logged in, johnsmith

Letters of Recommendation

As part of your application package, two letters of recommendation must submitted ONLINE BY YOUR
| REFERENCE (instructions below):

e One from an administrator/supervisor and
s One from a colleague

The deadline for letters of recommendation is the same date as the final application submission:
September 30, 2014 at 5:00 p.m. Eastern Time. If only one or neither of the letters is submitted
in time, your application will not be considered complete. It is your responsibility to make sure all
items, including recommendation letters, are submitted by the deadline.

Help (PDF In order to complete the recommendation process you must follow these instructions:

1. Make your references aware that you would like them to write a recommendation for you prior
to your application submission.

2. Enter the name and email address of each person from whom you are requesting a
recommendation. Once you request the recommendation, an automatic email will be sent
asking them to submit the recommendation electronically to us.

3. Inform your references that they MUST submit letters of recommendation via this online
application system by following the instructions they receive in the email request. They may
MOT submit letters via other channels, e.g. through the mail, through separate emails, or as
attachments.

4. If your references cannct find the request for the recommendation in their email inbox,
advise them to check their spam/junk folders. Many automatically generated emails are sent
to spam folders instead of inboxes. The email will be from NOAA's Teacher at Sea Program.

5. When a reference has submitted their recommendation for you, the checkbox labeled
"Completed?’ will have a check mark in it. You may check periodically to see if the letter has
been submitted.

6. If needed, you may resend a request to one or both of your references by clicking "Re-request
Recommendation”.

7. If needed, you may withdraw a request by clicking "Withdraw Request”. Mote that you will
need to identify another reference to replace the one from whom you have withdrawn the

request.

Recommendations screen (part 1) instructions
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Administrator's Recommendation
First Name:
Last Mame:

Email Address:

Verify Email:
| Request Recommendation Withdraw Request Completed?
Colleague’s Recommendation
First Name:
Last Name:

Email Address:

Verify Email:

| Request Recommendation Withdraw Request Completed?

Previous | | Next

Recommendations screen (part 2)

Notice that both the Administrator’'s Recommendation and the Colleague’s Recommendation
need to be filled in as shown above. Enter the first name, last name, and email address. Click the
<Request Recommendation> button.

When you click the <Request Recommendation> button, an email will be sent to the individual
requesting a letter of recommendation, and the <Withdraw Request> button will be enabled.
The <Re-Request Recommendation> button will replace the <Request Recommendation>
button, if another email needs to be sent. The “Completed?” checkbox will automatically be
checked when a recommendation is completed by the requested individual. Clicking the
<Withdraw Request> button sends an email to a recommender, stating that the letter of
recommendation is no longer needed. Click the <Next> button to go to the Upload Files screen.

The Upload Files screen is shown below. If you have any supporting files to attach, they can be
added here. These files may include lesson plans, activities, newspaper articles, etc. This is the
only optional section, and all file attachments must be 4 MB or smaller.
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Logout Logged in, johnsmith
Contact Info
Supporting Materials
Apply
o If you have any suppaorting materials (lesson plan, activity, newspaper articles, etc.) that you would
1. Application like to submit with your application, please click the 'Choose File’ button, select the file, and then

7. Recommendations Click the ‘Upload’ button to upload the document.

Note: Uploading supporting materials is NOT required but encouraged. Uploaded files must fall

4. Submit within the following parameters:

s Do not upload more than 3 files.
» Each file must be under 4 MB.
Change Security Q/A * Please do NOT upload resumes or curricula vitae.

Change Password

Help (POF Upload New File: | Choose File | No file chosen Upload

Current Uploads:

Delete File

i Previous | | Mext

Upload Files screen

The <Browse...> button allows the user to search for a particular file on his computer. The
<Upload> button places the file in the Current Uploads box. When a file has been uploaded, a
user can highlight it and click the <Delete File> button to remove the upload. Click the <Next>
button to proceed.

The Submit screen displays as shown below. When all the requirements are met, comments in
green will display. When there are missing or incorrect items, error messages in red will display.
If there are errors indicated in the “Application Form Status” section, click “1. Application” in the
left menu to return to the Application screen, make the corrections, and then click “4. Submit” in
the left menu to return to the Submit screen. If there are errors indicated in the
“Recommendation Requests” section, click “2. Recommendations” in the left menu, make the
corrections, and then click “4. Submit” in the left menu to return to the Submit screen.
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Click the <Print Application> button to obtain a copy of your information. You may print the
application to the printer or save it as a file. When all items are completed, the <Submit
Application> button will be enabled. Click the <Submit Application> button to send your
information to NOAA for review. No more edits can be made after an application is submitted.

Logout Logged in, johnsmith

Application Submission
Review the status of your application below to verify that all requirements have been met. You will

| not be able to submit until all required fields on your application are completed and the 2 requests
| for letters of recommendation have been sent to your references.

" NOTE: Please remember, if your letters of recommendation are not submitted by the deadline of

September 30, 2014 at 5:00 p.m. Eastern Time, your application will not be considered

complete. It is the applicant's responsibility to make sure all items, including recommendation
letters, are submitted by the deadline.

| All requirements of your application have been met.

Application Form Status:

Help (PDF

All required fields in your application form have been validated.
Recommendation Requests:

You have successfully submitted requests for your recommendation letters.

REMEMEBER: You will not be able to make changes after clicking Submit. Your application will
NOT be reviewed unless you click the SUBMIT button below.

Submit Application | | Print Application

Previous

Submit screen
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After clicking the <Submit Application> button, a confirmation screen displays as shown below.
Click the <Print Application> button to obtain a copy of your information. You may print the
application to the printer or save it as a file.

Logged in, johnsmith

Print Application

_Your application has been submitted and received. You will receive notification of your application
status via the email address listed on your application by February 2015. If you have not received
+ notification by March 2015, please contact us at teacheratsea@®noaa.cov.”

Help (PDF

Previous

Submission confirmation screen

Click the Logout link above the menu to exit the program.
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2. Forgotten User Name

If you forget your User Name, go to the web site URL “tasweb.ecs-federal.com/”. The Login

screen displays as shown below. Click the “Forgot User Name?“ link at the bottom of the screen.

Welcome to the Online Application for NOAA's Teacher at Sea Program

The 2015 NOAA Teacher at Sea Call for Applications will be open via this online application
system from September 1 - September 30, 2014. Applications are due SEPTEMBER 30, 2014
at 5 p.m. Eastern Time. IMPORTANT MOTE: Letters of recommendation must be submitted
via the online application system and are also due by September 30, 2014 at 5 p.m Eastern
Time.

Directions for Applying Online

Before you apply, you may want to look at a sample copy of the application by clicking on
this POF file. Once you review the application and decide if you would like to apply, please
follow the instructions below:

New Users (never applied to program online): Click the link below "Register As New User”
and follow the directions from there.

Previous Users (applied online before): Login with your existing user name and password
to complete the application. If you have forgotten your user name or password click the links
“Forgot User Name? or "Forgot Password? to have your User Mame or a temporary password
emailed to you. You only have 5 attempts to enter your correct user name and password
before you will be locked out. If you are locked out of the system, please contact
teacheratsea@noaa.gov. For technical support, please contact tas.support@ecs-federal.com.

Please note: Please use the most recent versions of either Internet Explorer or Firefox to
complete your application.

LOGIN

User Mame:

Password:
Forgot User Wame?

Forgot Password?

Register As Mew User

Login screen
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The “Forgot your User Name?” screen displays as shown below.

Forgot your User Mame?

Enter your email address to receive your User Name.

Submit

Forgot your User Name? screen

Enter your email address and click the <Submit> button. A message displays as shown below.

Forgot your User Mame?

Enter your email address to receive your User Name.

Ijuhnsmith@gmail_cum |

Your User Name will be sent to the email address johnsmith@gmail.com.
If you don't receive the email in the next hour, please contact TAS Support.

Forgot your User Name? screen with message
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Go to your email inbox and read the message sent to you from NOAA as shown below.

MNOAA Teacher at Sea User Name

NOAA Teacher at Sea Program [teacheratsea@noaa.gov]
Thu 9/12/2013 7:49 AM
Jahn Smith

Dear WOAA Teacher at Sea Applicant John Smith,
Your User Name is johnsmith.
Thank you,

NOAA Teacher at Sea Program Office

NOAA TAS User Name Email

Click “Login” in the left menu to return to the Login screen. You can now login.
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3. Forgotten Password

If you forget your Password, go to the web site URL “tasweb.ecs-federal.com/”. Click the
“Forgot Password?” link at the bottom of the screen. The “Forgot Your Password?” screen

displays as shown below.

Forgot Your Password?
Enter your User Mame to receive your password.

User Mame: ijohnsmith |

Forgot User Name?

Forgot Your Password? screen

Enter your User Name and click the <Submit> button. The Identity Confirmation screen displays
with a security question as shown below.

Identity Confirmation
Answer the following question to receive your password by email.
User Mame: jochnsmith
Question: Favorite color?

Answer: iRed |

Forgot User Mame!?

Identity Confirmation screen
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Answer the question correctly and click the <Submit> button. A confirmation message displays
as shown below.

Your password has been sent to you.

Forgot User Mame?

Password Sent screen

Go to your email inbox and read the message sent to you from NOAA as shown below.

Teacher at Sea Temporary Password...

TAS Support
Sent: Thu9/12/2013 8:35 AM
John Smith

After logging in with your temporary password, please IMMEDIATELY
change your password to one that you can remember.

Your new password must be at least 7 characters long.
Here is your Teacher at Sea temporary password:

H$wxwUxdhepp9!

If you did not authorize this change or are unaware of any changes to your
account, please contact a Teacher at Sea administrator to report the incident.

Sincerely,

Teacher at Sea Staff

NOAA TAS Password Email

Using the temporary Password, you can now login. It is recommended that you not attempt to
type in the temporary password. Instead, copy it, making sure not to copy any spaces before or
after it, and paste it in the Password box on the Login screen. Immediately after logging in,
change the Password as requested in the NOAA TAS email, by clicking “Change Password” in the
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left menu on the Contact Information screen. Change your password and record it in a secure
location.

4. Change Password

When logged into the Teacher at Sea application, you can change your password by clicking
“Change Password” in the left menu as shown below.

Logout Logged in, johnsmith

Welcome to the NOAA Teacher at Sea Program Application

| In order to complete your application, please verify the information below and then click the button
below, "Edit 2015 Field Season Application”, to complete your 2015 Teacher at Sea application.

Help (PDF

NOTE: Your application and letters of recommendation must be submitted by September 30,
2014 at 5:00 p.m. Eastern Time.

Contact Information

Personal | Work |

Personal Contact Information

*First Name: |.J0hn | MI: |:| *lLast: |Smith

*Address Line 1: |123 Owil |

Address Line 2: | |

*City: |OI | *State: *Zip:

*Country: | United States v |

*Home Phone:  [240-123-1234 |

Cell Phone: | |

This email address will be used to contact you about the status of your application
and to notify you of acceptance or denial to the program.

*Email Address: |j0hnsmith@gmail_cnm |

*Confirm Email: |juhnsmith@gmail_cnm |

*Required. Either Home Phone or Cell Phone is required.

Save

| Edit 2015 Field Season Application

Contact Information screen
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The “Change Your Password” screen displays as shown below. Enter your current password, a
new password, and the confirmation of the new password.

Logged in, johnsmith

Change Your Password

Current Password: | |

New Password: | |

Help (PDF

Confirm Mew Password: | |

Change Password | | Cancel |

Change Your Password screen

Click the <Change Password> button to save your changes. Click the <Cancel> button to keep
your current password and return to the Contact Information screen.

After clicking the <Change Password> button, a confirmation message displays as shown below.
Click the <Continue> button to return to the Contact Information screen.

Logout Logged in, johnsmith

Change Password Complete
Your password has been changed!

ContinE

Help (PDF

Change Your Password confirmation
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5. Change Security Q/A

When logged into the Teacher at Sea application, you can change your security question and
answer by clicking “Change Security Q/A” in the left menu on the Contact Information screen as
shown below.

Logout Logged in, johnsmith

Contact Info Welcome to the NOAA Teacher at Sea Program Application

| In order to complete your application, please verify the information below and then click the button
below, "Edit 2015 Field Season Application”, to complete your 2015 Teacher at Sea application.

Help (PDF NOTE: Your application and letters of recommendation must be submitted by September 30,
2014 at 5:00 p.m. Eastern Time.

Contact Information

'Personal | Work |

Personal Contact Information

*First Name: |J0hn | MI: D *Last: |Smith

*Address Line 1: |123 Ol |

Address Line 2: | |

*City: |OI | *State: *Zip:

“Country: |Uniteu:| States v |

*Home Phone:  240-123-1234 |

Cell Phone: | |

This email address will be used to contact you about the status of your application
and to notify you of acceptance or denial to the program.

*Email Address: |j0hnsmith@gmail_cnm |

*Confirm Email: |jnhnsmith@gmai|.cnm |

*Required. Either Home Phone or Cell Phone is required.

Save

| Edit 2015 Field Season Application

Contact Information screen
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The “Change Your Security Question and/or Answer” screen displays as shown below. Enter your
current password. If desired, change the security question. Enter the security answer.

Logout Logged in, johnsmith

Change your Security Question and/or Answer

All fields are required.

Your current Security Question is displayed. You may change it if you want.
Example Security Questions: What is your favorite color? What is your pet's name?

Current Security Question: |Fa~t0rite color? |

Change Security O/A
Help (PDE

Security Answer: | |

Change your Security Question and/or Answer screen
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Then click the <Submit> button. A confirmation notification message displays as shown below.

Logout Logged in, johnsmith

Change your Security Question and/or Answer

Charge Security QJ‘A All fields are required.
Your current Security Question is displayed. You may change it if you want.

Help (PDF Example Security Questions: What is your favorite color? What is your pet's name?

Current Security Question: |Favnrite color? |

Security Answer: |Red |

Changes were successful.
Your current Security Question and Answer are shown above.

Change Security Question/Answer screen with confirmation

Click “Contact Info” in the left menu to return to the Contact Information screen.

Click the Logout link above the menu to log out of the application.
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