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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.  

 

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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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.   

 
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 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 (part 1) on the Application screen 
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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 (part 1) on the Application screen 
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Research Preferences (part 2) on the Application screen 

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 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). 

 
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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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. 

 



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

 

                                                                                   13                                                      Revised 6/20/2014 
 

 
Recommendations screen (part 1) instructions 
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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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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. 

 
Submit screen  



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

 

                                                                                   17                                                      Revised 6/20/2014 
 

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. 

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. 

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

 
Forgot your User Name? screen 

 

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

Forgot your User Name? screen with message 
  

mailto:bobboat@gmail.com�


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

 

                                                                                   20                                                      Revised 6/20/2014 
 

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

 
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? screen 
 

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

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

 
Password Sent screen 

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

 
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. 

 
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. 

 
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. 

 
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. 

 
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. 

 
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. 

 
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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