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ESO Designation & Relief

2

: : p Added to TACCTS
Designation Added to ESO Email List
Letter
Removed from TACCTS =a
Removed from ESO ==
Email List o

U MUST be signed by CO/OINC

U Scan & send via TACCTS or email or FAX

U Email sent with TACCTS login & temporary password




Requesting Course Material/Tests
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Don’t test without it!
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" Library Units
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What is a library unit?
aintains tests onsite
ests administered multiple times
ests entered online
eceive iImmediate unofficial score o
Required to do a monthly inventory
ests stored in secure safe




Library Units Ordering

Course Material

ESO Orders Courses via TACCTS
Course Material Order Forrr}+____

CST Sends Courses via USP#

N

End-of-Course Tests

[ Tests sent via FedE>] '

Tracking # sent via
TACCTS & )

via TACCTS Issue

ESO Requests Test1

ESO Acknowledges CST Adds Tests to |[§
Receipt via TACCTS| | TACCTS Inventory |
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DO NOT order tests for individual members or yourself!
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Library Units Administering EOCTS

1 Proctor to 20 students
£ Monitor entire test period

£ Test booklet cover page (4
ZESO Procedure Guide Vol. 1)
EEOCT Open Book Exams &)

FLibrary Unit z Any member




Library Units Administering EOCTS

F Paper answer sheet & transfer to online form
F OR enter directly into TACCTS online Answer Sheet

¥ EMPLID
F Test #, Edition & Test version
1 E Answers

E Click Submit button
E Print final online page

F Until test results are posted in DA

E Print screen with entered answers }
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Library Units EOCT Results

By end
~ of-day
results
post

TACCTS
| Answer

Approximately

i 24 hours
Unofficial score

returned via email

Check DA for results!



- Library Unit Inventories
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£ Bt of every month N
Relief of ESO
New tests go online
Tests become obsolete )
\

- Once you have notified
Course codes & editions - CGl via TACCTS of issues,

~ you can verify inventory.

'For OPFACS with multiple
~S ~inventories z each ESO

| must verify their
department inventory.

Log discrepancies & actions
Notify CGlI of issues
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on-Library Units

unit?

i on-library .
Whatisan or specific

Orders single tests f

member. -~
Test can only be administered to

Ifi mber
specified me |
Tests returned to CGl for scoring

Tests stored In secure safe

/
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Non-Library Units Ordering

End-of-Course Tests
Course Material

prEEER CST Sends Tests to ESO
ESO Orders Test & Cours] via FedEx

via TACCTS Course

Material Order Form

CST Sends Courses to
Member via USPS




Non-Library Administering EOCTs
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1 Proctor to 20 students
£ Monitor entire test period

EESO Procedure Guide Vol. I

£ Test booklet cover page
FEOCT Open Book Exams

Z Only member listed on test label }




Non-Library Administering EOCTs
Z SSN O }

F Test #, Edition & Test version
E Answers

F Copy 2800 answer sheet

F Until test results are posted in DA

£ Via mail with tracking number o }
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/NonLibrary Unit EOCT Results

Processed By end-of-
: the day day
el after results
receipt post

Time required
for mail

+
Approximately
24 hours



