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ESO Designation & Relief

ɆAdded to TACCTS

ɆAdded to ESO Email List

ESO 
Designation

Letter

ɆRemoved from TACCTS

ɆRemoved from ESO 
Email List

ESO Relief 
Letter

üMUST be signed by CO/OINC

üScan & send via TACCTS or email or FAX

üEmail sent with TACCTS login & temporary password



Requesting Course Material/Tests

EOCT Course Information

Å7ÈÁÔȭÓ ÃÕÒÒÅÎÔ
Å7ÈÁÔȭÓ ÏÂÓÏÌÅÔÅ
Å#ÕÒÒÅÎÔ ÃÏÕÒÓÅ ÃÏÄÅÓ Ǫ ÔÅÓÔ ΥȭÓ
ÅPass score percentage
ÅOpen/Closed Book
ÅTime limit



·What is a library unit?

·Maintains tests onsite

·Tests administered multiple times

·Tests entered online

·Receive immediate unofficial score

·Required to do a monthly inventory

·Tests stored in secure safe

Library Units



Library Units Ordering

ESO Requests Tests 
via TACCTS Issue

Tests sent via FedEx

Tracking # sent  via 
TACCTS

ESO Acknowledges 
Receipt via TACCTS

CST Adds Tests to 
TACCTS Inventory

ESO Orders Courses via TACCTS 
Course Material Order Form

CST Sends Courses via USPS



Library Units Administering EOCTs

Proctor

Ɇ1 Proctor to 20 students

ɆMonitor entire test period

Policy

ɆTest booklet cover page

ɆESO Procedure Guide Vol. II

ɆEOCT Open Book Exams

Who
ɆLibrary Unit ɀAny member



Library Units Administering EOCTs

Enter
ɆPaper answer sheet & transfer to online form

ɆOR enter directly into TACCTS online Answer Sheet

Check

ɆEMPLID

ɆTest #, Edition & Test version

ɆAnswers

Send

ɆPrint screen with entered answers

ɆClick Submit button

ɆPrint final online page

Save
ɆUntil test results are posted in DA



Library Units EOCT Results

TACCTS 
Answer 
Sheet

Sent
Processed 

the 
following 

day

CGI
By end-
of-day 
results 
post

DA

Approximately 

24 hours
Unofficial score

returned via email



Library Unit Inventories
Ɇ1st of every month

ɆRelief of ESO

ɆNew tests go online

ɆTests become obsolete

When

ɆCourse codes & editionsCheck

ɆLog discrepancies & actions

ɆNotify CGI of issuesReport

Once you have notified 
CGI via TACCTS of issues, 
you can verify inventory.

For OPFACS with multiple 
inventories ɀeach ESO 

must verify their 
department inventory.



·What is a non-library unit?

·Orders single tests for specific 
member.

·Test can only be administered to 
specified member

·Tests returned to CGI for scoring

·Tests stored in secure safe

Non-Library Units



Non-Library Units Ordering

ESO Orders Test & Course 
via TACCTS Course 

Material Order Form
CST Sends Courses to 

Member  via USPS

CST Sends Tests to ESO  
via FedEx



Non-Library Administering EOCTs

Proctor

Ɇ1 Proctor to 20 students

ɆMonitor entire test period

Policy

ɆTest booklet cover page

ɆESO Procedure Guide Vol. II

ɆEOCT Open Book Exams

Who
ɆOnly member listed on test label



Non-Library Administering EOCTs

Check

ɆSSN

ɆTest #, Edition & Test version

ɆAnswers

Print
ɆCopy 2800 answer sheet

Send
ɆVia mail with tracking number

Save
ɆUntil test results are posted in DA



Non-Library Unit EOCT Results

By mailSent
Processed 
the  day 

after 
receipt

CGI
By end-of-

day 
results 
post

DA

Time required

for mail

+

Approximately 

24 hours 


