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ARGIde: HOW to Request a QF in District 7
QE Request

i

Only the FC, FSO-MT or SO-MT
are authorized to request a QE.

The first step — be prepared!



ANGIIde: How to Request a QF in District 7

BePrepared - Date, Time & Location

Set a location and address for the QE
Set a primary and secondary date

Set the show-up time
Confirm dates & time with all candidates



ANGIIde: How to Request a QF in District 7

BesRrepared — Other Assets Required

e . Y

v Operational Facilities (OPFAC) needed
v'OPFAC are legal in Auxdata
v’ Coxswain & Crew required

v’ Coxswain & Crew are legal in Auxdata,
including AUXMT courses




ANGellIcle: HOw to Request a QF in District 7

BePrepared — Candidate Qualifications

v Visually Confirm PQS tasks are completed

v Confirm Auxdata entries for all requirements-
(ICS, TCT, Nav Rules, Underway Hours, etc.)

This Is required prior to requesting a QE session



ANGtIicdle: HOw to Request a QE in District 7

@Gandidate Qualifications

a Ask FSO-IS for Individual Training Record
of each candidate from Auxdata

Digital records are required for electronic attachment
on the Help Desk ticket

For multiple candidates, rename each
(such as JSmith_training)



AReIIde: How to Request a OQE in District 7

The Help Desk

2 the date, time,
||t|es information and records,

let’s go to the Help Desk



Go to D7 Homepage

www.uscga-district-7.org/

Click on one of the
“D7 Help Desk” links

U.S. Department of Homeland Security
United States Coast Guard Auxiliary

Find us on

Facebook

Tabist and ipad Touch
n

AUXHONE JOWUSNOW | LEADERSHIS | AUX VEUSERS | DIRECTORATES | LTS AUX RSSOC.
COASTGUARD District 7
[ sz b Web Site
Jundey. November 01, 2015

Commodore Bob Weskerna Chief of Staff Judith Hudson

Hello and Welcome to District 7, United States Coast Guard Auxiliary
Juduh Hndion and I welcome your visit to our District 7 webp’we and urge you to

Bridge '
Diractorates 0
ASCsDistrict 7 '

ce for information on how to join our organization or to
d resources for seasoned members.

Auxiliary District

f our 16 Coast Guard Districts, and D7 Auxiliary is dedicated

Cocrdinator-iCS

oast Guard in all its missions in this area except direct law
the uniformed volunteer arm of the United States Coast

Mamber Resources

Forms '

is to provide Recreational Boating Safety services to the

Online Magazines '

our bers serve by filling support roles on Coast Guard
he Seventh District. Our many opportunities include
ing, public affairs services, maritime surface patrols, air

Public information .

operauont pubhc edumnon Marine Safety, hugu:tze interpreters, and more but
there are many additional opportunities for service available to interested members.
We consider ourselves to be America’s Volunteer Lifesavers. If you think this
service could be of interest to youn, please find the button under the banner at the top
of this page entitled “JOIN US NOW." Click this and learn more about how to join
us in service to the Coast Guard and the boating public. I look forward to meeting
you soon should you decide to join us,

Commodore Robert A, Weskerna
District Seven Auxiliary
Updated 09212015

District 7 FN-1 Form. Il
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Now click on
“View entire knowledgebase”

Next page, click on

“|__JQE’s Corner”
-



Download the
QE Request
Form

[2) QE Bulletin # 1 - 01 January 2013 St e
Flotilla Pre- QE Audit Information FOR Division and Flotilla Commanders Commanders please pass this information to your MT and
OP, 1, Prior to requesting a QE, the requester must, confirm that...

QE Bufletin # 2 - 13 February 2013 Ty
QE Bulletin #2 1. Coxswain initial or recertification must be on their own boat or similar in size. In the event the COX has no boat,
then the one he/she uses the most.. 2. Please ensure there...

[ QF Bulletin # 3 - 01 Sentember 2013 P e ol ais
QE Bulletin # 3 01 September 2013 BOAT CREW CERTIFICATION INFCRMATION Guidelines for a successful Dockside and
Underway check ride A successful boat crew Qualification Examiner mission is the las...

[ AQEC'S - Staff pradairg feging
CQEC - Jerry D. Henderson 772 466-8591 AQEC East - Marc S. Brody 561 789-2833 (except Division 5) AQEC East - Janee R.
Henderson 772 466-8591 (Division 5) AQEC North - Richard B, Da...

[2) Transfers & Visitors to D7 g dra dr e
Subject: TRANSFERS & VISITORS TO D7 This is a reminder that any "snowbird" who plans to visit D7, and wants to go on patrol,
must have a QE check ride in D7. If not they will be ou...

[ Can I become crew gualified after failing my coxswain recertification three (3) times? e adra g

Cen I become crew gqualified after failing my coxswain recertification three (3) times? Members who are unsuccessful at re-
: > ’ oxswain can still become crew certified by pas...

E Reguest Form*
QFE Request Form™

28 Coxswain Recertiication Check Ride
Coxswain Recertification Check Ride

Coxswain Underway Check Ride
Coxswain Underway Check Ride

28 Crew Recertification Check Ride
Crew Recertification Check Ride

Crew Underway Check Ride
Crew Underway Check Ride

A GUIDE: How to Reguest a QF in District 7
A GUIDE: How to Request a QE in District 7
PWC OPERATOR RECERTIFICATION CHECK RIDE FORM g Wesrie dratt,

PWC OPERATOR RECERTIFICATION CHECK RIDE FORM

Duties of 3 QE
Duties of a QE

TEICIT TSI

I ITIL I

W TT IS

Come back later g g g gty
and check out o R
the QE Corner P

memos

TS L LS B S

ppirgda gty




A Guide: Flow to Raguest a QF in Distrie
Click on the QE Request Form.

Knowledgebase

CGAUX Seventh District > D7 Auxiiiary Help Dasi > Knowlacgabase

Ask a question: I

QE Request Form *

e |

QE Request Farm

Download the attached form to your computer. Complate the form and attached to the D7 Help Desk ticket as an
attachment,

e ~. Save it to your Desktop - you will go
([ ommmcimast ) yoore novt to fill out the form




Find the QE Request Form on your desktop — Open it.

FC. SO-MT or FSO-MT fils out “Mission Contact i QE-Request Form HETTN NS

Mission Contact
Name Tiie Division - Fiotifa Cail Phone
e L Joe Public FsomT ~| [01-01 388-833-8888
Enter “Mission Information” date, alternate date, ooe Pl | -l | o=
time and specific location. lioepublic@gmail.com | [pv1-East -] [888-888-8888 |
Mission Information
" o . " Mission Date Al Mission Date Mission Start Time Mission Faciity Quantity
Enter “Member for Qualification” name, Aux ID, 110/26/13 [10:27/13 | [1000 | [|Facilties2 -]
RV 1 Enter other mission Inf here. Such 3s location, directions, ete
and DlVlSlOﬂ-FlOtllla number' QE location: Georgetown Landing Marina, 432 Marina Drive Georgetown, SC 29440
gISEk TH EhD ROPl IDOWN MEN L:jsd First Member for Qualification
i n m rr W |n Wn _ Name Emp# Division - Flotiia
AL PO 2 do ISMITH, Stanley A. | [1234567 | |o1-01 |
Then choose from the available items e owin Secting CuamcsRo
ICoxswain :_l [Recertification - Coxswain |
CHECK THE AUXDATA BLOCK - Second Menber for Quaficaton
You will attach the Individual Training Records [JONES, Bradley M. | [2345678 | [o1-01 |
. Cumrent Qualification Céékl"g Quaimcation
LATER - but not rlght now. |Crew _-_] [Coxswain _v_]
Third Member for Qualification
IWESSON, Charles | 3456789 | [01-01 |
Current Qualification Sesking Quaification

None Crew




’,'s- 2 i al oy M 5 p . Wi - \ )’l' Gy G | p’ g - . % ',y‘ L i ) . . e B 2 -
=y Ly 114 £, r i U 19 K ,, LS50 ¢} % " >~ 1y ’ 44 ¢ il

QE-Request Form HEZ BTN

Mission Contact
[ Name Tize DMislon - Fiotika Ceil Phone
Com P lete it. [Joe Public | [Fsomt -] [01-01 | [B8a-882-8888 |
. " lioepublic@gmail.com | pvi-East -] [88-888-8888 |
Review it. p——
Mission Date All Mission Date Mission Start Time Misslon Faciity Quantity
Save |t| 10/26/13 10/27/13 1000 Facilities 2 g

Enter other mission Info here. Such 3s loc3tion, directions, efc.

QE location: Georgetown Landing Marina, 432 Marina Drive Georgetown, SC 28440

You can find it on your Desk Top.

First Member for Qualification
Name Emp# Division - Fiotlia
SMITH, Stanley A. 1234567 01-01 -
1 Curment Qualification Sesking Qualication foc
Up to 5 candidates can [Coxswain ~| [Recertification - Coxswain |
be requested on each | |
QE-Request form. — e ST Do
JONES, Bradley M. 2345678 01-01 AKIATA
Cument Quallicaton Seaking Cuacation Sor o
|Crew ~] [Coxswain Bl
Third Member for Qualification
Name Emp= Divislon - Flotiia
WESSON, Charles 3456789 01-01 AUXDATA
Curmrent Qualification Sesking Quaication e ?ms

None

Candizaie
ATTACHED



Now you have all the documents ready and
saved on your Desktop

v QE Request Form completed
v Individual Training Records

Next step — Return to D7 Help Desk



A Guide: Flow 1o Raquest a QE in District 7

Go back to D7 Help Desk
Click “Submit a ticket”

United States Coast Guard Auxiliary % |
sy Seventh Coast Guard District 4

D7 Auxiliary Help Desk
CGAUX Seventh District > D7 Auxiliary Help Desk

Ask a question: | |

. Submit a ticket ‘ View existing ticket
@ Submit a new 1ssu# to a department @ View tickets you submitted in the past




A Guide: Flow to Reguest a QF in District 7
Complete the ticket.

Submit a ticket
CGAUX Seventh District > D7 Auxiliary Help Desk > Submit a ticket

=

Please use the form below to submit a ticket. Required fields are marked wj

Use the drop down

Name: = |Joe Public |

E-mail: = |joepublic@gmail.com menu ChOiceS

Category: = IQE Requests - East VI

Priority: =

Director's WebSite: |This is the official D7 Director's WebSite. |

Enter Flotilla #: = |01-01 |

Comcast: |If you have a Comcast email account youl| Be specific and clear

Email Notice: Imay not receive a reply to your ticket.

/ with your wording

Subject: = [QE REQUEST / |

Message: ™ [tyTs IS TO REQUEST A QE SESSION ON 260CT13 AT GEORGETOWN
LANDING MARINZ, 432 MARINA DRIVE, GEORGETOWN, SC FOR THE
FOLLOWING:

STANLEY Z. SMITH (1234567)COXSWAIN RE-CERTIFICATION
BRADLEY M. JONES (2345678) CREW TCO COXSWAIN CERTIFICATION

CHRRLES WESSON (3456789) INITIAL BOAT CREW CERTIFICATION




A Guide: Flow to Reguest a QEF in District 7
Scroll down ticket to complete these items

Attachments:
Attach Individual Training Records L'Miﬁ'
And QE Request Form here %%_J

Accepted file types: *.csy, * , =.docx, *.gif, =.jpa, =.pdf, *.pnag, *.rar, *.txt, *.xls
Max. file size: 8192 Kb (8.00pMb)

TYPE USCG IN THE BOX *

M

Please enter the number displayed above: * I:l

Before submitting please make sure of the following

e All necessary information has been filled out.
e All information is correct and error-free.

We have:

e 70.193.14.200 recorded as your IP Address
e recorded the time of your submission




HOW TO ATTACH A FILE

1. Click on “Browse” in the first field

(Browse means “ go find the file that | need to attach here”.
You saved the files on your Desktop-let’s look there.)

Browse...

Browse...
Browse...
Browse...

. . . p | - ik "\ A { " -
[ » Lypes: ".Csy Q0 JOCX, .0 e par, ~.png )




A Guide: Flow 1o Request a QF in District 7

HOW TO AT

2. Click on “Desktop” & click on “QE_Requ
3. Verify the file name is QE_Request_Form
4, CI|ck on “Open

o

v | %9 (| Search Desktop

Organize ¥ New folder e~ [l @
-~ l Microsoft Word 87 - 2003 Docum... -~

. Favorites
= % ] Imsclogo
s 3 JPEG Image
esktop - 1.07 MB
Tu Libraries - rrInGS
%] Documents n JPEG Image
& Music 270KB
|&] Pictures Norton Installation Files

B vVideos Shortcut
[ﬂ[ 1.24 KB

& Homegroup
: . QE_request_form_v2G
A Barbara Burchfield y PDE File

"8 Computer =) \ 86.8 KB
ﬁ] Local Disk (C:) Smart Privacy Cleaner
4 DVD RW Drive (D:) @ Shortcut

+ [

e! Network 112KB

[Au Files (*.1)

< > | Cancel

I File name: QE_request_form_v2G




HOW TO ATTACH A FILE

QE_Request _Form_v2G” shows up in the first attachment field

Attachments: C:\Users\Barbara Burchfield\Desktop\QE_request_{ Browse...

Browse...

Browse...

Browse...
Accepted file types: *.csv, *.doc, *.docx, *.gif, *.jpg, *.pdf, *.png, *.rar, =.txt, *.xls
Max. file size: 8192 Kb (8.00 Mb)

Repeat the process for each file, including the individual training
records for each person.



HOW TO ATTACH A FILE

Let's say you need a QE session for 3 members.
You should have 4 attachments to your Ticket:

1 QE Request Form
3 Individual Training Records



—=

A Guide: Flow 1o Reguest a OF in District 7
Scroll down ticket

Attachments: C:\Users\Barbara BurchﬁeId\Desktop\Q'E_request_if Browse...
C:\Users\Barbara Burchfield\Desktop\lones_trainin Browse..._
C:\Users\Barbara Burchfield\Desktop\Smith_trainini Browse...

C:\Users\Barbara Burchfield\Desktop\Wesson_trair Browse...

Accepted file types: *.csv, *.doc, *.docx, *.gif, *.jpg, ".p>d'f', ".'p'rig, ¥rar EE s
Max. file size: 8192 Kb (8.00 Mb)

TYPE USCG IN TH

Type USCG in the box

Enter the numbers In the box ;Ieé;é ;nte‘r the ;wm.beve: v

C||ck “Submit T|cket” Before submitting please make sure of the following

e All necessary information has been filled out.
e All information is correct and error-free.

We have:

e 70.193.3.29 recorded as your IP Address
e recorde ; Y $Ssion




Ticket Submitted Successfully!
Click on “View your ticket” and print it.

~ % United States Coast Guard Auxiliarys
Seventh Cozst Guard Distret i

Ticket submitted

CS2UX Seyanth Distrgt > D7 Awakary Help Desk > Ticke: submitted

¥ Success: Ticket submitted
sl submitted! Tk ID: SMTPYWEZRP

D7 Help Desk will send you an email confirmation.




v Advise candidates of D7 Uniform Policy
v Send candidates the QE Underway Checkride List

Don't be surprised!

Underway Check Ride
lists for coxswain, crew
& PWO certifications
and re-certifications are
available at the “QE
Corner”.

D7 Initiat Crew Underway, JAN 2013

TASK BCM-08-05-AUX Underway Check Ride - sanz0s

D7

|Membet Name & Number:

References:
Soot Crew Seamanzhip Manusl  COMOTINST M1S114.5 (series
Auxilary Box Crew Training Manusy COMOTINST M1ST7SE.51 (series
Auxizary Operagions Policy Morual - COMDTINET M16736 3 (seres)
Conditions:
Ferformed while underway on an Auxtiary Facily in caim ses conditions
Member must accompiish tazks Jztad beiow with itte or no hezitation.
Standards:
n response %o the QE anc under the drection of the coxswain, mamber Must SNSwer GUEsI0oNS 0N, 3Na perform the beiow
Ioted S32KS a5 CrRW.

Tasks:

NO.|Performance Criteria SAT |UNSAT Remarks

QE

1 |Assisied COXSWAN Wi pra-underwdy check-oT

3 Chacked iocaton of al requined equipment

. Checked on operating condSion of 3l requred equpment

C. Checked ai required FPE equipment

d  Checked opemaing condtion of 3 required FPE

egdpment

2 |Forticipated n pre-undersyy bnsf

a Understood mission

B Underztood assigned dutes

¢. Demponsirated mie In seting e GAR scors

3 |Comrectly donned FFD ang demonsirated an underzianding

of the uze of personal sunival sguipment.

4 |EfMciently and s¥'aly handied moonng ines whie getang under

W3y 3nd sacured he Doat for &3




Great job — you've finished the QE Request!

After receiving email confirmation
The Area QE will contact you
Remember to request orders in AOM!

Bowline

Figure 8 Knot

Be sure to visit the QE Corner for more
Information and resources! Square (Reef) Knot

€

Sheet Bend



United States Coast Guard Auxuluary
Seventh Coast Guard District

Completed docume

htt dZhelp.c aux.or

i QE Request Form
: Indmdua] Tr

v QE Session R
Help Desk Tj

raining Records
€quested
cket Recejyed



http://d7help.cgaux.org/

