
A GUIDE: How to Request a QE in District 7 



 

 Only the FC, FSO-MT or SO-MT  

 are authorized to  request a QE. 

 

  The first step – be prepared! 

 

 

 

 



 

 

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 

 

 



 

Operational Facilities (OPFAC) needed 

OPFAC are legal in Auxdata 

Coxswain & Crew required 

Coxswain & Crew are legal in Auxdata, 

including AUXMT courses 

 

 

 



 

 Visually Confirm PQS tasks are completed 

 Confirm Auxdata entries for all requirements- 

     (ICS, TCT, Nav Rules, Underway Hours, etc.) 

 

 

 

 

This is required prior to requesting a QE session 



 

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) 

 

 



 

 

 



 

 

Go to D7 Homepage 

www.uscga-district-7.org/ 

 

 

Click on one of the 

“D7 Help Desk” links 

 

 



Now click on 

“View entire knowledgebase” 

 

Next page, click on 

“         QE’s Corner” 

 

 

 

 

 

 



 

 

 

Download the 

QE Request 

Form 

Come back later 
and check out 
the QE Corner 
memos 



Click on the QE Request Form.  

 

 

 

 

 

 

 

 

 

Save it to your Desktop  - you will go 

there next to fill out the form 



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

 
FC, SO-MT or  FSO-MT fills out “Mission Contact” 

 

Enter “Mission Information” date, alternate date,  

time and specific location. 

 

Enter “Member for Qualification” name, Aux ID,  

and Division-Flotilla number.  

 

USE THE DROP DOWN MENUS 

Click on the small arrow pointed down –  

Then choose from the available items  

 

CHECK THE AUXDATA BLOCK - 

You will attach the Individual Training Records  

LATER – but not right now. 

 

 

 



 

Complete it. 

Review it. 

Save It! 
 

You can find it on your Desk Top.  

 

 
Up to 5 candidates can 

be requested on each  

QE-Request form. 



 

Now you have all the documents ready and 

saved on your Desktop 
 

 QE Request Form completed 

 Individual Training Records  

 

Next step – Return to D7 Help Desk 

 

 



Go back to D7 Help Desk 

Click “Submit a ticket” 

 



Complete the ticket.   

Be specific and  clear 

with your wording 

Use the drop down 

menu choices 



Scroll down ticket to complete these items 

 
Attach Individual Training Records 

And QE Request Form here 



HOW TO ATTACH A FILE 

 

1. Click on “Browse” in the first field 

       (Browse means “ go find the file that I need to attach here”.  

          You saved the files on your Desktop-let’s look there.) 

 

 

 



HOW TO ATTACH A FILE 
2. Click on “Desktop” & click on  “QE_Request_Form_v2G” 

3. Verify the file name is QE_Request_Form_v2G” below 

4. Click on “Open” 

 

 

 

 

 

 



HOW TO ATTACH A FILE 

 
5. QE_Request_Form_v2G” shows up in the first attachment field 

 

 

 

 

 

6. 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 

 

 

 



Scroll down ticket  

 

Type USCG in the box 

 

Enter the numbers in the box 

 

Click “Submit Ticket” 



Ticket Submitted Successfully!  

Click on “View your ticket” and print it.  

 

 

 

 

 

 

D7 Help Desk will send you an email confirmation. 



 Advise candidates of D7 Uniform Policy 

 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”.  



Great job – you’ve finished the QE Request! 

 

After receiving email confirmation 

• The Area QE will contact you 

• Remember to request orders in AOM! 

 

Be sure to visit the QE Corner for more 

Information and resources! 

 

Bowline  



http://d7help.cgaux.org/

