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INTRODUCTION

The Maritime Service Compliance Reporting System (MSCS) assists students in the U.S.
Merchant Marine Academy and Student Incentive Payment (SIP) program, and merchant
mariners complete the required Compliance Report online on an annual basis for the period
of their service obligation after graduation. In addition, the website provides a wealth of
information from employment in the maritime industry to maritime news and related topics.

SIGN-ON PROCEDURES

To log into the MSCS application,

1. Click on the Login tab from the MSCS website. The MSCS login prompt screen
appears.
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2. Type your Username in the Username field. Press the Tab key to move the
cursor to the password field, or use the mouse.

3. Type your Password in the Password field. Click on the Enter MSCS. The
Personal Information Main Menu appears as shown below.
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FIRST TIME USER

Each first time user must fill out the form below to be granted access to the MSCS. All fields
except News Letter and Employment notifications are required.
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FORGOT PASSWORD

If you forget your login password, you must fill out the form below to regain access to the
MSCS application. All fields are required and Mother’s Maiden Name must be the same as
the one submitted during first time registration.
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PERSONAL INFORMATION

Upon successful log into MSCS, the following Personal Information screen will appear:
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This screen allows you to:

1- Update Your Profile:

Click on Update Your Profile link to make changes to your personal contact
information including address, telephone numbers and email addresses. You must
click on “Modify” before you make any changes and click on “Submit Changes” to save
your information. Information in grey can only be modified by contacting Rita Jackson
at rita.jackson@marad.dot.gov . Click on “Options” to return to “Personal Information”
screen.
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2- Direct Deposit Information

For SIP Recipients only. This option allows you to submit bank account information
for direct deposit. Click on “Options” to return to “Personal Information” screen.
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3- Forms
Use this screen to download service compliance forms.

a- Select a reporting year

b- Click on MMIRRG Annual Report (Auto Fill) if you would like to download or
print your reporting form. Make sure you remove “&w&bPage &p of &P” from
the header and “&u&b&d” from the footer from “Page Setup” of your browser
before you print. This is not an electronic filing with the U.S. Naval Reserve.
You must still comply with their requirements.

c- Click on all other forms to download or print.

d- Click on “Options” to return to “Personal Information” screen.
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4- Login Information
Use “Reset Log in Information” to modify log in information. Screen is similar to “First
Time User” screen. All information is required.
Change Password screen allows you to change your password.

EMPLOYMENT DETERMINATION REQUESTS STATUS

This option allows you to check the status of your employment determination requests, to
accept an employment determination request contract and to file for contract extension. The
option is only available if you have filed a request.

1- Accepting an Employment Determination Contract
a- Click the radio button next to the Employment Determination request.
b- Click “Preview Contract” to review contract terms.
c- Click “Accept Contract” to accept the contract.
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d- The form that follows is your electronic agreement. It serves as your electronic
signature. All fields are required. Click “I Agree” to accept the contract and return
to the contract screen.
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2- Requesting an extension

Click on “Request Extension” to file for an extension for the same employer. Fill out
and submit the form.
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Come back to the site to check the status of your extension. You can check the status
of your extension request by clicking on the number in the column “Extensions”

ANNUAL SERVICE COMPLIANCE REPORT

The Annual Service Compliance Report is used to submit your annual service reports
including employment. You must select a reporting date and click the “Go” button. The list of
links on the options bar closely follows form MMIRRG.

1- Personal Info

Use this form to update your personal information. You can select a different reporting
year. The form is similar to the one used to update Personal Profile. Click on “Options”
to return to “Personal Information” screen.
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2- Service Info

The Service Info form (Part | of MMIRRG form) is used to submit service and license
information. You can only submit one report per reporting year. Any changes to an
existing report will overwrite it and jeopardize your compliance status. Click on
“Options” to return to “Personal Information” screen, or select another option from the

Options Menu bar.
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3-NR Training

The Naval Reserve Training form (Part 1l of MMIRRG form) is used to submit active duty
training information. You can only submit one report per reporting year. Any changes to an
existing report will overwrite it and jeopardize your compliance status. Click on “Options” to
return to “Personal Information” screen, or select another option from the Options Menu

bar.
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3- Employment

Employment information is reported on this form which displays reported employment
for that year on file. You can add multiple employments for the same reporting year.
You must contact MARAD in order to delete any records from your file. Click on
“Options” to return to “Personal Information” screen, or select another option from the
Options Menu bar.
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LOGOUT
Use the log out link on the MSCS website tool bar to logout of the MSCS application



