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Managing IDPs in TWMS

The Individual Development Plan (IDP):

* is a document created by an employee and his/her supervisor to address training and career
plans

« serves as the "blueprint" for all short-term and long-term training and developmental actions
which will enhance the employee’s performance and career goals

« is a living document, and should be reviewed by the employee and their supervisor as changes
are made due to progress of the employee’s professional development and changes or revisions
In career objectives

TWMS allows an employee and their supervisor to develop the employee’s IDP by writing
specific goals, objectives, and selecting training course titles and/or documenting developmental
activities that will support them. The selected course titles and developmental activities should
enhance the skills and knowledge for the employee’s present position and their future career
goals. Course titles are selected from the TWMS Course Table and function as the prompt to
enroll in the selected course(s). Requests for training should be in accordance with this plan and
subject to funding availability. Developmental activities are manually typed into the IDP and are
not courses or programs. Developmental activities are specific activities, events, conferences,
actions, etc. for the employee to participate in. Note: Approved SF182 forms, not the IDP,
compile the employee’s official record of training and academic achievements.

Managing IDPs — Workforce Manager — Revision 4.0 2 March 2016



IDP Privileges in TWMS

There are three separate privileges that are available in TWMS related to the (IDP) module:

1. IDP Administration - Allows access to the IDP Administration Tool under Tools &
Functions

2. IDP Administration/Manage Default Settings - Allows access to the IDP Administration
Tool under Tools & Functions. Also allows the ability to manage default KSAs and
Developmental Training for all users within a BSO

3. IDP Management - Allows the user access to and management of the IDP via the
"Training/Educ/Cert & Skills" form for all employee's within their scope regardless of
the user’s supervisory role

If you are listed as a supervisor in TWMS then you will automatically have access to your
subordinates’ IDP through their "Training/Educ/Cert & Skills" form. You will not need any
additional privileges through your existing TWMS account. You can also access your
subordinates’ IDPs in the “My Workforce” view available in your self-service.

This user guide focuses on the Workforce Management side of the IDP module in TWMS
and is meant for Supervisors, IDP Administrators, and other related personnel. The
employee (self-service) side is detailed in a separate user guide, “My IDP”.
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Accessing an IDP

If you are a supervisor or IDP Administrator you will often need to access an IDP
to review the content that the employee has included for approval. You may need to
make changes and/or update some content as you review the IDP. We always
recommend that you communicate to the employee the changes that you’ve made
using the “Communications/Change History” tab discussed later in this guide.

TO aCCess an I DP* ﬂl Total V\i?rkforce Managel_ment Services (TWMS)

og;

NAVIGATION: m
HOME
Record Status:

Last Name: First Name: Middle Name: UIC/ORG UIC: ORG: Sort Order: Search Reset Export
I I | [osgmeiv] | T

Employee Type:

Login /Logout ‘

d ~ [ All Types v\‘

| Active-on Boar:

1. From the Home Page click on the
name of the employee whose IDP
you would like to review.

*If you are not listed as an
employee s SUpervisor you must
have the appropriate privileges to
access IDPs.
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Accessing an IDP

All IDPs can be accessed from the employee’s Training/Educ/Cert & Skills form. If
you are the supervisor for this employee or you have the appropriate privilege you

will have access to their IDP.

i Total Workforce Management Services (TWMS)

orkforce Manager 2.0 // Login: MANAGER.DEMO Access Level: MANAGER

Click the Training/Educ/Cert
& Skills button to view the
training form for the selected
employee.

(Completed Training

NAVIGAT

HOME

Login/Logout

General Information

Assignment/Position Info

IA Prescreening

Perm/Retained Grade Info

Benefits/Pay/Leave Info

| Training/ Educ/ Cert & Skills

Personal/Recall Information

** FOR OFFICIAL USI
** Any misuse or unauthorized disclosure of thi

ONLY - PRIVACY ACT Si
nfarmation may result in

ASSIGNED-MUSTER UIC/ORG [ EMPLOYEE TYPE |

NAME OFFICIAL RECORD UIC/ORG
|cavce, EDGAR SR "ED” |pEMO1 / NOZ [DEMOL / nes [crviLian-apF |
TITLE | PAY PLAN/SCHED 0CC SRS/GROUP | GRADE/PAY BAND [ Tarcer
|IT SPECIALIST (NETWORK) les |2210 J1z |12

TRAINING v  CERTIFICATIONS/PROGRAMS ~AGREEMENTS EDUCATION LANGUAGES SKILLS| 1DP |

Completed Training « Training Archive + Training Requirements « Projected Training

Print/Export Training History: |5] Excel T roF

Completed Training for the past 2 years
For training older than 2 years, click on Training Ar:

Security Clearance Info Course Ti Course ID | Training Data Source | Date C Hours|CEUs| CSWF SCOPED
Work History WIRELESS NETWORK SECURI L @ee®s) TWMS-536175 | MANAGER PROVIDED |7/23/2015 s| s
Military Information WIN CERTIFIED PROFESSIONAL (OCF) (CEU: 0) TWMS-597832 | MANAGER PROVIDED |6/19/2015 10| o
Disciplinary Information | XUAL ASSAULT PREVENTION AND RESPONSE (CEU: 0) TWMS-576213 | MANAGER PROVIDED |8/11/2014 1|l o
Acqguisition Warkforce BED BUGS WARINESS (CEU: 1) TWMS-562952 [ MANAGER PROVIDED |7/22/2014 1 1

rkforce Info

igned Assets

Uploaded Documents

Contact Us

3. Click the IDP tab.

Data Update Status

Employee Locator

Dacumentation & Training

Navy Diversity Dashboard

TWMS Updates

Privacy Act Statement

Add/Gain an Employee

Ad-Hoc Reporter

Dashboard View

Manage Billets

Manage Non-Navy Personnel

Muster Employees

Report Services

Tools/Functions

View/Update your Profile
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Viewing Position Info/Goals & Objectives

The IDP will open in a new window and is available for edits, updates, and/or
approvals. If the IDP has not been created then the current view will display two
tabs. The first tab, “Position Information/Goals & Objectives™, 1s the default view
and is shown below. In addition to displaying the employee’s Position Information,
this tab also displays if they are a member of the DAWIA workforce.

if Total Workforce Management Services (TWMS)

vidual Development Plan (IDP)} // Login: TRAINING.

HLY - PRIVACY ACT SENS] *=*

Information about the == Any misuse o unauthorize dosinsies of s foction g comuht i both vl and criminal penalties =%
employee and the current
status of their IDP is
displayed in the header.

Information about the
employee’s position is
displayed here.

required for the
employee’s position is |
displayed here. =

DAWIA information /

Save Chang
*An IDP is 3 PLAN ONLY. Your input, whether approved or not, does NOT automatically register you for a class/event/activity.

*For Official Use Only* * Safeguard in accordance with the provisions of the Privacy Act*
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Viewing Position Info/Goals & Objectives

If this IDP is marked as requiring no further development then the employee will be
able to immediately sign it and send to their supervisor for approval/ disapproval. In
all other cases, you or the employee must first enter, at minimum, a Short Term
Goal. Upon the first save, the remaining tabs of this IDP will display.

C“Cking here will export ﬂ!l Total Workforce Management Ser\nces (TWMS)

vidual Development Plan (IDP)} // Login: TRAINING.A s Level: SYSTEM ADMINISTRATOR

the current version of this
IDP.

If this IDP is marked as
reqUi ring no fu rther To begin developing this IDP, please enter at least a Short Term Goal(s) and then save your changes. Other tabs will be available once save is
development, then the completed.
employee will be able to
Immediately move to the
Submit/Approve tab to
provide justification and
send to their supervisor
for approval/disapproval.

Position Info / Goals & Objective Past IDPs

The employee’s / i
Goals/Objectives are
written here.

Save Changes
*An IDP is 3 PLAN ONLY. Your input, whether approved or not, does NOT automatically register you for a class/event/activity.
*For Official Use Only* * Safeguard in accordance with the provisions of the Privacy Act*
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Adding Goals and Objectives to an IDP

The first step in creating an IDP is to enter the employee’s goals and objectives. At

least one Short Term Goal is required before being able to save an employee’s IDP
for the first time.

[ea | | /i i 71 | =
Position Info / Goals & Objective
To add goals and
. - To begin developing this IDP, please enter at least a Short Term Goal(s) and then save your changes. Other tabs will be available once save is
objectives to an IDP:  competec.

1. Write the required
short term goals here.

Ehort Term Goal

2. Write the long term
goals here.

3. Write the expected
objectives here.

- Are you interested in having a mentor? O Are you interested in being a mentor? O Are you currently mentoring someone? O  areyou i d in a devel 1] i 2 ]
4, Click Save Changes.
Save Changes

L
*An IDP is a PLAN ONLY. Your input, whether appraved or not, does NOT automatically register you for a class/eventfactvity.

*For Official Use Only* * Safeguard in accordance with the provisions of the Privacy Act*

Managing IDPs — Workforce Manager — Revision 4.0 8 March 2016



Adding Goals and Objectives to an IDP

The IDP will now display seven tabs which helps to both organize the information
found in the IDP and to communicate changes between the employee, their
supervisor, and the IDP Coordinator.

The IDP Status will change to Created after saving the first updates.

Export to PDF 1
H H [ NAME [ OFFICIAL UIC/ORG [ ASSIGNED UIC/ORG [ NAVY COMMUNITY | |
I n 0 rl I Ia. I O n Can e [cavce, EpGar |DEMO1/M02 [DEMO1/N64 [INFORMATION TECHNOLOGY & MGMT | B

viewed by selecting one of
these seven tabs. =¥

— —
Manage Knowledge, Skills, and Abilities {(KSA)

itten communication

Cri on Type _[N/A
DAWIA Career Field - 1A Career Level N/A
[INo Further Development Needed
Goals/Objective
Build skills in oral and writt ication.
Goal

Save es
*An IDP is a PLAN ONLY. Your input, whether approved or not, does NOT automatically register you for a class/event/activity.

Note: For clarity, the steps listed here to develop this IDP move sequentially through the tabs from left to right. Most IDPs
are developed and updated by viewing and updating the information in any of the tabs in any order as needed.

March 2016
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Viewing Completed/Required Training

The “Required Training” tab displays a link to the employee’s completed training
as well as a list of their current training requirements. If they are assigned to a billet
it will also display any required training and/or certifications associated with that
billet. Information displayed here is read-only.

To view the employee’s completed/required training:

1. Click the Required
Training tab.

Clicking this link will open
a new window displaying
the employee’s completed

training. N

[ Communications / Change Histo Past IDPs

Click here to view Completed Training

Current Training Requirement(s)

The list of all outstanding

‘ 103 ‘ Requirement Name | Complete By ‘

training requirements will [t P T— [oerorasss |
be dISplayed here /Billet Required Training

Training and certifications |- - =

C ’
requlred_ Of the _employee S Billet Required Certifications

assigned billet will be e e —

- MICROSOFT api SYSTEM { )
dISplayed here. DT e P T T O o, e ST T T, Do T ST e sy T e e TOT o S O e SV e ey

*For Official Use Only* * Safeguard in accordance with the provisions of the Privacy Act*
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Selecting KSAs for an IDP

The goals and objectives previously entered will help you to search for and select
the appropriate KSAs to add to this IDP. If your Command has pre-selected a list of
preferred KSAs for you to choose from, then they will be displayed by default.

If your command has pre-selected KSAs then this checkbox will be selected

by default. You will be able to deselect it to display additional KSAs.
/

To select a KSA to
add to this IDP:

[ NAME [ OFFICIAL UIC/ORG ASSIGNED UIC/ORG [ NAVY COMMUNITY [ IDP STATUS y |

[cavce, EpGar |DEMO1/M02 [DEMO1/NE4 [INFORMATION TECHNOLOGY & MGMT |Created J

on Info / Goals & Objective Required Train Manage Knowledge, Skills, and Abilities (KSA) Developmental Tr: Submit/Approve ns / Change History

1. Click the Manage
Knowledge, Skills, S
and Abilities (KSA) S
tab. A

Select one or more of the following KSAs. Any KSA changes will be automatically saved.

Community

Sub-Community

INFORMATION TECHNOLOGY E L ||

Display BSO-Preferred KSAs Only

Display Selected KSAs Only

Select Sub Community KSA Category KSA KSA Source

O INFORMATION TECHNOLOGY & MGMT Application\System Reenginearing Ability to apply general rules to specific problems to produce answers that make sensa DON

O INFORMATION TECHNOLOGY & MGMT Application\System Reenginearing Ability to combine pieces of information to form general rules or conclusions (includes finding a relationship amang seemingly unrelatad avents) DON

AI I KSA - O INFORMATION TECHNOLOGY & MGMT Application\System Reenginsaring Ability to communicate information and ideas sither orally or in writing so others will undarstand DON
s resulting

O INFORMATION TECHNOLOGY & MGMT Application\System Reengineering Ability to remamber information such as words, numbers, pictures, and procedures DON

fro m yo u r Search O INFORMATION TECHNOLOGY & MGMT Application\System Reengineering Ability to suggest a number of relevant ideas about a topic DON

= = O INFORMATION TECHNOLOGY & MGMT Application\System Reengineering Ability te understand information and ideas presented either orally or in wiriting DON
criteria and/or selected

O INFORMATION TECHNOLOGY & MGMT Application\System Reengineering Knowledge of a wide variety of applications, operating systems, protocals, and equipment used in customer organizations DON

Ch eC kboxes (| INFORMATION TECHNCLOGY & MGMT pplic: v g ing ledge of functi and operability of operating environments DON

- - f O INFORMATION TECHNOLOGY & MGMT Application\System Reenginearing Knowledge of IT security certification and accreditation requii DON

will be displayed here

" O INFORMATION TECHNOLOGY & MGMT pplic: v Qi ing ledge of network architectures, topalogies, and protocols DON

O INFORMATION TECHNOLOGY & MGMT Application\System Reenginzering Knowledge of pertinent Government laws and IT regulations DON

O INFORMATION TECHNOLOGY & MGMT pplit v, i g ledge of principles, methods, and procedures for designing, developing, optimizing, and integrating new andlor reusable systems components DON

O INFORMATION TECHNOLOGY & MGMT Application\System Reengineering Knowledge of systems design standards, policies, and authorized approaches DON

(| INFORMATION TECHNOLOGY & MGMT Application\System Reengineering Skill in analyzing needs and product reguirements to create a design DON

O INFORMATION TECHNOLOGY & MGMT Application\System Reengineering kill in determining causes of operating errors and deciding what to do about it DON

*An IDP is & PLAN OMLY. Your input, whether approved or not, does NOT automatically register you for a class/event/activity.

*For Official Use Only* * Safeguard in accordance with the provisions of the Privacy Act*
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Selecting KSAs for an IDP

The Navy Community the employee is assigned to will also determine the initial list
of the displayed KSAs. KSAs are organized first by Community, then by Sub-
Community, then by KSA Category, and finally Level. KSAs are NOT required in
order to complete the IDP.

The Navy Community the
employee is currently a
member of will
automatically be selected
in the Community
dropdown list.

You can use the page
controls to scroll through
all the displayed KSAs.

Export to PDF

NAME

[ OFFICIAL UIC/ORG

ASSIGNED UIC/ORG NAVY COMMUNITY IDP STATUS

|cavce, enear

|pEMOL/M02

|
Jcreated

|DEMO1/NE4 4’ JINFORMATICN TECHNOLOGY & MGMT

Manage Knowledge, S|

Sub-Lommunrty

Ksa Category

Level

KSA Keyword

Developmental /Approve Communications / Change

Display BSO-Preferred KSAs Only

Display Selected KSAs Only

Past IDPs

IKSAs. Any KSA changes will be automatically saved. A
Select Sub Community KSA Category KSA KSA Sdl,
5
[} INFORMATION TECHNOLOGY & MGMT Application\System Reenginsering Ability to apply general rules to specific problems to produce answers that make senss DON 3
7
O INFORMATION TECHNOLOGY & MGMT Application\System Reenginsering Ability to combine pieces of information to form general rules or conclusions (includes finding a relationship amang seemingly unrelsted events) DON g
N 10
O INFORMATION TECHNOLOGY & MGMT Application\System Resnginaaring Ability to communicate information and ideas sither orally or in writing so others will understand DON 11
12
O INFORMATION TECHNOLOGY & MGMT Application\System Reengineering Ability to remember information such as words, numbers, pictures, and procedures DD& ii
B —
X 15
O INFORMATION TECHNOLOGY & MGMT Application\System Reengineering Ability to suggest a number of relevant ideas about a topic DoN e
17
[} INFORMATION TECHNOLOGY & MGMT Application\System Reengineering Ability to understand information and ideas presented either orally or in writing DON 18
13
20
O INFORMATION TECHNOLOGY & MGMT Application\System Reenginzering Knowledge of a wide varisty of applications, operating systems, protocols, and equipment used in customer arganizations DON 1
22
O INFORMATION TECHNOLOGY & MGMT pplic ¥ gineering ledge of fu and operability of operating environments DON 22
24
25
[} INFORMATION TECHNOLOGY & MGMT Application\System Reenginsering Knowledge of IT security certification and ion raqui DON e
7
O INFORMATION TECHNOLOGY & MGMT pli ¥ ginzaring ledge of netwark archi , topal and protocols DON 2a
23
| 20
O INFORMATION TECHNOLOGY & MGMT Application\System Resnginaaring ¥nowledge of pertinent Govarnment laws and IT regulations oon e
O INFORMATION TECHNOLOGY & MGMT pplic: ¥ gi g ledge of principles, methads, and procedures for designing, developing, optimizing, and integrating new and'or reusable systems components DoN
O INFORMATION TECHNOLOGY & MGMT Application\System Reengineering Knowledge of systems design standards, policies, and authorized approaches DoN
[} INFORMATION TECHNOLOGY & MGMT Application\System Reengineering Skill in analyzing needs and product requirements to create a design DON
O INFORMATION TECHNOLOGY & MGMT Application\System Reenginzering Skill in determining causes of operating errors and deciding what to do about it DON

=An IDPis a PLAN OMLY. Your input, whether approved or not, does NOT automatically register you for a class/event/activity.
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Selecting KSAs for an IDP

Selecting and entering your KSA search criteria will help you to display only the
KSAs that are relevant for the employee. The steps detailed here will show you how
to select one or more KSAs to add to an IDP.

Select any
combination of the
four dropdown lists.
The more selections
you make the fewer
KSAs will be
displayed.

Click Search.

to PDF

You can also search for KSAs by a keyword search.

NAME

[ OFFICIAL UIC/ORG |

ASSIGNED UIC/ORG [ NAVY COMMUNITY J

[cavce, EDGar

[DEmMO1/ND2

[oEMo1/NEs [inFoRMATION TECHNOLOGY & MGMT Jf |Created

Position Info / Goals & Objective

Required Training

Community INFORMATION TECHNOLOGY & MGMT| v

Sub-Community Al

Ksa Category
Level

KSA Keyword

<< Previous Page  Next Pagez>

IT Palicy and Planning

Manage Knowledge, Ski

hbmit/Approve

Display BSO-Preferred KSAs Only

Select one or more of the following KSAs. Any KSA changes will be automatically saved.

Display Selected KSAs Only

Communications / Change History Past IDPs

Select Sub Community KSA Catego KSA KSA Source
O INFORMATION TECHNOLOGY & MGMT AppLca Em Reenginsaring Ability o apply general rules to specific problems to produce answers that make sensa DON
O INFDRMAT[M Application\Systam Reenginearing Ability ko combine pieces of information to form genaral rules or conclusions (includes finding a relationship among seemingly unrelatad avents) DON
e T O1 TECHNOLOGY & MGHT Application\System Reenginesring Ability ta communicate information and ideas sither orally or in wiriting so others will undarstand DON
O INFORMATION TECHNOLOGY & MGMT Application\System Reenginesring Ability ko remember information such as words, numbers, pictures, and procedures DON
O INFORMATION TECHNOLOGY & MGMT Application\System Reengineering Ability to suggest a number of relevant ideas about a topic DON
| INFORMATION TECHNOLOGY & MGMT Application\System Reengineering Ability to understand information and ideas presented either orally or in writing DON
| INFORMATION TECHNOLOGY & MGMT Application\System Reengineering Knowledge of a wide variety of applications, operating systems, protocols, and equipment used in customer organizations DON
(] INFORMATION TECHNOLOGY & MGMT Application\System Reengineering Knowledge of functionality and operability of aperating environments DON
O INFORMATION TECHNOLOGY & MGMT Application\System Reenginearing Knowledge of IT security certification and accreditation requirements DON
O INFORMATION TECHNOLOGY & MGMT Application\Systam Reenginearing Knowledge of network architactures, topologies, and protocols DON
O INFORMATION TECHNOLOGY & MGMT \Systam ginaering Knowledge of pertinent Govarnment laws and IT regulations DON
| INFORMATION TECHNOLOGY & MGMT Application\System Reenginesring Knowledge of principles, methads, and procedures for designing, developing, optimizing, and integrating new and\er reusable systems components DON
O INFORMATION TECHNOLOGY & MGMT Application\System Reengineering Knowledge of systems design standards, policies, and authorized approaches DON
1 INFORMATION TECHNOLOGY & MGMT Application\System Reengineering skill in analyzing needs and product requirements to create a design DON
] INFGRMATION TECHNOLOGY & MGMT Application\System Reengineering Skill in determining causes of operating errors and deciding what to do about it DON

*An IDP is 3 PLAN ONLY. Your input, whether approved or not, does NOT automatically register you for a class/event/activity.
*For Official Use Only* * Safeguard in accordance with the provisions of the Privacy Act*
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Selecting KSAs for an IDP

All KSA selections/deselections will be automatically saved as part of thisIDP.

Remember that with this checkbox selected, your search results
will only display the KSAs preferred by your command. You

4, Select the
checkbox(es)
corresponding to the
KSA(s) you would
like to add to this
IDP.

5. Repeat steps 2-3 to
add other KSAs to
this IDP.

Managing IDPs — Workforce Manager — Revision 4.0 14

can deselect it to display any additional KSAs.

to PDF I

NAME [ OFFICIAL UIC/ORG | ASSIGNED UIC/ORG [ NAVY COMMUNITY [ 1DP STATUS 7

[cavce, EDGar [DEmMO1/ND2 [oEMo1/NEs [INFORMATION TECHNOLOGY & MGMT |Created J

Position Info / Goals & Objective Required Training Manage Knowledge, Skills, and Abil Submit/Approve Communications / Change History Past IDPs

Community INFORMATION TECHNOLOGY & MGMT| v
Sub-Community Al

Ksa Category IT Palicy and Planning Display BSO-Preferred KSAs Only

Level
— N

Display Selected KSAs Only

= or more of the following KSAs. Any KSA changes will be automatically saved.
Select Sub Community KSA Category KSA KSA Source
O INFORMATION TECHNOLOGY & MGMT IT Policy nd Planning Ability to apply genaral rules to specific prablems to produce answers that make sensa DoN
INFORMATION TECHNOLOGY & MGMT IT Folicy and Planning Ability to communicate information and ideas either orally or in writing so others will undarstand DON
INFORMATION TECHNOLOGY & MGMT IT Bolicy and Planning Ability to understand informaticn and ideas presented sither orally or in writing DON
INFORMATION TECHNOLOGY & MGMT IT Bolicy and Planning Knowledge of capital investment planning principles and methods DON
INFORMATION TECHNOLOGY & MGMT IT Bolicy and Planning Knowledge of human system integration principles including accessibility factors nd standards DoN
INFORMATION TECHNOLOGY & MGMT IT Policy and Planning Knowledge of IT security certification and accreditation requirements DON
INFORMATION TECHNOLOGY & MGMT IT Policy and Planning Knowledge of pertinent Government laws and IT regulations con
(] INFORMATION TECHNOLOGY & MGMT IT Policy and Planning ledge of the ization's IT goals and objectives DON
O INFORMATION TECHNOLOGY & MGMT IT Policy nd Planning Skill in adjusting actions in relation to others’ actions DoN
INFORMATION TECHNOLOGY & MGMT IT Folicy and Planning Skill in communicating effactively in writing as appropriate for the nssds of the audience DON
O INFORMATION TECHNOLOGY & MGMT IT Bolicy and Planning Skill in giving full attention to what other paople are saying, taking time to understand the points baing mads, and asking questions as appropriate DON
O INFORMATION TECHNOLOGY & MGMT IT Policy and Planning skill in monitoring\assessing performance of yourself, other individuals, or izations to maks imp or take action DoN
] INFORMATION TECHNOLOGY & MGMT IT Bolicy and Planning Skill in understanding the implications of new information for both current and future problem-solving and decision-making DoN

*an IDP is @ PLAN ONLY. Your input, whether approved or not, does NOT automatically register you for a class/event/activity.

*For Official Use Only* * Safeguard in accordance with the provisions of the Privacy Act*
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Viewing the Selected KSAs

Now that you have selected at least one KSA to be included in the employee’s IDP,
you can choose to display only those you have selected.

To view only the
selected KSAs:

1 Select this checkbox
to only display the
selected KSAs.

2. Click Search.

Only the selected KSAs
will now be displayed.

Community

Sub-Community

Ksa Category

Level

KSA Keyword

Communications / Change History

Display BSO-Preferred KSAs Only

Display Selected KSAs Only

Past IDPs

Select Sub Community g KSA Category / KSA KSA Source
O INFORMATION TM IT Policy and Planning ‘Wgenera\ rules to specific problems to produce answers that make sense DON
Wuomsva MGMT ™ pnM Ability to communicate information and ideas either orally or in writing so others will understand DON
/E’ INFORMATION TECHNOLOGY & ..myﬂq and Planning Ability to understand information and idess presented sither arally or in wiriting DON
O INFORMATION 1w IT Policy and Planning Knowledge of capital investment planning principles and methods DON
O INE N TECHNOLOGY & MGMT 1T Policy and Planning Knowledge of human system integration principles including accessibility factors and standards DON
/ INFORMATION TECHNOLOGY & MGMT IT Policy and Planning Knowledge of IT security certification and accreditation requirements DON
INFORMATION TECHNOLOGY & MGMT 1T Policy and Planning Knowledge of pertinent Government laws and IT regulations DON
1 INFORMATION TECHNOLOGY & MGMT IT Policy and Planning Knowledge of the arganization’s Enterprise IT goals and objectives DON
O INFORMATION TECHNOLOGY & MGMT IT Policy and Planning kill in adjusting actions in relation to others’ actions DON
INFORMATION TECHNOLOGY & MGMT IT Policy and Planning Skill in communicating effectively in wiriting as appropriate for the neads of the audience DON
O INFORMATION TECHNOLOGY & MGMT IT Policy and Planning Skill in giving Full attention to what cther people are saying, taking time to understand the points being made, and asking questions as appropriate DON
O INFORMATION TECHNOLOGY & MGMT IT Policy and Planning skill in monitoring\assessing performance of yourself, other individuals, or to make imp or take action DON
O INFORMATION TECHNOLOGY & MGMT 1T Policy and Planning skill in understanding the implications of new information for both currant and future problem-solving and dacision-making DON

*An IDP is @ PLAN ONLY. Your input, whether approved or not, does NOT automatically register you for a class/event/activity.

Posi

‘Community

ion Info / Goals & Objective

INFORMATION TECHNOLOGY 8 MGMT,

Sub-Community

Ksa Category

Level

KSA Keyword

Selact one or more of the following KSAs. Any KSA changes will b

= autornatlcal\x saved.

Communications / Change History

Display BSO-Preferred KSAs Only

lay Selected KSAs Only

Past IDPs

Select Sub Community KSA Category KSA KSA Source
INFORMATION TECHNOLOGY & MGMT IT Policy and Planning Ability to communicate information and ideas either arally or in writing so others will understand DON
INFORMATION TECHNOLOGY & MGMT IT Policy and Planning Knowledge of pertinant Gevernment laws and IT regulations DON
INFORMATION TECHNOLOGY & MGMT IT Bolicy and Planning Skill in communicating effectively in writing as appropriate for the needs of the audience DON

AnIDP IS 3
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Adding Developmental Training

The information entered on the “Developmental Training” tab shown below forms
the heart of the employee’s IDP. Developmental training is comprised of both
courses and/or activities that the employee will complete within a specified
timeframe as agreed to between them and their supervisor. Courses are selected
from the TWMS Course Table or, if not found, entered manually. Developmental
Activities are always entered manually. All training courses and developmental
activities added to this IDP are subject to the approval of the employee’s
supervisor.

To add developmental training to this IDP:

1. Click the Developmental Training tab.
You will be able to add \
either a course or an

activity to this IDP by
first clicking one of
these buttons.

[short Term Development (Up To 3 Years)

The employee’s short
term and/or Iong_ term ILong Term Development (Over 3 Years)
courses and activities
will be displayed here.

1DP is a3 PLAN ONLY. Your input, whether approved or not, does NOT automatically register you for a class/event/activity.

*For Official Use Only* * Safeguard in accordance with the provisions of the Privacy Act*
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Adding a Course to an IDP

Courses added to an employee’s IDP are first searched for in the TWMS Course
Table. You will be able to associate a course to any of the previously selected KSAS
but it is not required. Repeat the steps below to add as many courses to the IDP.

To add a course to an
IDP;

1. Click the Add New
[ e coure |
Course button. et coe

Position Info / Goals & Ob

2. Select the Priority - ——T | .
f_rom the dropdown CE— —=1=T
list f_;m_d also enter the == / e [ees | //
Anticipated
Completion date. Shc/'l’erm Development (Up To 3 Years) /
3. If this course is to be [t e ~ |

associated to a
selected KSA then
select it from the
dropdown list.

4, Click the Search
button to first
determine if the
course title is in the
TWMS Course Table.

Managing IDPs — Workforce Manager — Revision 4.0 17 March 2016



Adding a Course to an IDP

Search for the course title by a combination of either the known Course ID or by

any part of the Course Title. If the course title 1sn’t found then you will be able to
enter the course title manually. It is important to realize that you are not enrolling
the employee in a course nor are receiving any approval for them to take a course
when adding a course to an employee’s IDP.

5. Enter either the Course
ID and/or any part of the

course title. .

6. Click Search.

7a. Ifthe course title you’re

then click the Course ID
hyperlink. Go to step 8.

OR

TWMS-590587 SPAWAR PLAIN WRITING

Course ID Course Titl

TWMS-576723 2014 PLAIN WRITING ACT

SearCh i ng for iS I iSted TWMS-580405 PLAIMN WRITING ACT 2014

5 Record(s) Returned

- oste
le Training Method TWMS

EEEEEEEEEE

EEEEEEEEEE

EEEEEEEEEE

EEEEEEEEEE

DCPDS-Compliant Only [+

Search for yvour Course Title, if it isn't found then click 'Cancel” to manually type in the Course Title.

i
| Course1D | |CourseTitle | olain Writing

CSWF-Scoped Only ||

7b.  If the course title you’re
searching for is not listed
then click Cancel. Go to
step 11.

Managing IDPs — Workforce Manager — Revision 4.0
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Adding a Course to an IDP

Courses added to an IDP may also be used to initiate an SF182. For more

information, see the section, “Linking a Course or Activity to an SF182” found later
In this guide.

Position Info / Goals & Objective

8.  Enter any other I
. . - Add Course
I nfo rmatl On for th IS Search for your Course Title, if it isn't found then you will be able to manually type in the Course Title.
Cou rse as requ i red . \ p'Gri:.-ny ‘lcr\t'\ca\\_Mandatedﬂ |Anticipated Completion ||03.‘31,’2c|15

Manage Knowledge, Skills, and Abilities (KSA' i Developmental Training_

Submit/Approve Communications / Change Histo Past IDPs

~]

Course Title [PLAIN WRITING ACT TRAINING FOR SSP EMPLOYEES

Search |[ Clear |
Training Institution |

Est Cost 0.00

0. Click the Add S
Course button.

[[0.00

Short Term Development (Up To 3 Years)

‘ No records found ‘

Long Term Development (Over 3 Years)

This new course is now (e o

I isted i n the Sho rt Te rm *An IDP is a PLAN ONLY. Your input, whether approved or not, does NOT automatically register you for a class/event/activity.
Development area

because the anticipated
completion date is

W|th|n the neXt 3 years. Short Term Development (Up To 3 Years)

\ Edit | Delate | KSA Course Titla Type Course ID CSWF Scoped | Course Hours | CEU Py

Position Info / Goals & Objective

Manage Knowledge, Skills, and Abilities (KSA) DTSRRI ST FETT TN

Submit/Approve Communications / Change Histo! Past IDPs

riority Training Institution | Est Cost | Actual Cost ich [l i Date C SF182

4 X PLAIN WRITING ACT TRAINING FOR S5P EMPLOYEES COURSE | TWMS-503675 1 1 Critical\Mandatsd .00 0.00 3/21/2016 Start

10. Repeat steps 1- 7a
and 8-9 to add other [t
COU rseS tO th |S I DP =An IDP is a PLAN ONLY. Your input, whether approved or not, does NOT automatically register you for a class/avent/activity.
from the TWMS
Course Catalog.

Managing IDPs — Workforce Manager — Revision 4.0 19 March 2016
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Adding a Course to an IDP

Courses added to an IDP may also be used to initiate an SF182. For more
information, see the section, “Linking a Course or Activity to an SF182” found later
In this guide.

A KSA has been selected to associate with this new course.
11. Manually enter the

Position Info / Goals & Objective

affe Knowledge, Skills, and Abilities (KSA Developmental Training Submit/Approve Past IDPs

course title for the

course you want to frdd Course

- I D P Search for your Course Title, if it isn't found then you will be able to gfanually type in the Course Title.
dd h Priority Critical\Mandated v | |Anticipated Completion ||03,‘31’zms
a to t IS ' \ KsA Ability to develop presentations, briefings, and reporte : 7]
Course Title Plain Writing for Technical Parsonnel N cearch [[ clear |
2 h Training Institution
12.  Enter any other — =

information for this /
course as required.

Short Term Developme

13. Click the Add rEr—— |
COU rse bu‘[ton /ﬁm Development (Over 3 Years)

‘ No records found

=T0 3 Years)

*An IDP is @ PLAN ONLY. Your input, whether approved or not, does NOT automatically register you for a class/event/activity.

This new course is now
listed in the Short Term

Position Info / Goals & Objective

Manage Knowledge, Skills, and Abilities (KSA ¢ _Developmental Training, . Submit/Approve Past IDPs
Development area
because the anticipated
Completion date iS Short Term Development (Up To 2 Years)
Within the neXt 3 years. \ Edit | Delete 7 KSA . Course Title Type C“I":E SC(‘:’;:; ‘il‘:'“'f: CEU Priority l:;:iil'::t’;:n CE:; "é:‘:' 22:::’;:: m'::::hd SF182
PR f:;!im develop presentations, briefings, and ;E.:D:‘vnr:mg for Technical J— Critical\Mandated 2.00 .0 2/at/2016 Start

14. Repeat StepS 1- 7b and Long Term DevelopmelN)ver 3 Years)

11'13 to add Other COUI’SQS L"Dre(nrdsfnund

n IDP is a PLAN ONLY. Your input, whether appro or not, does NOT automatically register you for a class/event/activity.
to your IDP not from the \ : . _
The associated KSA is displayed here for this new course.
TWMS Course Catalog. play
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Adding an Activity to an IDP

Activities added to an IDP are always manually entered. You will be able to
associate an activity to any of the previously selected KSAs but it is not required.
Repeat the steps below to add additional activities to the IDP.

To add an activity to
your IDP:

1. Click the Add New
Activity button.

2. Select the Priority
from the dropdown
list and also enter the

Anticipated

Completion date. el i I ~ _
3' Enter the descrlptlon Long Term Develow 3 Years)

of the developmental

o ‘ No record-s found / i . _

aCtIVIty. *An IDP is 3 PLAN PYour input, whether approved or not, does NOT automatically register you for a class/event/activity.
4.  Click the Add

Activity button.
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Adding an Activity to an IDP

Activities added to an IDP may also be used to initiate an SF182. For more

information, see the section, “Linking a Course or Activity to an SF182” found later
In this guide.

This neW aCtiVity is nOW Position Info / Goals & Objective
listed in the Short Term I
Development area Short Term Development (Up To 2 Years)
because the anticipated Kon —— oo | | g [ e few| e | gmmm [ e et | mmemt | oot e
Completion date is F | |ty so davalop prasantations, brisfings. | 51n wiing rgchnica.pmmr. _ course Critcal\Mandated 000 |0 w3201 start
within the next 3 years. —¥ L= Sohes =

Long Term Development (Over 2 Years)

| No records found

=An IDP is 3 PLAN ONLY. Your input, whether approved or not, does NOT automatically register you for a class/event/activity.

5. Repeat steps 1- 4 to add
other activities to this IDP.

Managing IDPs — Workforce Manager — Revision 4.0 22
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Linking a Course or Activity to an SF182

Sometimes the employee may need to fulfill a course or activity by enrolling in and
taking a course offered by their local command or a training vendor. The
employee’s IDP will allow either you or them to link their developmental training
to an SF182. As you may know, the SF182 tool in TMWS allows for the necessary
approvals for enrolling in a course and is electronically routed for these approvals.
Once a developmental training event is linked to an SF182, all changes to the event
(cost, anticipated completion, etc.) can only occur on the SF182. These changes
will be reflected on the Short or Long Term Development areas of the IDP.

To link a course or
aCtiVity to an SF182*: i Total Workforce Management Services (TWMS)

Individual Development Plan (IDP) [/ Login: Self-Service Acce:
1.  Clickthe
Deve I O p me ntal [ NAME [ OFFICIAL UIC/ORG [ ASSIGNED UIC/ORG [ NAVY COMMUNITY [ IDP STATUS |
|cavce, epcar |DEMO1/M02 [DEMO1/NE4 [apMINISTRATION |Pending Employes Signature |
Training tab.
osition Info / Goals = nta | |
.
2. Select the Start link
COTreSpondlng tO the Short Term Development (Up To 3 Years)
course or activity. = coue T e e [ g, [ [ e [ ogmmm (o e | omems [ LB [ee
| % ::Jig:;:: EEEEEEEEEEEEEEEEEEEE iefings, Plain Writing for Technical Personnel COURSE Critical\Mandated 000 [o.00 3/21/2016 > Start
7| x ::eap:er??;ngvd;l)\r:.rs a minimum of one training brief per [, o, o
*
You must have the Long Term Development (Over 3 Years)
appropriate privilege to  [=ien —
. . *An IDP is a PLAN ONLY. Your input, whether approved or not, does NOT automatically register you for a class/event/activity.
Initiate SF1825 *For Official Use Only* * Safeguard in accordance with the provisions of the Privacy Act*
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Linking a Course or Activity to an SF182

Your view will now display a new SF182 linked to the selected course or activity.
Initially, only the “Section A — Trainee Information” tab of the employee’s SF182
will display. This section must be completed first before the other sections will
display.

The employee’s information will
always display in the header SF182 ID:
when viewing their SF182s. The
initial status is “Not Created”.

Click here to return to the
employee’s IDP.

Pasition Level Non-Supervisory

3. Enter any relevant
information for this SF182
that doesn’t already appear.
Fields appearing in yellow
background are required.

Work Email michael.c.wolfe@navy.mil

Education Level [Two years collegs

Series

uuuuuu iser Email |michael.c.wolfe.ctr@navy.mil

4' CI ICk the Save Changes *For Official Use Only* * Safegugd in accordance with the provisions of the Privacy Act*
button.
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Linking a Course or Activity to an SF182

After saving the information in Section A, the remaining sections of the SF182 will
display. You are now able to complete the information required in these other
sections. The “Section B — Training Course Data” tab is displayed below.

After the initial save, the status SF182 ID: 34562
I NAME | OFFICIAL UIC/ORG | ASSIGNED UIC/ORG | | STATUS

Of your SF182 Wi “ Change tO [carce, epear |pEMO1/N02 =TT e— ] [T
“Not Routed”.

5. Click the Section B — / oo™ =
&, mark box)

. . Training Vendor 'same, mark

(No., Street, City,

Training Course Data tab. i O
Vendor Telephone || Vendor Email |
Course Title |Pla|n Writing for Technical Perscnnel Search H Clear |

. . ;:ati:ing Start Training End Date
6. Enter the information as A a— Teaiing Mo Duty [

Hours Hours

appropriate. Fields having a I;:i:ing Purp Development of Unavailable Skillsﬂ Training Type Basic Training - Fundamental and / or required training ﬂ
Training Sub Type ult Basic Education I;:i:ing Delivery [ 00s v

yellow background are B

B Designation Type || Continuing Educstion Unit ]
req ul rEd . Training Credit 0 I""i"ing Ceedit v
ype
Training ‘Continued Servi N ~ N
Accreditation O Agreement O ves O e O wya
Indicator Required Indicat
Continued Service Traini
. [Arcement e raining Source »
Expiration Date
7. Click the Save Changes \ b

Training Objective |

button.

Note: Please refer to the “My SF182” Quick user guide for more information on completing and routing your SF182s.
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Approving an IDP

Supervisors will receive emails from the employees they supervise each time one of
them digitally signs their IDP. Copying and pasting the URL displayed in the email
will open the IDP of that employee. The supervisor can then review, make changes

to, and/or approve/disapprove the employee’s IDP.

TO ap p rove an I D P* - TWMS IDP for CAYCE, EDGAR - Please review
* nureply@twrns..navy.mil
e R
This email is to notify vou that CAYCE, EDGAR has completed and/or updated his’her annual IDP in TWMS.
1 . CO py and paste the e nti re I Please“rex'iew the [DP b}t alccesfing Frhe following link. . : _ I
U R L from the ema| I that / https:/twms. navy mil'training_info/idp/Default aspx?Emailld=59437208-0bed-4fbd-91ae-7015548£393f
you receive.
*You must be a supervisor of
the employee in order to
approve their IDP.
March 2016
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Approving an IDP

This employee’s IDP will open in a new window. The default view is the
Submit/Approve tab shown below. Before deciding to approve/disapprove the IDP,
you will be able to review it and/or make any necessary changes. After approving
the IDP, the employee can begin to complete their developmental training. You will
only be able to sign IDPs that have the IDP Status: Pending Supervisor Approval.

2. For each tabbed Note: After the employee has submitted their signature, the IDP
section, review the Status will change to “Pending Supervisor Approval”.
information this /
employee has — —T —r —— — I

included in their IDP.

For more
information, follow / No Computer Access

O Employee has no access to computer - No E-Signature Required [JIEEY AR R
the steps found

. . . . Approval
earlier in this guide. -

space below, the employee ratifies the content in the IDP and the supervisor confirms the

() Disapprove

3. Make any necessary
changes as needed
prior to approving =X
thIS IDP Signature History
' Date / pppppppppppp ignedBy | s ignature Comments
8/21/2015 2:09:00 PI‘/ employee CAYCE.EDGAR.1212121212 Please review the initial inputs I've added to my IDP.
*An IDP is a P NLY. Your input, whether approved or not, does NOT automatically register you for a class/event/activity.
4. If necessary, click the /
Su bmlt/App rove tab. *For Official Use Only* * Safeguard in accordance with the provisions of the Privacy Act*

Managing IDPs — Workforce Manager — Revision 4.0 27 March 2016



Approving an IDP

After approving/disapproving the employee’s IDP, an email will be sent to them
notifying them of the approval/disapproval.

- - [ NAME [ OFFICIAL UIC/ORG [ ASSIGNED UIC/ORG I NAVY COMMUNITY I IDP STATUS
Check thls bOX If the |cavce, epGar |pEMO1/ND2 S |apmInISTRATION |Pending Supervisar Approval
el I Iployee has no Position Info / Goals & Objective Required Training Manage Knowledge, Skills, and Abilities (KSA Developmental Training Submit/Approve Communications / Change History | Past IDPs |

computer access.

No Computer Access

‘mployee has no access to computer - No E-Signature Required
5. Select whether to Approval

By signing off the space below, the employee ratifies the content in the IDP and the supervisor confirms the approval of the IDP. Supervisor's approval of IDP does not equal to the approval of SF182 Form. Employee shall complete the SF182 approval process before
approve or
IDP.

5 the outline of your first training brief sometime next month. Patty will be your primary POC.

6. Enter any optional
comments for the signature History
e m p I Oyee . Date Approval Status Signed By Signature Comments

B.l'Zl.l'!l]lS 2:09:00 PM Empluyee CAYCE.EDGAR.1212121212 Please review the initial inputs I've added to my IDP.
7.  Click the Sign

*An IDP is a PLAN ONLY. Your input, whether approved or not, does NOT automatically register you for a class/event/activity.
button.

Individual Development Plan - Review Complete
noreply@twms.navy.mil

An email will be sent to the

Cayce, Edgar CIV

employee notifying them that i 2
th e i r I D P h as bee n This email is to notify you that your IDP in TWMS has been reviewed and approved by your supervisor.
ap p roved/d isap p roved Please review content and comments by logging into self-service and clicking the My IDP’ button on the side navigation panel.

*For Official Use Only* * Safeguard in accordance with the provisions of the Privacy Act*
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Approving an IDP

The status of this IDP will change to reflect your approval. If the employee makes
any changes to the IDP after it has been approved the status will change to

“Updated”. The employee must re-submit their signature for supervisor approval of
these changes.

Note: After the supervisor has approved the IDP, the
IDP Status will change to “Approved”.
Feedback here /
displays no further — — e E— T I
action required. |

H
:
df
i
—
Z
—

IDP has already been approved.

No Computer Access

) Employee has no access to computer - No E-Signature Required JILEES TN NSRS

Approval
o et soaire fndime. - ™ peris roval of - Empoyes ™ " "
Comment:
O pisapprove
) Approvi
The signature history
has also been updated =
dISplayIng any ISignature History I
comme ntS m ade by bate | Approval Status Signed By, Signature Comments ||
/24/2015 12:12:00 PM | Approved supervisor WOLFE.MICHAEL.C.0123456789 Let's discuss the outline of your first training brief sometime next month. Patty will be your primary POC. |I
the Su pe rV i So r. 8/21/2015 2:09:00 PM employee CAYCE.EDGAR. 11212121212 Please review the initial inputs I've added to my IDP. |I
AT IDT 15 d PLAN UNLY. TOUT TTPUT, WICUEr apTOVET 07 0T, UUES WO qUCOTIatICay TRgTEtar YOU 10T 3 Cla5e, SVt aUtivity:

*For Official Use Only* * Safeguard in accordance with the provisions of the Privacy Act*
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Approving an IDP for Users with No Computer Access

If an employee has no computer access then, as their supervisor, you will still be
able to approve their IDP from a hard copy. Open the employee’s IDP in TWMS
and then navigate to the Submit/Approve tab shown below.

To approve an IDP Note: The IDP Status will usually be “Not Created”.
for users with no /
CO m p Uter aCCeSS* : }C)\YCE, EDGAR = IDEMOU‘NDZ IIIIIIIIIII = }DEMDH‘NE:SSIGNED S IADMINISTRAT[ON E— lINDt Created Ippm II

1 CI iCk the CheCkbOX The employee needs to approve changes first, before the 'Sign' button will be available.

No Computer Access

2. Click the Update
No computer
Access button.

e IDP. Supervisor’s approval of IDP does not equal to the approval of SF182 Form. Employee shall complete the SF182 approval process before

nnnnnnnnnnnnn

*You must be a #An 1P is a PLAN ONLY. Your input, whether approved or not, does NOT automatically register you for  class/ event/ activity.
supervisor of the
employee in order to
approve their IDP.

*For Official Use Only* * Safeguard in accordance with the provisions of the Privacy Act*
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Approving an IDP for Users with No Computer Access

You will have the ability to upload a scanned PDF file of the employee’s IDP that
IS signed by both you and the employee.

Note: The IDP Status will now say
“Pending Supervisor Approval”.
/

NAME | OFFICIAL UIC/ORG [ ASSIGNED UIC/ORG | NAVY COMMUNITY | | IDP STATUS
|cavce, EGar |DEMO1/NOZ |pEMOL/NES [soMInISTRATION

WF=nding Supervisor Approval

3 . CI iCk the B rowse Manage Knowledge, Skills, and Abilities (KSA

qui ining
Computer Access
Employee no access to computer - No E-Signature Required

4. Locate and select

’ ApPProV 2 chooseFfile to Upload =
the employee’s IDP oy s ol ( )\ [ Deston S =
to upload.

Position Info / Goals & Objective Developmental Training Submit/Approve

Communications / Change Histo Past IDPs

P does not equal to the approval of SF182 Form. Employee shall complete the SF182 approval process before
taking classeq

Organize v New folder = 0O @

Comments
- - ~
() pisapprov| ¢ Favorites Name Size Tten

O Approve B Desktop 2] Duplicate SMCs.xlsx 13KB  Mic
& Downloads \Zﬂ Course Table Matrix.xlsx 20KB Mic/=

5| Recent Places E @] ATFP Level One_CNO Standard 23.ppt 79KB  Mic
R [ queryst IKB Tex
lﬂ_] UAIF_2013.doc 51 KB Mic
| son | £ ChromeStandaloneSetup.exe 34905KE  App
Signat] & M B Test Matrixadsx MEKB Mic
g [ Pictures \Zﬂ Missing and Available Training Courses.xlsx 67 KB Mic

B Videos . backup.zip 154 818 KB Wir [E—

8/24/2015 1 T Cayce TP.pdf S6.E ;‘d'l' first training brief sometime next month. Patty will be your primary POC.
CI iCk Open. J M Comnuter ~ = I > 've added to my IDP.

*An IDP is o [] [AnFies 2o -

I
— Open |:| Cancel

*For Official Use Only* * Safeguard in accordance with the provisions of the Privacy Act*
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Approving an IDP for Users with No Computer Access

NAME | OFFICIAL UIC/ORG | ASSIGNED UIC/ORG | NAVY COMMUNITY | IDP STATUS |
|cavcE, Epcar |pEmo1/noz [oEMO1/NES [aoMInISTRATION [pending Supervisor Approval |

6. CIiCk the Upload Goals & Objective i Manage Knowledage, Skills,
button.

d Abi Developmental Tr; i Communications i Past IDPs

omputer Access

Empluvee has s< to computer - No E-Signature Required WIS

Approval

By signing off the space below, the employee ratifies the content in the IDP and the supervisor confirms the approval of the IDP. Supervisor's approval of IDP does not equal to the approval of SF183 Form. Employee shall the SF182 | process before
taking classes that require funding.

Comments

isapprove

) Approve

Signature History

| No records found
*An IDP is a PLAN ONLY. Your input, whether approved or not, does NOT automatically register you for a class/event/activity.

Once the IDP has been
uploaded then it can be

NAME | OFFICIAL UIC/ORG | ASSIGNED UIC/ORG | NAVY COMMUNITY | IDP STATUS |
Vi eWed by CI iCki ng the |cavee, ebaar |pEMO1/N0Z |pEMO1/NES |somInIsTRATION |Pending Supervisar Approval |
“Vie DOC” button Position Info / Goals & Objective Required Training Manage Knowledge, Skills, and Abi Developmental Training Submit/Approve Communications / Change Histo! Past IDPs
W .

Employee has no access to er - No E-Signature Required
\DesktopCayce IDP.pdf | Browse...

Approval

By signing off the space below, the employee ratifies the content in the IDP and the supervisor confirms the approval of the IDP. Supervisor's approval of IDP does not equal to the approval of SF182 Form. Employee shall the SF182 | process before
taking classes that require funding.

Comments

) pisapprove

Signature History

| No records found ‘
*An IDP is a PLAN ONLY. Your input, whether approved or not, does NOT automatically register you for a class/event/activity.
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Viewing IDP Messages & Change History

It is easy to communicate any information or questions about or changes to an

employee’s IDP. Any messages that a supervisor, IDP Coordinator, or the

employee add to this IDP can be viewed in the Communications/Change History
tab. Here, you can also view a history of all changes related to the employee’s IDP.

To add a message to an IDP:

1. Click the
Communications/

2. Select who you
want to send the
message to.

3. Write your
message to be sent.

4, Click the Add
Message button.

A running history of all
changes related to the
employee’s IDP are
displayed here.

[cavce, epcar

MW | Communications / Change History

Past IDPs

essage Author
124/ M somd ors f wi class w ut last w
hange History
eeeeeeeeeeeeee Date Changed By
ourse Change (Plain Writing for Technical 3 03/31/ /30/2 8/21/2015 | AT
ourse Change (Plain Writing for Technical ) 02/30/; /3172 8/21/2015 ”“’C;
Activity C e (Prepares and del minimum rt r FY CAYCE
016.)-Competency 8/21/2015 | ppear
w Activity Added Prepares rs a minimum 8/21/2015 | CAYCE
New Course Added lain Writing for Technical Personnel 8/20/2015 | CAYCE:
Short Term Training Removed E""";‘)LD,“'E'ESUN IS 8/20/2015 ESZ‘;:
New Course Added LAIN WRITIN \CT TRAIL FOI 8/20/2015 CAYC;’
Shart Term Goal Updated Buil Ema e R s/11/2015 | EAYEE
Objective Updated ::::mumca‘;;':. g = and partici " | ar11/2015 E-S
*An IDP is a PLAN ONLY. Your input, whether approved or not, does NOT automatically register you for a class/event/activity.
*For Official Use Only* * Safeguard in accordance with the provisions of the Privacy Act*
33 March 2016
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Viewing IDP Messages & Change History

An email will be sent to the employee notifying them that a message has been
added by you in regards to their IDP.

H e re iS a Sam p I e emal I that |S TWMS Individual Development Plan (IDP) Message for CAYCE, EDGAR - Please review

noreply@twms.navy.mil

sent to the employee after s
Cayce, Edgar CIV

adding a message to their IDP. — e 2

A message has as been added to the IDP for CAYCE, EDGAR . Please login to TWMS to review.

[ NAME [ OFFICIAL UIC/ORG [ ASSIGNED UIC/ORG [ NAVY COMMUNITY IDP STATUS |
[cavce, encar |pEMO1/MO2 [DEMO1/NE4 [aDMINTSTRATION |approved |
Position Info / Goals & Objective i ini Manage Knowledge, Skills, and Abilities (KSA Developmental Training Submit/Approve Communications / Change History Past IDPs

Communication
Send to

supervisor [| Employee [

Message

T h d d d H To Supervisor To Employee Date Message Author
e a e m essag e I S Yes NO 8/24/2015 Hi Mike, I found some additional training vendors for the writing class we spoke about last week. CAYCE, EDGAR
now displayed. —>|

o Yes 9/1/2015 Great, let's discuss before the RM meeting tomorrow. Say 08457 WOLFE, MICHAEL

Change History

Change 0ld Value New Value Date Changed By
S _ . . - CAYCE,
Course Change (Plain Writing for Technical )-Anticipated ) 03/31/2016 03/30/2016 8/21/2015 | [ o0
S _ . e - CAYCE,
Course Change (Plain Writing for Technical ) [ ) 03/30/2016 03/31/2016 8/21/2015 | Loeon
Activity Change (Prepares and delivers a minimum of one training brief per quarter for FY 8/21/2015 | CAYCE
2016.)-Competency EDGAR
i - N CAYCE,
New Activity Added - ne training brief per quarter for FY 2016. 8/21/2015 | cpboy

\\/
*For Official Use Only* * Safeguard in accordance with the provisions of the Privacy Act*
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IDP History

You will be able to review any previous IDPs that have been archived by you as
the employee’s supervisor or as an IDP Coordinator. Past IDPs are for viewing or

printing purposes only and cannot be altered in any way.

To view past
IDPs:

1. Click the
Past IDPs tab.

2. Click the Print icon
next to any of the
IDPs you would like
to view. The o
selected IDP will AN 1OP 1= 3 FLAR ONLY. Your input, whether appraved or not, doss NOT automatically register you for a dass/event/activity,
open in a new
window for saving
or printing.

e S

PATTY.KLINE

*For Official Use Only* * Safeguard in accordance with the provisions of the Privacy Act*
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Accessing the IDP Administration Tool

The IDP Administration tool is usually given to personnel involved in the
management of IDPs within a local command, department, or group. They are
referred to here as IDP Coordinators.

To access the IDP Administration tool™:

AddfGain an Employee
1. From the Home Page click on the Ad-Hoc Reporter
Tools/Function button on the Actions Menu. Dashboard View

Manage Billets

Manage MNon-Navy Personnel

Muster Employees

2. From Tools/Functions choose the IDP
Administration button located under the Training
Tools header.

Report Services

Tools/ Functions

View /Update your Profile

*You must have the appropriate

privileges to access this tool.
IDP ADMINISTRATION
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Accessing the IDP Administration Tool

The IDP Administration tool will open in a new window. Depending on the

privileges you have with your TWMS account, there are up to four available views
within the tool. The Search view is the default view and is shown below. The other
views are discussed later in this guide. All are accessed from the Navigation menu.

The Navigation menu —m CesETE S,
PN I |
al IOWS you to eXIt the Default Developmental Activities || | B¢ Og  EmpTy pe .f;‘;m —
tool as well as D - — v

accessing the other
views of the IDP /

Administration tool.
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Searching for Employees

The IDP Administration tool allows you to send specific messages, export various
lists of IDP information, or archive IDPs. These actions will only affect the
employees that you have selected within your scope of access.

To search for employees:

1. Select and/or enter your
search criteria here.

2. Click the Search button.

The number of records returned
based on your search criteria is
displayed here.

Your search results are
displayed here.

2;&5:SMCIUICJOrg Last Name First Name BSO sMC CSWF Member
— | || 3| 1 0
Emp Type %‘Lperf‘""“""e Plan  15p status DPP Program Type
~ ~ Pending Employee Signature ~ | ~
ACTIVE DUTY PMP Pending Supervisor Approval
| |Pars Approved Vv
CIVILIAN-FND
/ =
zosdo:snc,fmc,!org Last Name First Name BSO sSMC CSWF Member
— | - 3 afis
urc org Emp Type ?;‘;"e"f"'""""e Plan  1pp Statu DPP Program Type
_— . N | v
Select UICs ACTIVE DUTY PMP Crested
Remove uIC v PARS v Pending Employes Signature v
CIVILIAN-FND 1PMS pending Supervisor Approval
Search Reset
<< Previous Page Next Page>> Page:
: 0 . T
The 'Select All' button selects all who fulfill search criteria on all pages.
3 Record(s) Returned pag
Email Supervisor Selected
\ Select Employee Email Address Supervisor SUPervisor Email urc  9re et SEEmEli pempegere EOEOEE '?HE"F IDP Status
O iﬁg&simammus, michel.denostradamus @navy. mil DEMO1 721 DEMO1 N1 CIVILIAN-APF  IPMS ;‘;DAE““E
) ) . YY-NVSE YY No Active
[] rmusTIND, DIAZ diaz.faustino@navy.mil DEMO1 N3 DEMO1 K ey CIVILIAN-APF TPMS o
[] sELASSIE, HAILE haile.selassiz@navy.mil DEMO1 OC DEMOZ NOOB ZZ-UNKNOWN CIVILIAN-APF ;“;p“‘t'“

Managing IDPs — Workforce Manager — Revision 4.0
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Selecting Employees

You must first select one or more employee(s) before you can send specific
messages, export a list of IDP information, or archive IDPs.

To select employees:

1. Click the Select All button or
click an individual checkbox
corresponding to the employee
you want to select.

2. Click the Search button.

Clicking the “De-Select All” button
or clicking an individual checkbox a
second time will either deselect all
employees or deselect an individual
employee respectively.

Managing IDPs — Workforce Manager — Revision 4.0

gfdoisncfmcmrg Last Name First Name BSO SMC CSWF Member
— ) 3 3l s
uIC Org Emp Type g‘:’:e"ﬂ""“""e Plan  1pp status DPP Program Type
[ ] Al v
Selact UICs
Remove uic
' ' . S
The 'Select All' button selects all who fulfill search criteria on all pages.
Tosect Al | Desananl | Emsil Supervisor Selected
Select Employee Email Address Supervisor i::f:\sri:or o uIC g;ﬂe a:;igned :::Iiegned Org Assigned SMC _IIE_\lr:)rJeloyee gle;f IDP Status
de NOSTRADAMUS, i hel.denostg#mus@navy.mil DEMO1721  DEMO1 N1 CIVILIAN-APF IpMg o Active
MICHEL IDP
) ; Y-NVIS YY Mo Acti
FAUSTING, DIAZ diaz.fauzgMo@navy.mil DEMO1 N3 DEMO1 E! UNKHOWN CIVILIAN-APF IPMS ID°D cHvE
SELASSIE, HAILE # ==lassie@navy.mil DEMO1OC DEMO3 NOOB ZZ-UNKNOWN CIVILIAN-APF I“'D"p"ct'“
*For Official Use Only* * Safeguard in accordance with the provisions of the Privacy Act*
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Emailing Employees

Several pre-written messages are available for you to select from to help you
communicate to your employee’s regarding general topics related to their IDP.

To email selected employees:

1. Click the Email Selected
button.

2. Select either a pre-written
message or write a custom
message that will be sent to the
selected employees.

Note: You will also be able to change
a pre-written message before
sending it.

Managing IDPs — Workforce Manager — Revision 4.0

BSO/SMC/UIC/Org
Code

uIc Org

Salect UICs
Remove UIC
W
3 Record(s) Returnei

Select Employee

de NOSTRADAMUS,
MICHEL

FAUSTINOG, DIAZ

SELASSIE, HAILE

Last Name

L]

First Name BSO SMC C5WF Member
| [ v ~] L]
Emp Type %‘;:e"f“’"“""e Plan  15p status DPP Program Type
[ ~
Created A

ACTIVE DUTY Allewp A
PARS
CIVILIAN-FND v IPMS v

Pending Employss Signature
Pending Supervisor Approval

Search Reset
o

The 'Select All' button selects all who fulfill search criteria on all pages.

= e e

Supervisor Email
Address

Email Address

Supervisor

michel.denostradamus@nawy.mil

diaz.faustino@navy.mil

haile. selassie@navy.mil

3 Record(s) Returned

Selact All

De-Select All

Org Assigned Assigned Org Employee Perf

uIcC

Assigned SMC IDP Status

Code UIC Code Type Plan
DEMO1721  DEMO1 N1 CIVILIAN-APF Tpms  LIo A<=
YY-HVIS YY Mo Active
DEMO1 N2 DEMO1 N3 e BT CIVILIAN-APF IPMS
DEMO1 OC DEMO3 NODB ZZ-UNKNOWN CIVILIAN-APF 'I\'D"p*“““

The 'Select All' button sele

Archive Selected Export Selected

Email Supervisor Selected

Select Message Purpose Subject Message .
\
Sand to a new Emplayas All employees should have an Individual Development Plan (IDP) to manage their career. As a new employee, you have
mpay 90 days to create your IDP located in the Total Workforce Management Services (TWMS) system. Please create and
Q to announce availability New Employee IDP X il b fied that it i dy fo v and | b "
ety save your IDP. Your supervisor will be notified that it is ready for review and approval. Your IDP can be accessex
g through your TWMS Self-Service account by clicking the following link: https://mytwms.navy.mil
- Send to the Employee to Individual Your Individual Development Plan (IDP) is now available for you to populate. Your supervisor will be notified it is
announce Initial Development Plan — | available for review and approval. Your IDP can be accessed through your TWMS Self-Service account by clicking the
Assessment of the TDP. Initial Assessment following link: https:/fmytwms. navy.mil.
Individual The Review Phase of the Workforce Development Cycle is quickly approaching. Please access your Individual
Send to the Employee to - . "
~ . Development Plan - Development Plan (IDP) within 10 business days. Updste the form with your final assessment, save your changes, and
@] announce Mid-Process : ] : b : -
- Assessment of the 1DP. Mid-process vour supervisor will be notified that it is available for review and approval. Your IDP can be accessed through your
Assessment TWMS Self-Service account by clicking the following link: https://mytwms.navy.mil v

Send Replies To:
Subject:

Message:
{Limit 2,500 characters)

| send [J concel |

*ZC(JS Official Use Only* * Safeguard in accordance with the provisions of the Privacy Act*
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Emailing Employees

You also have the ability to write a custom message to the employees you have
selected. =

C
[ ] | ] 0

Civ Performance Plan

uIc org Emp Type Type IDP Status DPP Program Type
DEMOL [ v
Select UICs ACTIVE DUTY Allewe A Created ~
Remave UIC | |Pars Pending Employes Signature
CIVILIAN-FND 1PMS Pending Supervisor Approval
Search Reset
<< Previous Page Next Page>> Paga:
' ' P
3 Record(s) Returned The 'Select All' button selects all who fulfill search criteria on all pages.
Selectlng apre written message will De-Select Al
Select Message Purpose Subject Message A
pOpU I ate the SU bJ eCt I I ne and the ;e”dl tes "t‘e"’ All CNIC employees should have an Individual Development Plan {IDP) to manage their career. As a new CNIC employee, you have
® mployee ko New Employes 30 days to create your IDP located in the Total Workforca Managemant Service (TWMS). Please creste and save your 1DP. Your
M t t b @ a“".‘?”g‘.f.e N DP supervisor will be notified that it is ready for review and approval. Your IDP can be accessed through your TWMS Self-Service
eSSB.ge eX OX ::’s‘j'h:']'gp © account by clicking ane of the following links: https://twms.navy.mil/twmslog.asp
send to the Individual Your Individual Development Plan [(IDP) is now available for you to populate. Please review your career goal and your competency

Employes to gap assessment to determine your goals for this year, Please visit the CNIC Center for Workforce Development for tools to assist

) announce Initial EIZ:EI—DIPrT;:It you in this process (https://g2.cnic.navy.mil{/solutions/ewd/default.aspx). After your review, update/create and save your IDP. Your
Assessment of the supervisor will be notified it is available for review and approval. Your IDP can be accessed through your TWMS Self-Service

3 . M ake any neCeSSary Changes to 1DP. Assessment account by clicking one of the following links: https://twms.navy.mil/selfservice or https://mytwms.navy.mil.

send to the

- . Individual v
the Su bject I i ne’ the body Of the Eqplovec to The Review Phace of the Workforce Development Cycle is quickly spprosching. Please access your Individual Development Plan
message, or the email address |

Subject: Mew Employee IDP |

Of Who ShOUId recelve replles A CHIC armployees shud have an indidual Development

Message: Plan (IDF) to manage their career. As a new CHNIC
gel amployes, you have 30 days to create your IDP located in

By default, the reply email o e S e e e Tt
address will be the person who Ee=
Is sending the message.

Supervisor Email uic  Org Assigned  Assigned Org

Select Employee Email Address Supervisor Address Code uIc Code Assigned SMC smPleEE :r;: IDP Status
il :‘emr:‘c;sl:m.a.mmus, michal.denostradamus @nawy.mil DEMO1 721 DEMO1 N1 CIVILIAMN-APF IPMS Il\lsp-"-ctive
* ici * * i i i - * -
¥ FausTIND, DIAZ disz.faustina@navy.mil For Official Use Only Safeg%mfﬂsacco%qe Wltnsthe pI’OVISIOUI‘Lil%l‘E}e Privagy,ACtise 1ems ?"E‘:DA“'“
SELASSIE, HAILE haile.selassie@navy. mil DEMOL OC DEMO3 NOOB ZZ-UNKNOWN CIVILIAN-APF Mo Active
' ' e

New Employee IDP re: SELASSIE, HAILE

haile.salassie@navy.mil

Here is a sample email that is sent B
to the employee after the IDP P . .
COO rd i n ato r Sen ds a message . AllCNIC employees should have an Individual Development Plan (IDP) to manage their career. As a new CNIC employee, you have 90 days to create your IDP located in the Total Workforce Management Service

(TWMS). Please create and save your IDP. Your supervisor will be notified that it is ready for review and approval. Your IDP can be accessed through your TWMS Self-Service account by clicking one of the
following links: https://twms.navy.mil/twmslog.asp
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Archiving IDPs

The IDP Administration tool allows you to archive IDPs of selected employees.
Once an IDP is archived it cannot be changed. Typically, only IDPs having an
“Approved” status are archived.

BSD:SHCIUICID-'Q Last Name First Name BSO SMC CSWF Member
l | vl O
Civ Performance Plan
Type

uIC Org Emp Type IDP Status DPP Program Type

. ~
[o archive IDPs for selected — ey e B
Select UICs CIVILIAN-APF V| |PARs Pending Employee Signature |,
CIVILIAN-FND PMS Panding Supervisor Approval
e m I O eeS ol Search Resst
p y " << Previous Page  Mext Page>> Paga:
1 Record(s) Returned The 'Select All' button selects all who fulfill search criteria on all pages.
[“sclct A . il Supericor "eiet=3 | Achive elected
1 . C I I C k th e ArCh Ive Se I eCtEd b Utto n . Select Employee Email Address Supervisor Supervisor Email Address UIC g‘:gde aizigned Q:Ziegned Org Assigned SMC .E::'.;Invee sleal: Iseaptus
{E:SECAE’: edgar.cayce@navy.mil \gOLFE' MICHAEL michael.c.walfe.ctr@navy.mil DEMO1 NO2 DEMO1 Ne4 EL_'?'\I{DBEJ:Y CTUTLIe "’ Approved
b . G« 2 —
employee N IDP A Approved * g:g:snc,fumfurg Last Name First Name BSO SMC CSWF Member
Ea—— °l “] (]
urc arg Emp Type _E;‘:J:"'“"““‘E Plan 5o status DPP Program Type
(| | v
ACTIVE DUTY Alleme A Craated ~
Select UICs CIVILIAN-APF Wl |PaRs Pending Employee Signature |,
CIVILIAN-FND 1PMS Pending Supervisor Approval
Search Resat
<< Previous Page  Mext Page>> Page:
1 Record(s) Returned The 'Select All' button selects all who fulfill search criteria on all pages.
[“sclct A1
Select Employee Email Address Supervisor Supervisor Email Address UIC Org P LEETE IR i d SMC e o

ploy
Code  UIC Code L Type Plan Status

After an IDP |S arChived for the o edgar.cayca@navy.mil O~ o MIEHARL richasl, couolfe. ctr@navy. mil DEMOZ NOZ DEMO1 NE4 Ml CIVILIAN-APF  PARS. Ho ctive
selected employees, the IDP Status for
each will change to “No Active IDP”.

*For Official Use Only* * Safeguard in accordance with the provisions of the Privacy Act*
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Exporting IDP Information

The IDP Administration tool allows you to export IDP-related information to an
Excel spreadsheet for the employees you have selected.

BS0/SMC/UIC/Org

Cod. Last Name First Name BSO SMC CSWF Member
e
) 3| ¥ [
uIc org Emp Type .E;‘;:"’"""“" Plan  1pp status DPP Program Type
- -
[ ] a x Al | ~
0 export the information o el
Select UICs CIVILIAN-APF | |PARs Pending Employee Signature |,
CIVILIAN-FND 1PMS Panding Supervisar Approval
|DPs for selected employees: s | _see |
y . << Pravious Page Mext Page=> Paga:
The 'Select All' button selects all who fulfill search criteria on all pages.
1 Record(s) Returned B2
Select Al
1. Click the Export Selected button. . . o e Org  Assioned  AssionedOry ., Employee  Pert  10P
p Select Employee Email Address Supervisor Supervisor Email Address UIC Code uIc Code Assigned SMC S Plan Status
s edgar.cavee@navy.mil 0 o ISR michacl.cwolfe. ctri@navy.mil DEMO1 NO2 DEMO1 NE4 Al CIVILIAN-APF  PARS  Approved
—
R ————
I
Do you want to open or save ExcelReportadsx (3.37 KB) from twms.navy.mil? > I Open I Save hd Cancel
exported to Excel.
\ A B c D E F G H 1 J K L M N 0 P
—
PERF INTERESTED IN
ORG ASSIGNED ASSIGNED EMPLOYEE  PLAN IDP INTERESTED INTERESTED IN CURRENTLY DEVELOPMENTAI
1 JMEMBER NAME SUPERVISOR NAME EMAIL ADDRESS SUPERVISOR EMAIL UIC  CODE UIC ORG SMC TYPE TYPE STATUS INMENTOR MENTORING MENTORING ASSIGNMENT
2 JlCAYCE, EDGAR  WOLFE, MICHAEL C _ edgar.cayce@navy.mil michael.c.wolfe.ctr@navy.mil DEMOL NO2 DEMO1  N64 YY-NV99 YY UNKNOWN CIVILIAN-APF PARS Approved NO NO NO NO

*For Official Use Only* * Safeguard in accordance with the provisions of the Privacy Act*

Note: After exporting this information, you will be able to save and/or print the spreadsheet.
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IDP Dashboard

The IDP Administration tool allows you to view dashboard information for IDPs
within your scope of access. The information can be displayed by pie or column
charts. This view can be accessed from the IDP Dashboard button on the
Navigation Menu.

To view IDP Dashboard
information:

1. Click the IDP Dashboard
button.

2. Enter and/or select any
filters for the graphs you
like displayed.

3. Click the View Graph mssn
button. —_
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IDP Dashboard

Selecting different filters from the dashboard will display new information.

Here we have selected to only view the
percentages, by employee type, of IDPs
having the IDP Status of “Created”. =—

. ACTIVEDUTY
CIVILIAN-APF

4. Repeat steps 2-3 to view = Chnv
other IDP Dashboard =i
information.

5. Click the Reset button to
clear all filters. _—
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Adding Default Developmental Activities

The IDP Administration tool allows you to add a developmental activity to a
specific KSA you have selected. A developmental activity is either a defined
activity or a training course. The activity or course you have added for a KSA will
be displayed on the employee’s IDP if they choose that identical KSA.

I e - c | =
O ad d a d fau I t Search | | fcommunity [ADMINISTRATICN M e - || cccccccccccc y ~]
eeeee | Servics Frovider [v]
- - —
* N IDE‘E"It Developmental Activities | N | L oyoncy [Fosters and ensures an environment that administers all resources in a manner that instills public trust while accomplishing the mission, Monitors progress and evaluates outcomes to improve | v |
. = el BSO hvss
Exit Training Type |foot
ICourse | =
c. [
Priori Critical\Mandated| v Completion Time (in|
days) Days vill be added to curre
1 Click the Default i oo

Developmental Activities

button.

2. Select the filters to display the
specific KSA you want to add
a developmental activity for.

Note: The form will change depending on the Developmental Training Type you select. The steps shown here add an “Activity”.

The steps for adding a “Course” are similar. The only difference is that you must first search for the course title in the
TWMS Course Table. If it isn t found then you will be able to manually enter it.

*You must have the appropriate privileges to access this tool.
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Adding Default Developmental Activities

KSAs in which you have added a default Developmental Activity for will be
displayed to help the employee develop their IDP. These activities aren’t required
to be added by the employee.

3. Enter the number of days this
developmental activity must be
completed within when it is
added to the employee’s IDP.  =——e = [com ) = : e =

4, Enter a description for this

activity.
recards fou
5. Click the Add Default button. —
The default activity for the ey [P = Sl [ =
Selected KSA |S dlsplayed here Enm.:e;e..(,.“ T ot T TS =]
) ) Developments = BSO hvss
You can now edit or delete it as e
days) Days vill be added to current date as the estimated completion date.
necessary. \
Add Defaule
Edit | Deleta | Commun ity C"'g:'::‘p"" Competancy Training Type o"l“l;* Priority CD;';:L‘“;:"?I‘?ME 5‘:‘522

6' Repeat Steps 2-5 to add Other # | ¥ | AoMINISTRATION | Communications C:ziﬁb"";:d;“‘j‘fz:;‘;“m“”“ :;zz:ui":‘E::E""'LIZ:::;:“;:::fl's:‘:.”ic-‘5t" be Activity Critical\Mandated | 90 DonN

activities.
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Adding Default BSO KSAs

The IDP Administration tool also allows you to add specific KSAs you would like
to displayed as defaults for all employees within your BSO. In addition to the ones
you can select here for the employee, all Department of the Navy (DON) KSAs will
always be displayed. The employee will also have the ability to view all KSAs in
their IDP regardless of whether it has been selected as a default.

To add a default KSA*: —T—|

IDP Dashboard LY

Ksa Category

BSO Display Selected KSAs Only
KSA Keyword KSA Source

1. Click the Default BSO
KSAs button. (o

Any KSA changes wiill be automatically saved.

Default BSO KSAs

Sub KSA
Select | oo 0 ity Group KSA o,
O SUPERVISORY | Conflict Management | Anticipates and takes steps to prevent counterpreductive confrontations. Manages and resolves conflict and disagreements in 2 constructive manner, NAVSUP
. . [ |eupenvisory | Humen copital Builds and mansgss workforce bassd on organizstional gesls, budgst considerstions, and staffing nesds. Ensures that smployess are appropristely recruited, NavsUP
2 Se I ect the Search Crlterl a to Management selected, appraised, and rewarded; takes action to address perfarmance-based deficiencies, Manages a multi-sectar warkfarce and a variety of work situations.
.
e e Communicates well both verbally and in writing. Creates accurate and punctual reports. Delivers presentations, shares information and ideas with others, has good | oo
d . I h -f- skills listening skills.
Isplay the specific KSAs e T e T e e e e
skills Others/Coaching Assists staff with gosl creation and provides meaningful, speciic fesdback and mantaring to staff.
Ou Want to ad d ) Fundamental Strategic Thinking Demanstrates ability to identify and create strategies consistent with the organization. Examines strategies with a lang-term perspective. Anticipates potential NAvEUS
skills challanges or opportunities
Fundamantal ] " ] ]
aS a e au t |:| Skills Multi-Tasking Demonstrates an ability to manage and complete mare than one task at a time. Shows an ability to manage tasks in a timely and efficient manner. MAVSUP
.
Fundamental L Demanstrates willingness to sccept change. Shows ability to adapt to new information, complications, and/er shifting priorities. Able to handle multiple projects and
O Flexibility - "apt o ne NAVSUP
skills high stress situations (e.g., aggressive deadlines, emergency situations}. Acquires and apply new knowledge and slls.
0] |Fundamental . - . I | curiosi D ore, »
Skills Motivation Desires to contribute to one's own success as well as that of the organization. Possesses a natural curiosity to take the initiative to explore, investigate, and learn. MAVSUP
H [] |rendemental | cooperation . Develops and maintains effective warking relationships with cthers. Respects and values individuzl differances and diversity by treating everyons fairly and avsUp
I C t e earc utto n Skills Tearmwork professianally. Contributes to arganizational or institutional knowledge by sharing information.
. .
O SUPERVISORY | Partnering Develops networks and builds alliances: collaborates across boundaries to build strategic relationships and achieve commen goals. NAVSUP

*You must have the appropriate
privileges to access this tool.
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Adding Default BSO KSAs

Some BSOs have provided TWMS with a specific list of KSAs that are not
Included in the DON standard list of KSAs. They can be viewed separately by
selecting the BSO from the “KSA Source” dropdown. All KSA selections/

deselections will be automatically saved as part of the defaulted list for the KSA
search criteria.

You can view only the KSAs provided by a specific BSO here.

CI iCk the CheCkbOXeS :::-_-:::tmy“"h INFORMATION TECHNOLOGY & MGMT| v
corresponding to the list of KSAs R — .
you would like to add as defaults

€ PravieusPage et Page The 'Select All' button selects all who fulfill search criteria on all pages.

for the KSA search criteria.

Any KSA changes will bs automatically savad.
. KSA
Select | Sub Community Group KSA e
nFoRMATION Possesses knoviledge of the activities supporting the planning, installation, configuration, testing, implementation, and management of the organization's

. . . . 7 [Jreconoloer s Operating Systems l;_lg:slems evvl;’n;\_mant in .;\:lppnrdt of the jn;amzatlunds ltr_u and IT ar;_rtntetctura a;ibu;lnass neac:?. Unda;:tar!d_sf vanft',! of f:nctm‘n.s on2 wn-_éa;ngla_ ofMand | e
- MGMT issuss, including providing sdvics and recommendations an architecturs and business cperating systams; intsrprating and =palying IM and IT palicias,
. processes and guidelines: conducting analysis; and recommending rasslution to problams and issues.

Possesses knowiledge of the planning, analysis, design, development, testing, quality assurance, configuration, installation, implementation, integration,

Whe n th e em I O ee Ch OOSeS th e [INFORMATION maintenance, and/or management of networked systems used for the transmission of information in voice, data, and/or video formats. Participates in a variety
O [TECHNOLOGY &

Netviork Services of functions on a wide range of IM and IT issues, including providing advice and recommendations on netwark services; interpreting and applying IM and IT NAVSUP
MGMT policies, processes, and guidelines; conducting analysis and recommending resclution to netwark services problems and issues; and preparing and presenting
. - . - P reports.
Sal I Ie SearCh C rlte rl a I n the I r I D . TNFORMATION Possesses knoviledge of the processes utilized for the design, documentation, development, modification, testing, installation, implementation, and support of
2%} ITECHNOLOGY & Application Seftware new or existing applications software. Understands the concepts of the implementation and integration of new software development processes and developing | NAVSUP
MGHMT new series, concepts, principles, standards, and methods.
Fundamental skills | Critical Thinking Recognizes issues, problems, opportunities, or emerging trends. Collects information or data that is necessary and appropriate for identifying or addressing e

issuss and problems. Analyzes and integrates relevant information cr dats to draw sound conclusion.

Shows high level of proactive initistive, sffort, and commitment towards complating assignments in a timely manner. Demonstrates ability to organize work, sst
Fundamental Skills | Self Management priorities, and determine resource needs, Determines short- or long-term goals and strategies to achieve them. Displays motivation and proactive behavior, NAVSUP
Deals effectively with pressure; remains optimistic and persistent, even under adversity. Recovers quickly from setbacks.

b e Understands concepts underlying the tachnical planning, design, development, testing, implementation, and management of Internet, intranat, and extranet

. “ e O] o e | internst Hanagamant | 266¥#ize, nclucing systems/apalications development and technical mansgament of Wsb sites. Possasses knoulscge o a varisty of functions on & wids range | .o o
S avino a ource”’ o T e T e, AT i 2 e et e e o T, Ay et a2 T e 77 (el (s, s s ard gt e,
MGMT

conducting analysis and recommending resolution ta problems and issues, and praparing and presanting reports.

Understands the processes underlying the dalivery of customer support services, including i Il ati ion, troublesh customer
cannot be selecte eselecte e priEoRuATION andior sraning, in respanss ta CUStam racuiramats. Possesses Knowledzs of 3 varsty of Fncions on = vida rangs of M and IT asues, ncuding providing
. O [TECHNOLOGY & Customer Support ! . . .

N, advice and recommendations on customer suppart IM and IT issues; interpreting and applying IM and IT policies, processes, and guidelines; conducting analysis | NAVSUP
. . . N and recommending rasolution to problams and issuas; and praparing and prasanting training.
will alwavs displav in the emplovee’s : o AT e (e e D e M T P e e P D e ol T e P o I s
Organizational . y : :
O undemental Skills | Knoledgapoltical organization from colleagues and superiors, as well as through mare formal training. Creates andfor fallovis Standard Operating Procedures (SOPs) with an —
e organized, consistent approach. Demanstrates ability to be thorough and conscientious. Contributes to the arganization through both professional and

extracurricular activities,

INFORMATION

" . . ) . . . .
. . 0 frecemotosr s Enterprise Architecture \Iurk that invalves Ithe anag,s-s, planmngr; d:s\gn mp\emel‘vlahnm du(umeglalmn, assesfsr:erv(, and management of the enterprise structural framewark to R
I nfo rmatl on al p u rposes O n Iy it align T strateqy, plans, and systems with the mission, goals, structure, and processes of the organization.

INFORMATION
TECHNOLOGY & Leadership Ability and commitment to serve the public DON
MGMT
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