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What is an Individual Development Plan

The Individual Development Plan (IDP):

e isadocument created by you and your supervisor to address training and career plans

e serves as the "blueprint" for all short-term and long-term training and developmental
actions which will enhance your performance and career goals

e isaliving document, and should be reviewed by you and your supervisor as changes are
made

e due to progress of your professional development and changes or revisions in career
objectives

TWMS allows both you and your supervisor to develop your 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
skills and knowledge used in your present position and support your future career goals.
Course titles may be selected from the TWMS Course Table, but may also be entered manually.
Requests for training should align with this plan, but are subject to funding availability. An
approved IDP is not a contract or a guarantee of training funds or attendance.

Developmental activities are specific activities, events, conferences, actions, etc. for you to

participate in that enhance select competencies. Developmental activities are manually typed
into the IDP and will not appear as part of the TWMS Course Table.

How to create an IDP

You must first log into your Total Workforce Management Tools/Actions:

Services (TWMS) Self-Service account by going to: Daily Muster
https://mytwms.navy.mil/ and clicking the MyIDP button Employee Locator
located in the left-hand side Navigation Menu. Online Training & Notices

SAAR-N/DD-2875

Event Notification Service

SF182 Training Request

IPMS

Mentoring
DD577

Civior

VSIP/VERA Survey

Telework Request



https://mytwms.navy.mil/

Your IDP will open in a new window. The current view will display two tabs. The first tab, “Position
Information/Goals & Objectives”, is the default view and is shown below. In addition to displaying your
Position Information, this tab also displays if you are a member of the DAWIA workforce.

Export to PDF

NANE OFFICIAL UIc/ORG ASSIGNED UTC/ORG NAVY comMMUNTTY T 1o STATUS ]
CAvCE, EDGAR bEwoie2 [BEoes [NFORMATION TEGHNOLOGY & MGHT [ice Created ]

Position Info / Goals & Objective
***please ensure your Supervisor Name displayed below is correct prior to submitting your IDP for review. If it is incorrect, you must contact your local Human
Resource Office to update this information.***

272572004
pEmo1or

AWIA Career Field | [DAWIA Career Level

[INo Further Development Needed

hort Term Goal

ong Term Goal
Optional)

bjective (Optional)

Are you interested in having a mentor? [] Are you interested in being 2 mentor? [ ] ntly mentaring someone? [] Are you interestad

=An IDP is 2 PLAN ONLY. Your input, whether approved or not, does NOT register you for a

If you mark your IDP as NO FURTHER DEVELOPMENT NEEDED, then you will be able to immediately sign
and send your IDP to your supervisor for approval/disapproval. Otherwise, you must first enter a Short
Term Goal and click “SAVE CHANGES” at the bottom of the screen.

Adding Goals and Objectives to your IDP

Goals and objectives can be typed into the boxes provided. A Short Term Goal is what you plan to
accomplish at the end of 1 to 2 years. The Long Term Goal is typically where you see yourself at the end
of 3 to 5 years. Objectives are task statements designed to help you meet your goals.

At a minimum, you must add and save a Short Term Goal. Upon the first save, the remaining tabs of
your IDP will display.

Export to POF

[ NAME [ OFFICIAL UIC/ORG [ ASSICNED UIC/ORG | NAVY COMMUNITY [ 1DP STATUS |
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**Please ensure your Supervisor Name displayed below is correct prior to submitting your IDP for review. If it is incorrect, you must contact your local Human

Resource Office to update this information, ***

Position Info




Mentor, Mentee, Assignment?

If you are interested in either having a mentor, being a mentor, or having a developmental assignment
then select the appropriate checkbox(es) at the bottom of this form. After saving your changes you will
be prompted to create and register a profile (if you don’t already have one) in Mentor Match Services.

objective (optional) H

Jactivity.

You have indi d an in the g h you do
not currently have an active Mentee profile in the Mentor Match Service.
Would you like to create a Mentee profile now and register?

=An IDP is a PLAN ONLY. Your input, whether approved er not, does NOT au register you for a

Completed and Required Training?

The “Required Training” tab displays a link to your completed training as well as a list of your current
training requirements that has been identified for completion using TWMS. If you are assigned to a
billet, any training and/or certifications associated with that billet will be also be displayed on this Tab.

I ]

OFFICIAL UIC/ORG ASSIGNED UIC/ORG NAVY COMMUNITY IDP STATUS
[pEMO1/N02 |pEmo1/nes

NAME
|aomINISTRATION |Created

[Gave, eoaar

Past IDPs

Communications / Change Histo

Developmental Training Submit/Approve

Manage Knowledge, Skills, and Abilities (KSA

Position Info / Goals & Objective [JElCTRIT PR FEHTTHTY

I Click here to view Completed Trainin I

Current Training Requirement(s)

| $0

[

Requirement Name

| Complete By |

| 06/30/2015

| s7618

‘ Audio/Video

Billet Required Training

Requirement Course Title Course ID Delivery Method Course Hours. Direct Cost
Optional CORE WINDOWS CLIENT DEV WITH MS VISUAL STUDIO DCPDS-326878 APF 1
Mandated BED BUGS AWARENESS TWMS-414878 wES 1 50.00
Mandated INTERMEDIATE AND ADVANCED EXCEL 2007 DCPDS-519206 APF 0
Mandated CCOMMUNICATION & CONFLICT MANAGEMENT DCPDS-148777 APF 1

Billet Required Certifications

[ Qualification 1D [ Qualification Type [ Description |

| 5 ‘ MICROSOFT CERTIFIED SYSTEMS ENGINEER (MCSE) ‘

~An 1DP is 3 PLAN ONLY. Your input, whether approved or not, does NOT automatically register you for a class/event/activity.

MyIDP provides links for training requirements that need to be completed in TWMS. Clicking the link
will launch the training requirement. Upon completion, the requirement will be moved to the
Completed Training section. Otherwise, all the information displayed here is read-only.




Manage Knowledge, Skills, and Abilities (KSA)

For the Marine Corps, the KSA tab reflects competencies associated with the 19 Communities of Interest
(Col), the Civilian Foundational Skills Training Program, and OPM Leadership Competencies aligned to
the DoD Civilian Leadership Continuum. For more information on these programs contact the MPC
Civilian Workforce Planning and Development branch at (703) 784-9069/9393.

Developmental training should be linked to specific competencies you are trying to develop. The KSA
tab initially opens to your COI based on the grouping of Occupational Series. Each Community has a
listing of the occupational series associated with that particular COl. If you cannot find you series in the
dropdown box, you can select “Occupational Series Not Listed” for a generic competency.

Export to PDF

Position Info / Goals & Objective | _Required Training__ Training | Submit/Approve | Communications / Change History ]

Past IDPs
\ Community

Occseries

Competency Display BSO-Preferred KSAs Only

Level

KSA Keyword Display Selected KSAs Only
Ocauph | Series Not Listed

<< Previous Page Next Page>>
Select one or more of the following KSAs. Any KSA changes will be automatically saved.

select  (O°C Competency KsA =
O o Staffing Organizations. ;e;:ggf:::ﬁ;\eﬁfgﬂF:Zmrnea:[p;me[:;z_enswe timely staffing; apply legal, regulatory, & policy issuances; review job analyses, prom otion & placem ent products, & referral wame
O 0142 Workforce Planning Assist in of i structures supporting desired grade levels and fadlitate employee career development. HQMC
O owe Workforce Planning ;ﬂ:‘:::t‘zjn:uir‘l;.r::nis.ing researdh, interview, jon, and analyscal to develop and rating factors; select factors to develop crediting plans that assess omc
0 oz Workforce Planning I B S, 20 (e B M Lo B TR 2 O 0, 3 O SO R ) 5 3 B e 0 G (5 R T
O o Workforce Planning ‘Rdzgnenz';d;i;«:;v:’e;:g;t;:"l:'[gm;rsu;:;ast.zgies  recruitm ent & retention problem s thatintegrate 3 variety of flexibiliges; analyze organization’s current staffing situa tion & requiting svategies o |0\
[0 |oz201 g:ﬁ";’;ﬁ:“d Work Life 114. Design, implement, and evaluate benefits and work life polides t ensure programs are aurrant, incentivizing, and compliant with legal requirem ants. HQMC
[ o201 gfq“;gﬁ:"d work Life 118. Fulfill reporting requirem ants relatad to employee benefits and work life programs. HoMC
[ |o201 ';"m"‘;r::;"“ Work Life 11C. Prepare, distribute, and marketinform ation to inform em ployees of benefits, work life, and/or other related program s. HQMC

Clicking on “Foundational” or “Leadership” will reveal competency groupings associated with those
programs.

| Position Info / Goals & Objective | Required Training 1
Past IDPs

Community LEADER SHIP v

Occ Series All
Lead Organizatons/ Program s
Competency Lead People
Lead Self
Lead Teams/Projects

Position Info / Goals & Objective

Past IDPs

Community FOUNDATIONAL

Required Training

Occ Series All
Business Functions

Competency Comm unication

Infermation Technelogy (Produchvity)
Management Skills

KSA Keyword Project Management

Level
Level

KSA Keyword Lead the Insttution

Although you can complete the IDP without selecting a competency, it is recommended that you take
time to build your personal competency list to help you and your supervisor discuss how best to meet
your developmental needs.




Building your List of Competencies

You can locate the full list of competencies by selecting a COlI, FOUNDATIONAL, or LEADERSHIP and a
choice from the Occupations list. You must click SEARCH to reveal the new list.

Al
Position Info / God Benefits and work Life Programs ning Manage Knowledge, Skills, and Abilities (KSA) Developmental Training | Submit/Approve | Communications / Change History
|_PastiDbs | |

Com pensation Management )

Em ployee Relations Keep this Box
HR Tnformation Systems Application Check boxes next to the

Labor Relations . .

:erf:rmaace Management Competencies your interested
osition Classifiation

Staffing & Recruiting = Display BSO-Preferred KSAs Only
Strategic Workforce Planning

Workforce Development

Community

Checked

Display Selected KSAs Only

ore of the =tz 0 KSAs. Any KSA changes will be automatically saved.
FrOnity KSA Category KSA KSA Source
O 0201 swaffing & Recruiting | 4A. Collect and analyze data for workforce and trend analysis. HQMC
O 0201 Swffing & Recuiting | 4B. Identfy distinctions between non-co and comp: sources to ensure applicants are propery refemed. HQMC
O 0201 staffing & Recruiting | 4C. Research and advise stakeholders (e.g., hiring manager) on recruitment and staffing strategies. HQMC
O 0201 staffing & Requiting | 4D. Adjudicate veterans' preference. HQMC
O 0201 Swaffing & Recruiting | 4E. Review applications to determine qualifications, HQMC
E 0201 Staffing & Recruiting | 4F. Apply relevant laws, polides, regulations, standards, appropriate priority i andfor ble act s to promote, place, or appoint personnel. HQMC
O 0201 Swaffing & Recruiting | 4G. Determine best qualified group of job applicants. HQMC
O 0201 staffing & Recruiting | 4H. Conduct job analysis and create assessment instruments. HQMC
O 0201 Staffing & Recuiting | 41. Advertise vacandes using appropriate recruitment sources. HQMC
O 0201 swaffing & Reqruiting | 4). Participate in working groups to develop strategies to reduce time to fill a position. HQMC

Each time you check a box next to a competency you are interested in, it is saved as a selection for your
personal list. That way you will always be able to click the box that says “Display Selected KSAs Only” to
view the competencies you are interested in developing.

Your personal list will then carry over to the “Developmental Training” tab.

Developmental Training and Activities

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

NAME OFFICIAL UIC/ORG ASSIGNED UIC/ORG T NAVY COMMUNITY 1 1DP STATUS
[cavee. edear DEMO1/NOZ DEMO1/Ne4 [ommisTRATION [created

Communications / Change Histo: Past 1DPs

Manage Knowledge, Skills, and Abilities (KSA)} |

Developmental Training

Position Info / Goals & Objective

e e

Short Term Development (Up To 3 Years)

Long Term Development (Over 3 Years)




Adding a Course

Courses added to your IDP need to first searched for in the TWMS Course Table. You will be able to
associate a course to your selected competency using the KSA dropdown box. However, if you leave
the KSA blank you can still search for and add a course. Repeat the steps below to add additional
courses to your IDP.

Developmental Training

1. Click the Add New
Course button.

" i o - " i -
; [Crocatvionated [V | Anticipated Completion |[03/31/2016 1

v/

2. Select the Priority

. o0 [Actual Cost oo a
from the dropdown list /
and also enter the /
L. A Short Term Development (Up To 3 Years)
Anticipated Completion| m—= /
date' Long Term Development (Over 3 Years) /
[ e o /

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

3. If this course is to be 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.

Searching the TWMS Course Table

You can search the table for the course title using a combination of either the known Course ID or by
any part of the Course Title. If the course title isn’t found in the table, click CANCEL and you will be able
to enter the course title manually. It is important to realize that you are not enrolling in a course when
adding it to your IDP. Nor are you receiving an authorization to attend or approval of funds.

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

|course 1D Course Title | Plain Writing || pcros-c iant Only [v] CSWF-Scoped Only | |
<< Previous Page Mext Page >
5 Record(s) Returned
Course ID Course Title Training Method m"s" OoN fl‘:':'.:e CEU
TWMS-576723 2014 PLAIN WRITING ACT mﬁi’ﬂf‘éﬁ[’ oR N 1 o

WEB-BASED OR
TWMS-580403 PLAIN WRITING ACT 2014 INTERNET No 1 o

PLAIN WRITING ACT TRAINING FOR SSP WEB-BASED OR
— s
TWMS-503675 EMPLOYEES INTERNET Yes : :

WEB-BASED OR

WMS- i
TWMS-590587 SPAWAR PLAIN WRITING INTERNET Yes 1 a
WEB-BASED OR
GOV A
FGOW_01_A30_LC_ENUS THE PLAIN WRITING ACT INTERNET Mo 80 a




Once you've filled in all the information regarding the course, click the ADD COURSE button.

Position Info / Goals & Objective

Required Training Manage Knowledge, Skills, and Abilities (KSA

.. Developmental Training _ IETINGIZY 0007

Communications / Change Histo! Past IDPs

Add Course

Search for your Course Title, if it isn't found then you will be able to manually type in the Course Title.
Priority [critical\Mandated Anticipated Completion ‘|u3,'3112015
KsA

Course Title [PLAIN WRITING ACT TRAINING FCR SSP EMPLOYEES

9]
S | oot |

Training Institution

Est Cost 0.00

|
Actual Cost [[0.00

I Add Course

The course is now added to your IDP based on the planned completion date.

Add New Course || Add New Activity

Short Term Development (Up To 3 Years)

Edit | Delete | KSA Course Title Type Course ID CSWF Scoped Course Hours | CEU Priority Training Institution Est Cost | Actual Cost Ce e Date SF182
/ x PLAIN WRITING ACT TRAINING FOR SSP EMPLOYEES COURSE | TWMS-509675 1 1 Critical\Mandated 0.00 0.00 3/31/2016 SF182
Long Term Development (Over 3 Years)

[[Mo records found

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

Adding an Activity

Activities added to your IDP are always manually entered by clicking the ADD NEW ACTIVITY button.

You will be able to associate an activity to any of your previously selected Competencies from the KSA
dropdown box.

Position Info / Goals & Objective

Manage Knowledge, Skills, and Abilities (KSA’

Developmental Training Submit/Approve

Communications / Change Histo

Past IDPs

Add Activity

Priority Critical\Mandated | v | lAnhzipz!ad Completion 09/30/2016 I

[Ty <

[ ACVItY |5 epares and delivers & minimum of one training brief per quarter for FY 2016, |
\ Rty | [l

After you’ve completed the activity, click ADD ACTIVITY to save it to your IDP. It will be placed in either
the Short or Long-Term Development area of the IDP based on the activity completion date provided.

Short Term Development (Up To 3 Years)

& CSWF Course o Training Est Actual Anticipated Date
Edit | Delete KSA Course Title Type I S d He CEU Priority Instituts Cost. Cost € et < " SF182
2| % |25y to devalop presentations, briehngs. | pizin weitng for Technical Personnel course CrticalWandated 000 |00 3/312016 seis2
I 7| % e B Tmrers & e of ohs tileley (e par | AcrivaTy Critical\Mandated s/30/2016 seis.
Long Term Development (Over 3 Years)

[P records foune

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




Submit Your IDP for Approval

After you have written your Short Term Goal(s) and have entered at least one Short Term
Developmental training®, you are ready to submit your IDP to your supervisor for approval. To begin
click on the SUBMIT/APPROVE tab.

* These are the minimum requirements for you to be able to sign your IDP.

Export to POF
[ NAME T OFFICIAL UIC/ORG | ASSIGNED UIC/ORG | NAVY COMMUNITY 1DP STATUS |
[cavee eoaar [oEwo1/moz [oEmoimes [AowmasTRATION JFriins Emvioyes Sgature ]

[r——
Position Info / Goals & Objective Manage Knowledge, Skills, and Abilities (KSA Developmental Training NIGLLOL G Il Communications / Change Histo Past 1DPs

Approval

By signing off the space below, the employes 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
taking classes that require funding.

Please review the initial inputs I've 3dded to my IDP.

Signature History

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

Note: The IDP Status will display “Pending Employee Signature” only after the minimum requirements
have been satisfied

On this tab you will have the option to provide a comment that can be view by your supervisor. When
you are ready, click the SIGN button and a notification and link will be sent to your supervisor letting
them know your IDP is ready for their approval. A sample of the email is below.

TWMS IDP for CAYCE, EDGAR - Please review

noreply@twms.navy.mil
Fri 8/21/2015 14:09
Wolfe, Michael
mytwms.navy.mil

This email is to notify you that CAYCE, EDGAR has completed and/or updated his/her annual IDP in TWMS.
Please review the IDP by accessing the following link.

https://twms.navy mil'training_info/idp/Default aspx?Emailld=59437208-0be4-4fbd-91ae-7015548£393f

Also note the new screen notifications in blue, and the change in IDP STATUS and signature history.

Export to PDF |

NAME | OFFICIAL UIC/ORG | ASSIGNED UIC/ORG | NAVY COMMUNITY [ 1DP STATUS |
|cAYCE, EDGAR [DEMO1/N02 | |aDmINISTRATION |Pending Supervisor Approval |

An automated email has been sent to notify your supervisor that your IDP has been signed. I
Position Info / Goals & Objective Required Training Manage Knowledge, Skills, and Abilities (KSA) Developmental Traini§g Submit/Approve Communications / Change History Past IDPs

Signature has been recorded.

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
taking classes that require funding.

Comments

Signature History

[ Date [ Approval Status [ Signed By [ Signature [ Comments |

[ 8/21/2015 2:09:00 PM ‘ ‘ employee |uvcs,sosAR.12121z:z12 | Please review the initial inputs I've added to my IDP. ‘
*An IDP is a PLAN ONLY. Your input, whether approved or not, does NOT automatically register you for a class/event/activity.




Approval Notification

Once your IDP has been reviewed by your supervisor, an email will be sent to you indicating your IDP
has been approved/disapproved.

Individual Devel Plan - Review C I

P P

noreply@twms.navy.mil
Mon 8/24/201512:12
Cayce, Edgar CIV
mytwms.navy.mil

This email is to notify you that your IDP in TWMS has been reviewed and approved by your supervisor.

Please review content and comments by logging into self-service and clicking the "My IDP' button on the side navigation panel.

After the supervisor’s review, you can go back into your IDP and see the IDP STATUS and SIGNATURE
HISTORY have changed.

Export to POF

NAME | OFFICIAL UIC/ORG | ASSIGNED UIC/ORG |

NAVY COMMUNTTY L ; !
[Ghvee oean [oemoimoz

[oEmo/mes [rommisTRATION

Position Info / Goals & Objective Manage Knowledge, Skills, and Abilities (KSA Developmental Training Submit/Approve Past DS

IDP has already been approved.
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
taking classes that require funding.

Comments

Signature History

Date Approval Status Signed By Signature Comments
8/24/2015 12:12:00 PM Approved supervisor WOLFE.MICHAEL.C.0123456789 Let’s discuss the outline of your first training brief sometime next month. Patty viill be your primary POC.
8/21/2015 2:09:00 PM employee CAYCE.EDGAR.1212121212 Please review the initial inputs I've added to my IDP.
An 1DP ic 3 PLAN ONLY. Your inout, whether 3poroved or not, does NOT automatically register you for 3 clasc/event/activity.

This completes the IDP establishment process.

Additional information regarding the TWMS MyIDP module or information regarding developing an IDP
can be obtained from your local servicing Human Resources Office, or by sending an email to the USMC
Marine Corps TWMS helpdesk by visiting https://www.manpower.usmc.mil/TWMS.



https://www.manpower.usmc.mil/TWMS
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