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Accessing Your TWMS Self-Service

If you have a record in TWMS then you are able to view, print and even update
specific pieces of information about your record using the Self-Service Module. To
be able to access your TWMS Self-Service:

1.  You must have a valid CAC,
2. You must know your PIN, and

3. The information from your TWMS record must match the information on your CAC.

Please contact the CNIC Government Enterprise Help Desk (1-888-264-4255,
option 1) for help or further information.

To access the Self-Service Module:

1. Insert your CAC into your CAC reader.

2. Open up your internet browser and type the
following website in the address bar:

3. Click OK at the Client Authentication dialog
box and enter your CAC PIN if prompted.
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&< C { & twmsdc3nnavy.mil/selfservice/

Identific-ation
The ‘web site you want to view requests identification.
Select the certificate to use when connecting,
ROTTEN.JOHNNY 0123456789

ROTTEN.JOHNNY 0123456789
ROTTEN.JOHNNY 0123456789

21|

\”fo | Wigw Eertificate___|
ak. Cancel |
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Accessing Your TWMS Self-Service

Initial access to your TWMS Self-service will lead you to the screen shown below.
Subsequent access will take you to the form shown on the next page.

4, Enter the last four digits of your
SSN and your date of birth.

Employee Self-Service 2.0

5. Click Submit.

Nawvigation:

Logout

Contact Us/Help

Data Update Status

User Guide

Privacy Act Statement

Employee Locator
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LAST 4 OF S5M: l:l
DATE OF BIRTH: I:l *+{mm /dd /yyyy) with slashes*+*
ub reset

DoD Disclaimer

Thiz iz a Departrnent of Defense computer systern, This cornputer systern, including all related
equiprnent, networks and network devices (specifically including Internet access), are provided anly far
authorized U, S, Government use, Dol computer systems may be monitored for all lawful purposes,
including to ensure that their use is authorized, for managernent of the system, to facilitate protection
against unauthorized access, and to verify security procedures, survivability and operational security,
Monitoring includes active attacks by authorized DoD entities to test or varify the security of this system,
During rmonitoring, information may be examined, recorded, copied and used for authorized purposes. All
infarmation, including personal infarrmation, placed on or sent aver this systern may be monitored, Use of
this Dol carmputer systern, authorized or unauthorized, constitutes consent to ronitoring of this system,
Unauthaorized use rmay subject you to criminal prosecution. Evidence of unautharized use collected during
rnonitoring rmay be used for adrministrative, criminal or adverse action, Use of thiz systern constitutes
consent to monitoring for these purposes,
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Updating Your Self-Service Information

Shown below is the General Information form for an Active Duty employee. The
Navigation Menu lists the other forms available for this employee type. Some
forms allow updates to specific fields.

To update information USing it Total Workforce Management Services (TWMS)

Employee Self-Service 2.0 [/

the self-service module:

* For Official Uk

[ NAME T OFFICIAL RECORD UIC/ORG T ASSIGNED-MUSTER UIC/ORG T EMPLOYEE TYPE |
|[ROTTEN, JOHNNY IR IT2 [DEMO1 [ NE [DEMO1 / NE4 |acTIVE DUTY |

Logout
]
|

IA/Deploy Questionnaire TITLE I GRADE I MILITARY TYPE

. [
1. Go to the form that contains the Py —— Fermon = Fs=

= — GENERAL INFOR 0
I nfo rmatl O n OU Want to u date Assignment/Position Info EMPLOYEE STATUS: lactive - On Datsil{ Tmp Prom/TAD WORK SHIFT: 1st- 0730-1600 W
y p Awards/Quals Info TELEWORK ELIGIBLE: noT survEYED WORK SHIFT TYPE, ~
. . . P - TELEWORKING: o iFT: Ly
by CI Icklng the Correspondlng Training/Educ/Cert & Skills MILITARY STATUS (ACC): — UTY STATUS CODE: 100
Personal 1/Recall Information RANK/RATE: gT2 — DATE OF RANK:
. . NUMBER OF ENLISTMENTS: DNEC: -NG MATCHING DESCRIFTION FOUND
b utto non th e N avi at on M enu Security Clearance Info PRIMARY NEC: g 'DESCRIPTION FOUND SECONDARY NEC: -NG MATCHING DESCRIFTION FOUND
. - LIMDU: i LIMDU TYPE:
CyberSecurity Workforce Info
TY COMMENTS:
Assigned Assets
Tools/Actions: IMMEDIATE SUPERVISOR

Daily Muster

NAME: [WOLFE, MICHAEL C ] ORCG CODE: WORK PHONE: 515-532-4265
I

2. Enter the new data or replace the :.f:::::':y{ﬁ/

existing data in the editable fields oo gFf BASELOCKTION: [Gors A Sl S =Ee

Event Nggffcation Service BUILDING NUMBER: | [room numBER: | | [FLoor numsER: | v] | cusicLe/spack: | |

for that form. The form shown Regpfe outy nssignments

182 Traini o DATE REPORTED: 1/25/2007 PROJ ROTATION DATE (PRD):
- ACTIVE DUTY START DATE: TIME IN RATE DATE:
here has several fields that can be T S HEAts AT
TERMINAL LEAVE BEGIN DATE: APPR PROJ RETIRE DATE
My IDP DETAIL EXPIRATION DATE:

changed. e
—!& BALANCE INFORMATION (In Days)
View My Other Records LEAVE EARNED THIS FY: ] LEAVE CARRIED FORWARD THIS FY:

. . I WVE USED THIS FY: | LEAVE LOST LAST FY:
3. Click Update to overwrite the I b

existing information and refresh b=
the page.

El

R

rivacy Act Statement

Correcting your Data |

User Guide |

*For Official Use Only* * Safeguard in accordance with the provisions of the Privacy Act*existing
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Viewing Your Self-Service Information

Shown below is the General Information form for a Civilian employee. The
Navigation Menu lists the other forms available for this employee type.

To view different forms
within Self-Service:

1. Click on one of the buttons on
the Navigation menu. Here the
SF50s/Work History* button
will be selected.

*This button will only appear
for civilian employees.

Self-Service — Revision 4.0

" Total Workforce Management Services (TWMS)

Employee Self-Service 2.0 [/

General Information

vigation:

* For Official Use Only *
* Safeguard in accordance with the prov

of the Privacy Act *

NAME

OFFICIAL RECORD UIC/ORG [

ASSIGNED-MUSTER UIC/ORG | EMPLOYEE TYPE

[
lcavcE, EDGAR SR "ED"

[
|pEMO / NOZ

[DEMO1 / NEa letviLian-ArF
Logout
N . TITLE | PAY PLAN/SCHED SERIES | GRADE/BAND | TARGET |

issiumnent/Besition) Infu [T SPECIALIST (NETWORK Gs 210 iz 13
Benefits/Leave Info GENERAL INFORMATION

o~ EMPLOYEE STATUS: lActive - On Board WORK SCHEDULE: Full Time
Military Info TELEWORK ELIGIBLE: NOT ELIGIBLE WEEKLY HOURS: 40
Pay Info (MyPay) TELEWORKING: NO TELEWORK SHIFT: /A

WORK SHIFT: 1st - 0700-1530_ W | WORK SHIFT TYPE: v

Training/Educ/Cert & Skills APPOINTMENT TYPE: [Competitive - Career-Conditional TENURE GROUP: 2 - Conditional

Personal /Recall Information

Security Clearance Info
SF50s/Work History

CyberSecurity e Info

Awards Info

Acquisition Workforce Info

Assigned Assets

PAYROLL ORG CODE:

714

PAY RATE DETERMINANT: (0) Regular Rate

VETERANS PREF:

None

VETERANS PREF RIF: None

VETERAN STATUS:

Not A Veteran

ANNUITANT STATUS: Mot Applicable

SPECIAL PROGRAM 1ID:

Not Applicable

TRAINING PROGRAM ID: Mot Applicable

W
—‘QJ SUPERVISOR NAME:

IMMEDIATE SUPERVISOR

WOLFE, MICHAEL C

ORG CODE: N621 WORK PHONE: 615-532-4365

BASE LOCATION: |Kitsap, WA, United States

WORK LOCATION

| Bumbing:  [731

| FLOOR NUMBER: |FIRST

~| | Room NUMBER: [S5e2

| [ cuBicLE/sPACE: | ]

Tools /A
Daily Muster
SCD LEAVE: 9/12/1997 SCD CIV: lB/12/1557 SCD RIF: 9/12/1957

Employee Locator DATE LAST PROMOTED: 12/14/2003 LAST EQUIVALENT DATE (LEQ): [12/14/2003 WCI ELIGIBLE DATE: l6/12/2005
Online Training & Notices DATE EOD NAVY /USMC: 7/6/1958 DATE EOD CURRENT COMMAND DATE START PRESENT POSITION: 10/3/2004

DATE PROB\TRIAL PERIOD ENDS: _|N/A DATE CONVERSION TO CAREER DUE: __[10/3/2007 DATE SUPV/MGR PROBATION EXPIRES: n/a
SAAR-N/DD-2875 DATE TEMP PROMOTION EXPIRES: _|N/A DATE TEMP REASSIGNMENT EXPIRES: |N/A DATE SES PROBATION EXPIRES: Ir/a

DATE LWOP EXPIRES: NjA DATE VRA CONVERSION DUE: /A CAREER PROMOTION ELTGIBLE DATE: 12/13/2004

Event Notification Service DATE TEMP APPOINTMENT EXPIRES: |N/A DATE LTMITED APPOINTMENT EXPIRES: |N/A DATE RECRUITMENT RELOCATION AGR EXPIRES: |N/A

DATE OVERSEAS TOUR EXPIRES: _[N/A LQA EFFECTIVE DATE: /A DATE APPOINTED TO EXEC SVC: ria
SF182 Training Request
IPMS

Reset]

Forms
My IDP

Telework Request

View My Other Records

Information:
Contact Us/Help

POCs/Contacts

Data Update Status

Privacy Act Statement

Correcting your Data |

User Guide |

*For Official Use Only* * Safeguard in accordance with the provisions of the Privacy Act*
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Viewing Your Self-Service Information

Shown below is the SF50s/Work History form for a Civilian employee. Civilian
employees can view their SF50s and print them as desired.

Click any of the “View SF-50" buttons to
view and print the selected SF-50.

i Total Workforce Management Services (TWMS)

Employee Self-Service 2.0 //

Work H

Logout

General Information

Assignment/Position Info

Benefits/Leave Info

Military Info

Pay Info (MyPay)

Training/Educ/Cert & Skills

Personal/Recall Information

Security Clearance Info

CyberSecurity Workforce Info

Awards Info

Acquisition Workforce Info

Assigned Assets

Tools/Actions:

Daily Muster

Employee Locator

Online Training & Notices

SAAR-N/DD-2875

Event Notification Service

SF182 Training Request

IPMS

Forms

* For Official Uk
ard in accordance with the

NAME [ OFFICIAL RECORD UIC/ORG ASSIGNED-MUSTER UIC/ORG [ EMH OYEE TYPE |

|cAvcE, EDGAR SR "ED” [pEMO1 / Moz [DEMO1 / N6 |erviLian-Abr |
TITLE [ PAY PLAN/SCHED T SERIES [ GRADE/BAND [ TARGET |

|IT sPECIALIST (METWORK) |es [2210 J1z E |

PRINT ALL SF-50s

: 11/2/2003
Salary:

ACTION:
Pay Plan:

CONV TO TERM APPOINTMENT NTE 02-NOV-2005

Series: Grade:
5803 08 04
4737 o8 04

P——
View SF-50

ACTION: CONV TO TERM APPT NTE 20-APR-
Series: Grade:
5802 o8 04

5803 o8 04

2 4/20/2003
Salary:

View SF-50 |

View SF-50 |

: 4/1/2002
Salary:

ACTION: CORRECTION
Series: Grade:
WG 5803 o8 04

WG 58032 08 04

View SF-50 |

: 3/31/2003
Salary:

ACTION: TERMINATION-EXP OF APPT
Series: Grade:

WG 5803 08 04

View SF-50 |

ACTION: WITHIN-GRADE INC
Pay Plan:

2 2/9/2002

Series:

Self-Service — Revision 4.0

*For Official Use Only* * Safeguard in accordance with the provisions of the Privacy Act*
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Viewing Your Training Information

The Training/Educ/Cert & Skills form has seven tabs associated with it. These tabs
help to organize your training and other related information. The Training tab has
four additional views: Completed Training, Training Archive, Training
Requirements, and Projected Training. Completed Training is the default view and
Is displayed below.

U Total Workforce Management Services (TWMS)

Click any tab here to view viovec Sek Service 20 4/
- - - Completed Training
information corresponding o O e 0y *
5 L = Safeguard in accordance with the provisions of the Privacy Act *
to the tabs’ title. The
Navigation: [ NAME [ OFFICIAL RECORD UIC /ORG I ASSIGNED-MUSTER UIC/ORG [ EMPLOYEE TYPE |
training tab has four
.. - Miagout [ROTTEN, JoHNNY JR__IT2 [DEMO1 / Me [DEMO1 / nea |acTIve puty |
add Itlonal VIeWS- Genera I Informaf tion [ TITLE [ GRADE [ MILITARY TYPE |
= |conTroLLER |es |EnLisTED |
1A/Deployment/TAD Inio TRAINING v I CERTIFICATIONS/PROGRAMS AGREEMENTS EDUCATION LANGUAGES SKILLS UPLOADS
CI i Ck an Othe r I i n k o n th is :55;'?";“2'::20[5::1“ Info Completed Training » Training Archi Training Requirements « Projected 'Irainingl
- - . /Export Training History: 3] Excal T8 poF
form to view other training port Trining tistory: H
. i e =3
I nfo rmatl On . H e re! the Course ID  |Training Data Source|Date C leted|Hour ‘.EUsi i
13 H H T H (CEU: 1) TWH 552 7/22/2014 1 b
Training Requirements” link — ) TR | e v e T
will be selected. smon ) s sesace | manageR omovioeD /013 o NN N )
NITY IN TY AW, ( J [ SA-5.0| MANAGER PROVIDED [2/25/2013 1 ‘ | 4]
GRAMM ( 167T | MANAGER PROVIDED 3/8/2012 1 ‘ | t
NITY IN I TY AWA { ) [ SA-5.0| MANAGER PROVIDED [3/5/2012 0 ‘ | B

Note: Further information about adding e ou s

_record‘s‘ to this form can be found \ Listed here are the training courses for this employee
in the “Managing Training, completed within the last two years. Courses completed more

Certifications, Agreements, and than two years ago will be listed under “Training Archive”.
Skills™ Quick User Guide.

*For Official Use Only* * Safeguard in accordance with the provisions of the Privacy Act*
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Viewing Your Required Training

The required training for this employee will now be displayed. This form provides
more information about each requirement.

CI iCk the Deta” ||nk to VieW [ NAME | OFFICIAL RECORD UIC/ORG | ASSIGNED-MUSTER UIC/ORG | EMPLOYEE TYPE

|ROTTEN, JOHNNY IR IT2 |pEMO1 / e |DEMOL / NEs |acTive puTY

additional information about | | — | —
this requirement. — £ e

TRAINING v CERTIFICATIONS/PROGRAMS AGREEMENTS EDUCATION LANGUAGES SKILLS UPLOADS
Completed Traini

g » Training Archive » Training Requirements « Projected Training

REQUIREMENTS

|y |REQUIREMENT ib [comeLETE BY COMPLETED EXEMPTED REASON EXEMPTED CURRENTLY REQUIRED

Datail Audio/Video Maintenance 57618 06/30/2015 No No nfa Yes

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

Requirement Details

D 57618

Name Audic/Video Maintenance

This reguirement will enable personnel to manage and troubleshoot the A/V requirements of their Command. Specific focus

Description will be on Teleconferencing.

The Detail view displays

additional information about the Compltion Date Type | Cutom Dote Range
training requirement and will list

‘Group Course Title Course ID Training Method Hosted By E.ate g‘;'t!'. LIy
all courses that will satisfy the A AU VISUAL () SQuIPHENT T 18092 MULTIHEDIA (GAT T, BT, OLINE, OTHER 1y oo
trainin grequ IreMeNt, —— a4 SECTRICA SAFETY saHosts  ACCREDITED OFF-CAMPUS INSTRUCTION oy, 06/30/2015
3 A\ CERTIFICATION ?ffg;’ EI::\I::;: 4 06/30/2015
I AV MANAGEMENT 5-400-2031 (A:ggsnn‘so OFF-CAMBUS INSTRUCTION 0 06/20/2015

Self-Service — Revision 4.0 8 October 2020



atisfying Your Required Training

You can also satisfy your training requirements using Self-Service. The Online
Training & Notices form is where you will find these requirements and the courses
that you must take to satisfy them.

To Satisfy a training iy Total Workforce Management Services (TWMS)

Employee Self-Service 2.0 [/

General Information

requirement: .

uard in accordance with the pr of the Privacy Act *

Naviga [ NAME | OFFICIAL RECORD UIC/ORG | ASSIGNED-MUSTER UIC/ORG | EMPLOYEE TYPE |
ROTTEN, JOHNNY IR IT2 [DEMO1 / NE |DEMOA / NB4 |acTIvE DUTY |
Logout
N [ TITLE | GRADE | MILITARY TYPE |
I . k h I . - IA/Deploy Quest |conTROLLER. [Es NLISTED |
1 t O & 1A/ Deployment/TAD Info
. Click the Online Training Oepeyment S —
. Assignment/Position Info EMPLOYEE STATUS: lactive - On Detail/ Tmp Prom/TAD WORK SHIFT: 1st - 0730-1600 v
Notl Ces button On the Awards/Quals Info TELEWORK ELIGIBLE: INCT SURVEYED WORK SHIFT TYPE: ~
— 5 = TELEWORKING: s TELEWORK SHIFT: raa
T I /A - M Training/Educ/Cert & Skills MILITARY STATUS (ACC): DUTY STATUS CODE: 100
ools/Actions Menul. Personal/Recall Information RAMNIK/RATE: 2 DATE OF RANK:
NUMBER OF ENLISTMENTS: DNEC: -NO MATCHING DESCRIPTION FOUND
Security Clearance Info PRIMARY NEC: FNO MATCHING DESCRIPTION FOUND SECONDARY NEC: -NO MATCHING DESCRIPTION FOUND
- LIMDU: e LIMDU TYPE:
CyberSecurity Workforce Info
IA ELIGIBILITY COMMENTS:
Assigned Assets

Tools/Actions: IMMEDIATE SUPERVISOR

Daily Muster

NAME: |[WOLFE, MICHAEL C ] ORG CODE:  |NS2L WORK PHONE: l615-532-4265

Employee Locator -

I Online Training & Notices I WORK LOCATION

SAAR-N/DD-2875 BASE LOCATION: [Coosa, AL, United States ]
Event Notification Service BUILDING NUMBER: | | ROOM NUMBER: | ] \ FLOOR NUMBER: | ~| | CUBICLE/SPACE: | |
Reserve Duty Assignments DATES
SF182 Training Request DATE REPORTED: 1/29/2007 PROJ ROTATION DATE (PRD):
ACTIVE DUTY START DATE: TIME IN RATE DATE:
Forms EADS DATE: 11/17/2018 SOFT EADS DATE:
TERMINAL LEAVE BEGIN DATE: APPR PROJ RETIRE DATE
My TG DETAIL EXPIRATION DATE:
Telework Request
E BALANCE INFORMATION (In Days)

View My Other Records LEAVE EARNED THIS FY: o LEAVE CARRIED FORWARD THIS FY: o
| LEAVE USED THIS FY: | LEAVE LOST LAST FY: o |

Information: [ LEAVE BALANCE: o |

Contact Us/Help

POCs/Contacts

Data Update Status

Privacy Act Statement

Correcting your Data ‘

User Guide

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

Self-Service — Revision 4.0 9 October 2020



2.

Note: Listed here are only the outstanding

Satisfying Your Required Training

The Online Training & Notices form has four tabs associated with it. The Required
Training & Notices tab is the default view and is displayed below.

Click any tab here to view

information corresponding to the

tabs’ title.

Click on the name of the requirement
to view the online courses that will
satisfy this requirement.

training requirements for this
employee in which at least one
course associated with the
requirement can be completed
online. All training requirements
can be found listed in the Training
Requirements area located on the
Training/Educ/Certs & Skills form.

Self-Service — Revision 4.0

NAME | OFFICIAL RECORD UIC/ORG | ASSIGNED-MUSTER UIC/ORG | EMPLOYEE TYPE |
|ROTTEN, JOHNNY IR IT2 [DEMO1 / e [DEMO1 / Me4 |acTIvE DUTY |
[ TITLE | GRADE | MILITARY TYPE |
|conTROLLER [es [EnLISTED |

\l REQUIRED TRAINING & NOTICES AVAILABLE TRAINING SUPERVISORY TRAINING TRAINING REMINDER SNOOZE SETTING I

The following training courses or notifications are required and have not yet been completed
or are due to expire within 60 days.

To take a course, or view a notice, click on the requirement name below. Once completed, if your training was hosted
on TWMS or Navy E-Learning/NKO, your training record will be updated for completed training courses, and the
requirement will be marked complete for notices. For courses not hosted on TWMS or e-Learning, please show your
certificate of completion to your manager or training coordinator to receive credit.

To view what training classes you have completed, please click on the Training/Educ/Certs & Skills button
from the Navigation Menu on the left side of your screen.

Supervisors have additional training requirements on the supervisory training tab. Employees who are not
a supervisor may take supervisor training, but it is not mandatory.

Loading times for CBT's will vary based on time of day and the specific content being presented. It is recommended
that training be done during non-peak hours.

REQUIREMENTS
COMPLETION

1D REQUIREMENT NOTE BY DATE

* AudiofVideo Maintenance
57618| This requirement will enable personnel to manage and troubleshoot the AV 06/30/2015
requirements of their Command. Specific focus will be on Telecanferencing.

*For Official Use Only* * Safeguard in accordance with the provisions of the Privacy Act*
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Satisfying Your Required Training

A new window will open that will list the online classes satisfying the selected
requirement. Upon completion of your training, the time that your training record
will be updated is based upon where the training is hosted:

 If the training is hosted on TWMS then your training record will usually be updated upon completion.
 |If the training is hosted on the Navy’s eLearning (NeL) site then it can take up to several weeks for your training

record to be updated.

 If the training is hosted on another website then your training administrator must manually enter your training

completion in TWMS.

3. Click on the name of the course
title to launch the course.

Self-Service — Revision 4.0

For Training Hosted on TWMS:
1. Click on the "Course Title" hyperlink which will open the course in a new window.

2. Make all attempts to complete the course in one session, TWMS cannot save your place and lat you return later to complete.
3. Maks sure you complete all slides and continue to the end of the course until you see the message that you have completed
the course and your TWMS record has been updated, otherwise you will not get credit and may have to retake the course.

For additional assistance with TWMS hosted courses, please contact the Support center at 1-888-264-4255, option 3.

1. Click on the "Course Title" hyperlink which will open ETMDS in a new window.

2. Log into ETMDS and select the "Course Catalog” tab.

3. Search for desired course(s) using the search filters located at the bottom of the page. Best results are usually obtained by
using keywords from the course title. 4. Select the Department of Navy (DONM) Learning Category.

5. Select your desired Learning Category, course options will auto-populate at the bottom of the screen.

6. Salect "Enroll” for the dasired course(s) and follow the prompts to confirm your enrollment.

7. Select your "My Learning” tab and launch the course from your "My Training” section.

TWMS receives ETMDS/E-Learning/NKO course completion data daily, however; it can take up to 2 weeks for your TWMS record
to update. When logging into TWMS you will continue to receive prompts to complete assigned training until your TWMS record
has updated.

For any additional assistance with ETMDS/Navy E-Leaming please contact their Help Desk at Toll Free: (877) 253-7122 option 1
r DSM: 459-1001 option 1.

itle from each group must be taken to satisfy the training requirement.
To take a speCMiggourse, click on its course title. If the course is hosted on NKO, follow the instructions above to
locate it.

Group Completed Course ID Hosted By
TWMS-518092 AUDIO VISUAL (A/V) EQUIPMENT (CEU: 0) TWMS
SAHO413 (U) ELECTRICAL SAFETY AWARENESS (CEU: 1) OTHER
S-400-2031 AfNV MANAGEMENT (CEU: 1} MK
11 October 2020



Satisfying Your Required Training

Upon completion of a course hosted on TWMS it may take up to a day to reflect
that you have satisfied the training requirement.

4.

Click the page controls to step
through each slide of the
training.

When you have successfully
completed this course it will be
removed from the listing of
Required Training.

Self-Service — Revision 4.0

I Qoo 1orer mml

Naval Facilities Engineering Command

Audio/Visual
Equipment Maintenance
TRAINING

[ NAME | OFFICIAL RECORD UIC/ORG | ASSIGNED-MUSTER UIC/ORG | EMPLOYEE TYPE

[ROTTEN, J0HNNY IR T2 |pEMO1 / N6 [oEmo1 / ne4 |acTive puty

[ TITLE | GRADE | MILITARY TYPE

|conTroLLER |es |enuisTeD

REQUIRED TRAINING & NOTICES AVAILABLE TRAINING SUPERVISORY TRAINING TRAINING REMINDER SNOOZE SETTING

The following training courses or notifications are required and have not yet been completed or are
due to expire within 60 days.

To take a course, or view a notice, click on the requirement name below. Once completed, if your training was hosted on
TWMS or Navy E-Learning/NKO, your training record will be updated for completed training courses, and the requirement will
be marked complete for notices. For courses not hosted on TWMS or e-Learning, please show your certificate of completion to
your manager or training coordinator to receive credit.

To view what training classes you have completed, please click on the Training/Educ/Certs & Skills button from
the Navigation Menu on the left side of your screen.

Supervisors have additional training requirements on the supervisory training tab. Employees who are not a
supervisor may take supervisor training, but it is not mandatory.

Loading times for CBT's will vary based on time of day and the specific content being presented. It is recommended that
training be done during non-peak hours.

1D REQUIREMENT NOTE COMPLETION BY DATE

You have completed all requirements or none have been assigned by your command

*For Officialluzse Only* * Safeguard in accordance with the provisions of the Privacy Act*
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Satisfying Your Required Training

Returning to the Training/Educ/Certs & Skills form will now reflect the successful
completion of the online training course.

6. Click the Training/Educ/Cert
& Skills button on the
Navigation Menu to view that
the course that has been
completed.

[ NAME T OFFICIAL RECORD ULC/ORG

ASSIGNED-MUSTER UIC/ORG | EMPLOYEE TYPE |

[ROTTEN, JOHNNY IR IT2 |pEMO1 / N6

[DEMOL /

hE4 |acTive puTy |

[ TITLE [ GRADE

MILITARY TYPE |

|conTrROLLER [es

[EnLISTED |

TRAINING » CERTIFICATIONS/PROGRAMS AGREEMENTS EDUCATION

LANGUAGES SKILLS UPLOADS

Completed Training « Training Archive « Training Requirements « Projected Training

Completed Training for the past 2 years.
For training older than 2 years, click on Training Archive

The Training Requirements view
will also display that there are no
outstanding requirements to be

complete\

Self-Service — Revision 4.0

Print/Export Training History: @ Excel @ PDF

Soucse Tile Loucse 0

AUDIO VISUAL (4/V) EQUIPMENT {CEU: 0} TWMS-518092 TWMS 8/26/2015 il o § |
BED BUGS WARINESS (CEU: 1) TWMS-562992 | MANAGER PROVIDED |7/22/2014 [

SEXUAL ASSAULT PREVENTICN: ONE TEAM GNE FIGHT (CEU: 0) TWMS-563046 | MANAGER PROVIDED |3/2/2013 1| o ‘ 4]
SEXUAL ASSAULT PREVENTION: ONE TEAM ONE FIGHT (CEU: 0} TWMS-563046 | MANAGER PROVIDED |8/1/2013 1l @ ‘ i
INTELLIGENCE COMMUNITY INFORMATION SYSTEMS SECURTY AWARENESS (IC-ISSA) V5.0 (CEU: 1)|DOD-IC-1S5A-3.0( MANAGER PROVIDED |3/25/2013 8 1 ‘ fh
\VISUAL BASIC .NET PROGRAMMING: INTRODUCTION (CEU: 1) TCOM7167T | MANAGER PROVIDED |3/8/2013 40| 1 ‘ fh

[ NAME I OFFICIAL RECORD UIC/ORG I ASSIGNED-MUSTER UIC/ORG [ EMPLOYEE TYPE |
[ROTTEN, JOHNNY IR IT2 |[pEMO1 / NE |DEMO1 / Ne4 |acTIvE DUTY |
[ TITLE [ GRADE MILITARY TYPE |
|[conTROLLER [es [ErLISTED |

TRAINING v CERTIFICATIONS/PROGRAMS AGREEMENTS EDUCATION

REQUIREMENT

COMPLETE BY COMPLETED EXEMPTED

LANGUAGES SKILLS UPLOADS

Completed Training » Training Archive f Tr g Requirementsp Projected Training

REASON EXEMPTED

CURRENTLY REQUIRED

IND Data Found

*For Official Use Only* * Safeguard in accordance with the provisions of the Privacy Act*
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Viewing Your SAAR-N/DD-2875

Self-service is also where you can initiate or, if already created, view and print your
SAAR-N/DD-2875 form.

Wi Total Workforce Management Services (TWMS)

Employee Self-Service 2.0 //

To view and print your
SAAR-N/DD-2875 form:

General Information

* For Official Use Only *

OFFICIAL RECORD UIC/ORG ‘

ASSIGNED-MUSTER UIC/ORG I
|DEMO / No2

|DEMO1 / mBa

|

|cAYCE, EDGAR SR "ED”
Logout

EMPLOYEE TYPE |
|cIvILIAN-APF |

TITLE | PAY PLAN/SCHED | SERIES | GRADE/BAND |
[T SPECIALIST (NETWORK, G5 2210 1z 13
GENERAL INFORMATION

Assignment [ Position Info TARGET |

Benefits/Leave Info

= EMPLOYEE STATUS: active - On Board WORK SCHEDULE: Full Time
Military Info TELEWORK ELIGIBLE: NOT ELIGIBLE WEEKLY HOURS:
Pay Info (MyPay) TELEWORKING: NO TELEWORK SHIFT: /A
WORK SHIFT: 1st - 0700-1530_ W | WORK SHIFT TYPE: |

Click the SAAR-N/DD-2875

Training/Educ/ Cert & Skills

APPOINTMENT TYPE:

|Competitive - Career-Conditional

TENURE GROUP:

2 - Conditional

Personal /Recall Information

PAYROLL ORG CODE:

714

PAY RATE DETERMINANT:

(0) Regular Rate

Security Clearance Info

VETERANS PREF:

None

VETERANS PREF RIF:

None

VETERAN STATUS:

Mot A Veteran

ANNUITANT STATUS:

Mot Applicable

SPECIAL PROGRAM ID:

Not Applicable

TRAINING PROGRAM ID:

Mot Applicable

button on the Navigation
Menu.

SF50s/Work History

IMMEDIATE SUPERVISOR

CyberSecurity Workforce Info

WOLFE, MICHAEL C ORG CODE: Me21 WORK PHONE: 615-522-4365

Y
Awards Info »‘lﬁ SUPERVISOR NAME:

Acquisition Workforce Info WORK LOCATION

BASE LOCATION: |Kitsap, WA, United States

Assigned Assets

| eunpmne:  [7s:1 [ FLOOR NUMBER: [FIRST ~] [ rRoom numBER: [se2 | [ cuercLe/space: | ] ]
Daily Muster IMPORTANT DATES
SCD LEAVE: 3/12/1857 SCD CIV: lo/12/1357 SCD RIF: l3/12/1357
Employee Locator DATE LAST PROMOTED: 12/14/2003 LAST EQUIVALENT DATE (LEQ): [12/14/2003 WGI ELIGIBLE DATE: l6/12/2005
DATE EOD NAVY /USMC: 7/6/1998 DATE EOD CURRENT COMMAND DATE START PRESENT POSITION: 10/3/2004
DATE PROB\TRIAL PERIOD ENDS: _[N/jA DATE CONVERSION TO CAREER DUE: __[10/3/2007 DATE SUPV/MGR PROBATION EXPIRES: /A
DATE TEMP PROMOTION EXPTRES: _[N/A DATE TEMP REASSIGNMENT EXPIRES: _|[l/A DATE SES PROBATION EXPIRES: e
DATE LWOP EXPIRES: N/A DATE VRA CONVERSION DUE: /e CAREER PROMOTION ELIGIBLE DATE: 12/14/2004
Event Notification Service DATE TEMP APPOINTMENT EXPIRES: [N/A DATE LIMITED APPOINTMENT EXPIRES: |N/A DATE RECRUITMENT RELOCATION AGR EXPIRES: |N/A
DATE OVERSEAS TOUR EXPTRES: _[N/A LQA EFFECTIVE DATE: /e DATE APPOINTED T EXEC SVC: e

SF182 Training Request

IPMS

Reset|

Forms

My IDP

Telework Request

View My Other Records

Information
Contact Us/Help

POCs/Contacts

Data Update Status

Privacy Act Statement

Correcting your Data |

User Guide |

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

Viewing Your SAAR-N/DD-2875

If you, your supervisor, or a SAAR Administrator have already initiated a SAAR-N
for you then your name will appear in the new window.

Select the row where your
name appears to open your

SAARN: \

If your name does not appear and you
need to create a SAAR-N then select the
New SAAR Request tab. See the
“Managing Your SAARs — Self-Service™
quick user guide for more information.

SAAR Request Tool - #40045 CAYCE, EDGAR

Search Requests MNew SAAR Regquest

Req# Status SAAR Type From Create Date To Create Date
| ||Ne\-.l.-"Pend|ng v” hd | l tﬁ | tﬁ
<< Pravious Page 10f1 Next >> Sort by: order by: (1) records found.
Req# Requestor SAAR cyc UIC  ORG Status  Next Create Date
Type Approver/Alt
I4DO45 CAYCE, EDGAR NAVY YY DEMO1 NO2 New Request WOLFE, MICHAEL 8/27/2015 8:09:00 AM Approva Fc:r"ﬂl
< 2>

Self-Service — Revision 4.0

*For Official Use Only* * Safeguard in accordance with the provisions of the Privacy Act*
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Viewing Your SAAR-N/DD-2875

A web version of your SAAR-N will now be displayed. After your SAAR-N has
been signed by you and in routing for approval, you will not be able to make any

changes.

3. Click the View/Print SAAR
button.

Self-Service — Revision 4.0

~
SAAR Request Details - #40045 CAYCE, EDGAR
Search Requests New SAAR Request [QRVUTTVHSG[EEIT-4
Reguest Details | Approval Routing | Motification History
fH] SAAR Instructions
[ save Changes | [ Clear signature | [ Cancel Request View/Print SAAR
Status: New Reguest
SYSTEM AUTHORIZATION ACCESS REQUEST NAVY (SAAR-N)
TYPE OF REQUEST DATE
@ nitial O modification O Deactivate Ouserio [ | A EETEITEE
SYSTEM MNAME (Platform or Application) LOCATION (Physical Location of System)
NMC | [5an Diege
PART I (To be completed by Requestor)
1. NAME (Last, First, Middle) 2. ORGANIZATION
[cavce | [EDaar Il | [pEMOL COMMANDER, NAVY APPLICATION DEMO COMMAND |
3. OFFICE SYMBOL/DEPARTMENT 4. PHONE (Dsn and Commercial)
[no2 | Dsn: [s22-4285 | COM: [122-256-7830 |
5. OFFICIAL E-MAIL ADDRESS 6. JOB TITLE GRADE/RANK
[edgar.cayca@navy.mil | [ sPECIALIST (NETWORK) | Gs/12
v
7 AOFFTCTAL MATI TAG ARNRFESS R/ CTTI7ENSHTDR a NFSTAMATIOAM NF DERSMM
2>
*For Official Use Only* * Safeguard in accordance with the provisions of the Privacy Act*
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Viewing Your SAAR-N/DD-2875

A new Adobe window will open and display your SAAR-N or DD-2875 form as a
PDF document. As shown below, this SAAR-N has five pages.

FOR OFFICIAL USE OMLY WHEM FILLED

SYSTEM AUTHORIZATION ACCESS REQUEST NAVY (SAAR-N)
PRIVACY ACT STATEMENT

AUTHORITY: Executive Order 10450, Public Law 298-474. the Computer Fraud and Abuse Act: and System of Records MNotice: NM0500-2 Program
Management and Locator System.
PRINCIPAL PURPOSE: To record user identification for the purpose of verifying the identities of individuals requesting access to Department of
Defense (DOD) systems and information.
ROUNTINE USES: The collection of data is used by Mavy Personnel Supervisors/Managers. Administration Office. Security Managers, Information
Assurance Managers, and System Administration with a need o know.
DISCLOSURE: Disclosura of this information is voluntary: however. failure to provids the requested information may impade, delay or prevent further
processing of this request.

T¥PE OF REQUEST: DATE (DoAY YYY):
nmaL  [] moDiFicaTion ] pescTvaTE [ ] useRp —— 27AUG2015
SYSTEM NAME (Fiatform or Application): LOCATION (Physical Locafion of System):
NMCIT San Diego
PART | {To be complered by Requester)
- - - - 1. NAME (Lasf, First, Midde inifiaf): 2. ORGANIZATION:
4. Click the Print icon to pri nt your SAAR. CAYCEEDGAR DEMO! COMMANDER. NAVY APPLICATION DEMO COM

3. OFFICE SYMBOL/DEPARTMENT: 4. PHONE (D'SN and Commerciail)
N2 DSN: 5224365 COM: 123.456.7890
5. OFFICIAL E-MAIL ADDRESS: 6. JOB TITLE - GRADE/RANK:
edgar cayce@navy. mil IT SPECTALIST (NETWORK) - GS/12
7. OFFICIAL MAILING ADDRESS: &. CITIZENSHIP: ©. DESIGNATION OF PERSON

us [ [ mimary CIVILIAN
OQw [ other [] contracToR

10. INFORMATIONWNGGURAMCE (IA) AWARENESS TRAIMING REQUIREMENTS (Complefe 5 required for user or funcional level acosss.):

[ 1 have compieted Annua"Ngwareness Training DATE (DOMUMYYYY):

PART Il - ENDORSEMENT OF A
confractor - provide company namg

NT SPONSOR (If an individual is a

11. JUSTIFICATION FOR ACCE

*For Official Use Only* * Safeguard in accordance with the provisions of the Privacy Act*
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Logging Out of Your Self-Service

To logout of your self-service i Total Workforce Management Services (TWMS)

Employee Self-Service 2.0 //

record:

* For Official Us:

ns of the Privacy Act *

——rE [ NAME | OFFICIAL RECORD UIC/ORG [ ASSIGNED-MUSTER UIC/ORG | EMPLOYEE TYPE |
|cAvcE, EDGAR SR "ED” |DEMO / No2 |DEMO1 / mBa lcIviLian-aPF |
Logout
- - TITLE | PAY PLAN/SCHED | SERIES | GRADE/BAND | TARGET |
Assionment/RE=ition] lafo [T SPECIALIST (NETWORK Gs k210 1z 13
Benefits/Leave Info GENERAL INFORMATION
- = EMPLOYEE STATUS: active - On Board WORK SCHEDULE: Full Time
1. CI ICk the Logout button On Military Info TELEWORK ELIGIBLE: NOT ELIGIBLE WEEKLY HOURS: a0
Pay Info (MyPay) TELEWORKING: NO TELEWORK SHIFT: /A
- - WORK SHIFT: 1st - 0700-1530_ W | WORK SHIFT TYPE: |
the N aVI gatl 0 n M en u . Training/Educ/Cert & Skills APPOINTMENT TYPE: [Competitive - Career-Conditional TENURE GROUP: 2 - Conditional
personalf Recall Information PAYROLL ORG CODE: 714 PAY RATE DETERMINANT: (0) Regular Rate
VETERANS PREF: None VETERANS PREF RIF: Mone
Security Clearance Info VETERAN STATUS: Not A Veteran ANNULTANT STATUS: Mot Applicable
SPECIAL PROGRAM ID: Nt Applicable TRAINING PROGRAM ID: ot Applicable

SF50s/Work History

IMMEDIATE SUPERVISOR

CyberSecurity Workforce Info

0 - . . a2
i —— Al SUPERVISOR NAME: WOLFE, MICHAEL C ORG CODE:  |N621 WORK PHONE:  |515-532-4365
Acquisition Workforce Info WORK LOCATION
Assigned Assets BASE LOCATION: |Kitsap, WA, United States
| eunpmne:  [7s:1 [ FLOOR NUMBER: [FIRST ~] [ rRoom numBER: [se2 | [ cuercLe/space: | ] ]
Daily Muster IMPORTANT DATES
SCD LEAVE: 3/12/1997 SCD CIV: lo/12/1357 SCD RIF: l3/12/1357
Employee Locator DATE LAST PROMOTED: 12/14/2003 LAST EQUIVALENT DATE (LEQ): [12/14/2003 WGI ELIGIBLE DATE: l6/12/2005
Online Training & Notices DATE EOD NAVY /USMC: 7/6/1998 DATE EOD CURRENT COMMAND DATE START PRESENT POSITION: 10/3/2004
DATE PROB\TRIAL PERIOD ENDS: _|N/A DATE CONVERSION TO CAREER DUE: __[10/3/2007 DATE SUPV/MGR PROBATION EXPIRES: I/
SAAR-N/DD-2875 DATE TEMP PROMOTION EXPIRES: _|N/A DATE TEMP REASSIGNMENT EXPIRES: _|[l/A DATE SES PROBATION EXPIRES: A
DATE LWOP EXPIRES: N/A DATE VRA CONVERSION DUE: /e CAREER PROMOTION ELIGIBLE DATE: 12/14/2004
Event Notification Service DATE TEMP APPOINTMENT EXPIRES: |N/A DATE LIMITED APPOINTMENT EXPIRES: |N/A DATE RECRUITMENT RELOCATION AGR EXPIRES: |N/A
DATE OVERSEAS TOUR EXPIRES: _|N/A LQA EFFECTIVE DATE: /e DATE APPOINTED TO EXEC SVC: A
SF182 Training Request
IPMS
Reset]
Farms
My IDP

Telework Request

View My Other Records
Information:
Contact Us/Help

POCs/Contacts

Data Update Status

Privacy Act Statement

Correcting your Data |

User Guide |

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

Windows Internet Explorer EZ

The webpage you are viewing is trying to close the tab.

2. Click Yes at the dialog box. ~—

Do you want to close this tab?

Self-Service — Revision 4.0 18 October 2020
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