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Managing Your IDP in TWMS

The Individual Development Plan (IDP):
* is a document created by you and your 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 your performance and career goals

« is a living document, and should be reviewed by you and your supervisor as changes are made
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 the
skills and knowledge in your present position and your 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
you to participate in. Note: Approved SF182 forms, not this IDP, compile your official record of
training and academic achievements.
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Accessing Your IDP

You can initiate your own IDP through your TWMS self-service. If your supervisor
or local IDP Administrator has already initiated your IDP then you may notice that
some information has already been completed for you. Contact your local command
for further guidance.

[ NAME T OFFICIAL RECORD UIC/ORG | ASSIGNED-MUSTER UIC/ ORG | EMPLOYEE TYPE |
|cAYCE, EDGAR SR "ED" [DEMO1 / nOZ [pEMO1 [ B4 lerviLian-ApF |
Logout
Assignment/ Position Info [ TITLE | PAY PLAN/SCHED SERIES GRADE/BAND TARGET
[T SPECIALIST (NETWORK] GS 2210 12 13
Benefits/Leave Info GENERAL INFORMATION
T Military Info EMPLOYEE STATUS: lactive - On Board WORK SCHEDULE: Full Time
O access O u r I D P ro m TELEWORK ELIGIBLE: NOT SURVEYED WEEKLY HOURS: la
Pay Info (MyPay) TELEWORKING: ES TELEWORK SHIFT: /A
- . Training/ Educ/ Cert & Skills WORK SHIFT: ist - 0700-1530 W WORK SHIFT TYPE: ~
Se I f_Se rVI Ce APPOINTMENT TYPE: Competitive - Career-Conditional TENURE GROUP: 2 - Conditional
. Personal /Recall Information PAYROLL ORG CODE: 714 PAY RATE DETERMINANT: (0] Regular Rate
T VETERANS PREF: None VETERANS PREF RIF: Mone
VETERAN STATUS: Mot A Veteran ANNUITANT STATUS: Mot Applicable
SF50s/Work History SPECIAL PROGRAM ID: ot Applicable TRAINING PROGRAM ID: Mot Applicable
CyberSecurity Workforce Info IMMEDIATE SUPERVISOR

Awards Info ORG CODE: NE21 WORK PHONE: 619-532-4365

LA
#.1} SUPERVISOR NAME:

1 ) G O tO yo u r Se I f_servi Ce Acquisition Workforce Info I

Assigned Assets

- : |Kitszp, WA, United States Select
and then CI ICk the = - | [cuiciesspace: | |

— BUILDING:  [791 | | FLOOR NUMBER: | FIRST v ‘ ROOM NUMBER: [543
aily Muster

My IDP button on the Employee Locator

. Online Training & Notices SCD LEAVE: 5/12/1957 SCD CIV: 5/12/1997 SCD RIF: 9/12/1997

DATE LAST PROMOTED: 12/14/2003 LAST EQUIVALENT DATE (LEQ): 12/14/2003 WGI ELIGIELE DATE: 6/12/2005

TOOIS/ACtI OnS men u . SAAR-N/DD-2875 DATE ECD NAVY/USMC: 7/6/1398 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: /A
EvantMobbeaton Saryice DATE TEMP PROMOTION EXPIRES: |N/A DATE TEMP REASSIGNMENT EXPIRES: |N/A DATE SES PROBATION EXPIRES: /A

DATE LWOP EXPIRES: /A DATE VRA CONVERSION DUE: /A CAREER PROMOTION ELIGIBLE DATE: 12/14/2004

DATE TEMP APPOINTMENT EXPIRES: [NI/A DATE LIMITED APPOINTMENT EXPIRES: [N/A DATE RECRUITMENT RELOCATION AGR EXPIRES: |l/A
DATE OVERSEAS TOUR EXPIRES: |N/A LQA EFFECTIVE DATE: /s DATE APPOINTED TO EXEC SVC: /A

Resat

VSIP Survey

Telework Request

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 Position Info/Goals & Objectives

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 1s
shown below. In addition to displaying your Position Information, this tab also
displays if you are a member of the DAWIA workforce.

ﬁi_ Total Workforce Management Services (TWMS)

vidual Development Plan (IDP) // Login: Seli-Service Ace

Information about you .
and the Cu rrent Status Of HCA EEEEEEEEE =t |DEMGL]ND20FFI:IAL S |DEMQI NE:SSIENED S |INFDRMA ONTEC:’:{‘)’:DE?';I:;'E:;TW |
your IDP is displayed in / )

=
d
=
8
e
I
g
—

the heade I. ***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.***

To begin developing your IDP, please enter at least your Short Term Goal(s) and then save your changes. Other tabs will be available once save is
Qlnplel el

Information about your : e 1
R - - / anlf nnnnnnnn -532-5555 \Work Email _ jcse.m.gnnza\esl‘ctr@-navy.rrml | |
position is displayed here. 77 prnsen e |

DAWIA information
required for your position
is displayed here.

Save Changes
*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*
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Viewing Your Position Info/Goals & Objectives

If you mark your IDP as requiring no further development then you will be able to
Immediately sign and send your IDP to your supervisor for approval/disapproval. In
all other cases, you must first enter and save, at minimum, a Short Term Goal. Upon
the first save, the remaining tabs of your IDP will display.

i Total Workforce Management Services (TWMS)

Clicking here will export e e
the current version of
your 1DP.
Check th |S bOX if you Position Info / Goals & Objective_ BN LI : : _ : i
***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

1 Resource Office to update this information.***
reql'“ re no fu rther To begin developing your IDP, please enter at least your Short Term Goal(s) and then save your changes. Other tabs will be available once save is

development. After completed.
saving, you will be able to
immediately jump to the
Submit/Approve tab for
supervisor
approval/disapproval. 7

Write your Goals and (Brtanay
Objectives here.

Save
*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 Your Position Info/Goals & Objectives

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 the Mentor Match Service.

Indicate any interests you
may have by selecting the
appropriate checkbox(es).

If you are interested
being a mentor or mentee
and you don’t already You have indicated an interest in the mentorship program, however you do
have a profile in the T e o M 5 o S WAL E P S mer e o
Mentor Match Service ~> e
then you will be
prompted to create and

register for one.
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Adding Goals and Objectives to Your IDP

The first step in creating your IDP Is to enter your goals and objectives. At least one
Short Term Goal is required before being able to save your IDP for the first time.

Export to PDF

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

|cavee, EpGar |pEMO1/M02 [pEMO1/NE4 [inFORMATION TECHNOLOGY & MGMT |Not Created

7881 character{s) remaining.
Position Info / Goals & Objective Past IDPs

***PpPlease 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
O a. goa S an Resource Office to update this information.* **

To begin developing your IDP, please enter at least your Short Term Goal(s) and then save your changes. Other tabs will be available once save is

Objectives to your IDP: completed.

Position Info

Position Level Non-Supervisory

Supervisor Name WOLFE, MICHAEL |Supervisor Email michael.c.walfe.ctr@navy.mil
Work Phone 615-532-5555 [Work Email nzales.ctr@navy.mil
Position Start 1/25/2004 Type of onditional
BIN DEMO101 ion Level Bachelor's degree

critical Acquision Type _|N/A

Key Emergency Position _|osn not E-E, NCE. Key, or Mission Essential

1. Wr.ite your required DAWTA Career Field |- [DAWIA Career Level N/A
short term goals here. \

[INo Further Development Needed

Goals/Objective

[short Term Goal

2. Write your long term
goals here. AN F—

Optional)

Attend relevant courses and participate in developmental activities that will increase my everall communication skills.

3. Write your expected
objectives here.

Are you interested in having a mentor? [ Are you interested in being a mentor? [ Are you currently mentoring someone? [ Are you i d in a devel | assi O

4, Click Save Changes.

*For Official Use Only* * Safeguard in accordance with the provisions of the Privacy Act*
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Adding Goals and Objectives to Your IDP

Your IDP will now display seven tabs which helps to both organize the information
found in your IDP and to communicate changes between you and your supervisor.

Your IDP Status will change to Created after saving your first updates.
AII Informatlon Can be ICAYCE, EDGAR e IDEMOI‘ND;FFIEIALUICI‘DRC IDEMD:UNG:SSIGNED UIC!ORG IINFURMATIONTEC:’:;I}ES:T‘LGI:;FW ICreated L i
viewed by selecting one of
these seven tabs. ¥

_._Position Info / Goals & Objective Required Training Manage Knowledge, Skills, and Abilities (KSA) Developmental Training Submit/Approve Communications / Change History Past IDPs

***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 Infa
Position Level Non-Supervisary

Supervisor Name WOLFE, MICHAEL [Supervisor Email michael.c.wolfe.ctr@navy. mil
Work Phone 615-532-5555 [Work Email jose.m.gonzales1.cir@navy.mil
Position Start 1/25/2004 [Type of Competitive - Career-Conditional
BIN DEMO101 Education Level Bachelor's degree

Critical ision Type |N/A

osition
[DAWIA Career Field |- |[DAWIA Career Level [ |

[ No Further Development Needed
Coals/Objective
Build skills and oral and written communication.

Short Term Goal

Long Term Goal
(Optional)

attend ralevant courses and participate in developmental activities that will incrasse my cverall communication skills.

Objective (Optional)

entoring someone? || Are you interested in a developmental assignment? ||

=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*
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.
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Viewing Your Completed/Required Training

The “Required Training” tab displays a link to your completed training as well as a
list of your current training requirements you have. If you 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 your completed/required training:

1. Click the Required
Training tab.

Clicking this link will open

a neW WI n d OW d ISp I ayl n g [ E | OFFICIAL UIC/ORG | ASSIGNED UIC/ORG [ MAVY COMMUNT TY | IDP STATUS \
|cavce, encar \ |pEMO1/N02 [DEMO1/NES [mFoRMATION TECHNOLOGY & MGMT |created |
your completed training. \ S
Position Info / Goals & Objective Required Training M Knowled Skill d Abiliti KSA D I tal T Submiit /A Com ti Chi Hist Past IDPs

IC ick here to view Completed Training I

CIICklng a link dISpIayed .Current Training Requirement(s)

here will openanew | S— prErerm— rem——— — Comptte |
window that will allow you /B_“T;‘equired Training
to complete the training e - pe—— — =
for the listed requirement. iZZZZfi,: =
Training and Certiﬁcations Billet Required Certifications
required of the billet you . Qulfction o == — pescrption
are assigned tO WI“ be AN TDF 1= 3 FLAN ONLT. YOUT INDUT, WHETer SDProved of N, G0Es NGT aUTOMatCally IEQISter YOU Tor 8 Classevent/actv:

d iSp|ayed he re. *For Official Use Only* * Safeguard in accordance with the provisions of the Privacy Act*
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Selecting KSAs for Your IDP

Your goals and objectives previously entered will help you to search for and select
the appropriate KSAs to add to your 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 your 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 Your IDP

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

The Navy Community
that you are 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.

My IDP — Revision 4.0

Export to PDF

NAME

[ OFFICIAL UIC/ORG

ASSIGNED UIC/ORG NAVY COMMUNITY

IDP STATUS

|cavce, enear

|pEMOL/M02

| |
[pEMO1/N64 —p JinFormATION TECHNOLOGY & MGMT Jcreated

Sub-Lommunrty

Ksa Category

Level

KSA Keyword

Submit/Approve

Communications / Change History

Display BSO-Preferred KSAs Only

Display Selected KSAs Only

Past IDPs

i SAs. Any KSA changes will be automatically saved. A
Select Sub Community KSA Category KSA
[} INFORMATION TECHNOLOGY & MGMT Application\System Reenginsering Ability to apply general rules to specific problems to produce answers that make senss
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)
O INFORMATION TECHNOLOGY & MGMT Application\System Resnginaaring Ability to communicate information and ideas sither orally or in writing so others will understand
O INFORMATION TECHNOLOGY & MGMT Application\System Reengineering Ability to remember information such as words, numbers, pictures, and procedures DD&
O INFORMATION TECHNOLOGY & MGMT Application\System Reengineering Ability to suggest a number of relevant ideas about a topic
[} INFORMATION TECHNOLOGY & MGMT Application\System Reengineering Ability to understand information and ideas presented either orally or in writing
O INFORMATION TECHNOLOGY & MGMT Application\System Reenginzering Knowledge of a wide varisty of applications, operating systems, protocols, and equipment used in customer arganizations
O INFORMATION TECHNOLOGY & MGMT pplic ¥ gineering ledge of fu and operability of operating environments
[} INFORMATION TECHNOLOGY & MGMT Application\System Reenginsering Knowledge of IT security certification and ion raqui
O INFORMATION TECHNOLOGY & MGMT opli v gineering ledge of network archi . topok and protocols
O INFORMATION TECHNOLOGY & MGMT Application\System Resnginaaring ¥nowledge of pertinent Govarnment laws and IT regulations
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.

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

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

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

3. Click Search.

My IDP — Revision 4.0

You can also search for KSAs by a keyword search.

Export to PDF

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

Community

Required Training

INFORMATION TECHNOLOGY & MGMT| v

Sub-Community Al

Ksa Category

Level

IT Palicy and Planning

KSA Keyword

<< Previous Page

Next Page>>

Manage Knowledge, Ski

Developmental Training hbmit/Approve

Display BSO-Preferred KSAs Only

Display Selected KSAs Only

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

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 INFORMAT[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 Your IDP

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

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 your
IDP.

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

My IDP — Revision 4.0

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 Your Selected KSAs

Now that you have selected at least one KSA to be included in your IDP you can
choose to display only those that you have selected.

To view only your
selected KSAs:

1 Select this checkbox
to only display your
selected KSAs.

2. Click Search.

Only your selected KSAS
will now be displayed.

My IDP — Revision 4.0

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 & MGMT| v

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

PR LT TOUT DU WHETEr SDDTOVED OF MOt COSS NG T aUtomatcany regiter v
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Adding Developmental Training

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 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 you add to this IDP are
subject to your supervisor’s approval.

To add developmental training to your IDP:

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

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

[short Term Development (Up To 3 Years)

Your short term and/or
IOn term courses and ILong Term Development (Over 3 Years)
g /I Mo records found

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

activities will be
displayed here.

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

Courses added to your IDP are first searched for in the TWMS Course Table. You
will be able to associate a course to any of your previously selected KSAs but it is
not required. Repeat the steps below to add additional courses to your IDP.

To add a course to
your IDP:

Position Info / Goals & Objective

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

2. Select the Priority - ——T | .
by == —
. / [ roscore | o | _~
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.

My IDP — Revision 4.0 16 March 2016



Adding a Course to Your 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 in
a course nor are receiving any approval to take a course when adding a course to
your IDP.

5. Enter either the Course

ID and/or any part of the
Cou rse tltl e' \I Search for yvour Course Title, if it isn't found then click 'Cancel” to manually type in the Course Title.
| CourseID | |Course Title |Dlzin Writing DCPDS-Compliant Only [+ CSWF-Scoped Only [ |
. r e
6. Click Search. : g
<< Brevious Page
5 Record(s) Returned
7a If the course tltle youare Course ID Course Title Training Method ?&s:'fsd (@ fl‘; :e
) . . ; TWMS-576723 2014 PLAIN WRITING ACT D BASER OR N 1 0
SearCh I ng for IS I ISted TWMS-580409 PLAIN WRITING ACT 2014 IER BASED OR 1
then click the Course ID i =
. TWMS-550587 SEAWAR FLAIN WRITING I BASER OR Yas 1 0
hyperl n k' GO to Step 8 ' FGOV_01_A20_LC_ENUS THE PLAIN WRITING ACT B BASED OR
O R l Cancel

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

My IDP — Revision 4.0 17 March 2016



Adding a Course to Your IDP

Courses added to your 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

Enter any other
information for this ———

Cou rse as requ i red . \ Search for your Course Title, if it isn't found then you will be able to manually type in the Course Title.

Manage Knowledge, Skills, and Abilities (KSA' e R L Submit/Approve

Communications / Change Histo Past IDPs

Priority |Critical\Mandated | v |

|Anticipated Completion ||03.‘31,’2c|15
KSA I

~]

Course Title [PLAIN WRITING ACT TRAINING FOR SSP EMPLOYEES

Search |[ Clear |
Training Institution |

Click the Add ot cou
Course button. —

[[0.00

Short Term Development (Up To 3 Years)

This new course is now [ recors fund |
listed in the Short Term Long Term Development (Over 3 Years)

‘ No records found ‘

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

because the anticipated

Position Info / Goals & Objective

Manage Knowledge, Skills, and Abilities (KSA N e TR e e Submit/Approve

Communications / Change Histo! Past IDPs

completion date is

within the next 3 years. T

10.

\ 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 ici C i Date € SF182
Repeat Steps 1- 7a 4 x PLAIN WRITING ACT TRAINING FOR SSP EMPLOYEES COURSE | TWMS-503675 1 1 Critical\Mandated 2.00 0.00 3/31/2016 Start
and 8'9 tO add Other Long Term Development (Over 3 Years)
courses to your IDP [ o recorce foure ,
=An 1IDP is @ PLAN ONLY. Your input, whether approved or not, does NOT automatically register you for a class/event/activity.
from the TWMS

Course Catalog.
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Adding a Course to Your IDP

Courses added to your 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.

11. Manually enter the
course title for the
course you want to pddCourse |
add to your IDP. \ ifi::’forycur(:ourse th?r‘!;l‘\:h‘::dzézuz then you will be able to g

KSA Ability to develop prasentations, brisfings, and reports

A KSA has been selected to associate with this new course.

affe Knowledge, Skills, and Abilities (KSA

Position Info / Goals & Objective

Developmental Training

Submit/Approve Past IDPs

anually type in the Course Title.

|Anticipated Completion ||03,‘31,’2016

]
Course Title Plain Writing for Technical Personnel
S —

N search || clear |
12. Enter any other ooy frihution

information for this /
course as required.

[[0.00

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 -

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 Your IDP

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

My IDP — Revision 4.0 20 March 2016



Adding an Activity to Your IDP

Activities added to your 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 your
IDP.
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Submitting Your IDP

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.

Note: The IDP Status now displays as
“Pending Employee Signature”
because the minimum requirements
have been satisfied.

To submit your IDP:

1. Click the
Submit/Approve

tab.

—_— [ OFFICIAL UIC/ORG [ ASSIGNED UIC/ORG [ NAVY COMMUNITY | | IDP STATUS
|cavce, enear — [pEMO1/N64 |aDMIISTRATION Pending Employee Signature
Position Info / Goals & Objective Required Training Manage Knowledge, Skills, and Abilities (KSA Developmenta ) » | Submit/Approve Communications / Change Histo Past IDPs

Approval

2. Add an optional
comment to be
viewed by your
supervisor. —

Signature History
3 CI T k th S T ‘ No records found
. IC e Ig n =An IDPis a PLAN OMLY. Your input, whether approved or not, does NOT automatically register you for a class/event/activity.

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

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

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

An email will be sent to your supervisor and your IDP is now ready for their
approval signature. If you make additional changes to your IDP before or after your
supervisor signs it then the status of your IDP will change back to “Pending
Employee Signature” and you must re-submit your signature again.

Note: Once you have submitted your signature then your IDP

Status will change to “Pending Supervisor Approval”.
Feedback will let you /

NAME | OFFICIAL UIC/ORG | ASSIGNED UIC/ORG | NAVY COMMUNITY | |

know an email has been leaveetnad e [oewotmes ProvETRATION | T

H An automated email has been sent to notify your supervisor that your IDP has been signed.
Se nt to you r SU pe rVISO r Position Info / Goals & OIJjec_tive | Required Training Manage Knowledge, Skills, and Abilities (KSA) Developmental Training

and that your signature Signature has been recorded.
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.

Submit/Approve Communications / Change History Past IDPs

A running history of the

signatures between you,

your SUperVISOI', and signature History

th e I D P COO rd i nato r Date Approval Status Signed By Signature _ : Comments
Wi I I be ShoWn he re. / An IDP 1s a PLAN ONLY. Your input, whether appraoved 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*

TWMS IDP for CAYCE, EDGAR - Please review

Here iS a Sample email noreply@twms.navy.mil

Fri 8/21/2015 14:09
Wolfe, Michael

that is sent to your it .
S u pe rViSO r afte r yO u / This email is to notify you that CAYCE, EDGAR has completed and/or updated his/her annual IDP in TWMS.
have signed your IDP.

Please review the IDP by accessing the following link.

https:/twms.navy.mil/training_info/idp/Default. aspx?Emailld=59437208-0bed-4fbd-91ae-T01 5548{393f
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Approval Notification

An email will be sent to you from your supervisor when they have
approved/disapproved your IDP. After their review, the status of your IDP will

change accordingly.

An email will be sent to you
notifying you that your IDP has
been approved/disapproved. ~

Individual Development Plan - Review Complete

noreply@twms.navy.mil
Mon 8/24/201512:12
Cayce, Edgar CIV
mytwms,navy.mil 3

Note: Once your IDP has
been approved then
its status will change

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

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

Export to PDF
—
NAME [ OFFICIAL UIC/ORG I ASSIGNED UIC/ORG [ NAVY COMMUNITY [ | 1DP STATUS |
|cavce, EDGar [DEMO1/ND2 |pEmo1/nes [aDMINISTRATION lApproved

Position Info / Goals & Objective Manage Knowledge 3 ePIeS (KSA) | Developmental Training BRI 07 N0 Communications / Change Histo

Past IDPs

IDP has already beep zibs

—

to “Approved”.

The signature history
has also been updated
displaying any
comments made by
your supervisor.

My IDP — Revision 4.0

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
taking classes that require funding.

the approval of SF182 Form. Employee shall complete the SF182 approval process before

Comments

Signature History

Date Approval Status Signed By Signature Comments

8/24/2015 12:12:00 PM Approved supervisor WOLFE.MICHAEL.C.0123456783 Let's discuss the outline of your first training brief sometime naxt month, Patty will 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 1IDP 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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Your IDP Messages & Change History

It is easy to communicate with your supervisor regarding any information or

questions about or changes to your IDP. Any messages that you, your supervisor, or
an IDP Coordinator add to your IDP can be viewed in the Communications/Change
History tab. Here, you can also view a history of all changes related to your IDP.

To add a message to your IDP:

1. Click the
Communications/

Change HiStory Communication
tab. — & - —

message to.

3. Write your
message to be sent.

4, Click the Add
Message button.

2. Select who you A
want to send the /

A running history of all
changes related to your
IDP are displayed here.

My IDP — Revision 4.0

|cavce, enear |pEMOL/M02

Communications / Change History

Past IDPs

Se
e

old ate | Changed By
. o - CAYC
rse Change {Plain Writing f hnical Personnel}-Anticipated Completion) 03/31/ sefz0te I ef/z015 £0G,
. o - CAYCH
rse Change [Plain Writing f: hnical Personnel)-Anticipated Completion) 03/30/ '31/2006 . ef21/2015 DG
cti ange (Prepares mi . CAYC
111111111 EDG)
ctivity Add re minimum of ane training brief per quarter for FYzot6. | srzi/z01s g;gc
N added lsin Writing for Tachnical Perscnel ~ la2gz01s EmD";C
Short Term Training Removed B 1= ot A
New Course Added LAT RITIN \CT TRAINING FOR SSPEMPLOYEES  [sf20/2015 EmD“(;C
Short Term Goal Updatad Build skills in ommunication. ~ lspiozo1s e
Atten rtici ;. CAYC
Objective Updated communication skills, T TEEEER | ef/201s EDG.
n E] I . atically register you Tor a class/event/activity.
* 101 * k i i ici 1 *
For Official Use Only* * Safeguard in accordance with the provisions of the Privacy Act



Your IDP Messages & Change History

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

H e re iS a Sam p I e emal I that |S :\::Z:Ijifl@n::l::t::::;:q\irlelopment Plan (IDP) Message for CAYCE, EDGAR - Please review
sent to your supervisor after e et

adding a message to your IDP. — &

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, EpGar |DEMO1/mM02 [DEMO1/NE4 |apminasTRATION [Approved |
Position Info / Goals & Objective Required Training Manage Knowledge, Skills, and Abilities (KSA Developmental Training Submit/Approve Communications / Change History Past IDPs

Communication
Send to Supervisor [ Employee [

Message

The added message is
n OW d isp I ayed . — To Sups — To Date Message Author

5/24/2015 Hi Miks, I found some additional training vendors for the writing class we spoke sbout last week.

CAYCE, EDGAR

Change History

Change old Value New Value Date | Changed By
) ] \ i . CAYCE,
Course Change (Plain Writing for Technical Persannel)-Anticipated Completion) 03/31/2016 03/30/2016 siz1/2015 | SA0CE:
. 5 -\ - " CAYCE,
Coursa Change (Plain Writing for Tachnical Persannel)-Anticipated Complation) 03/30/2016 03/21/2016 8/21/2015 | SAYCE:
Activity Changa [Prepares and delivars a minimum of one training brief per quarter for FY 2016.)- L~ . cavce,
8/21/2015
Competancy / EDGAR

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

You will be able to review any previous IDPs that have been archived by your
supervisor or by an IDP Coordinator. Your past IDPs are displayed for viewing or
printing purposes only and cannot be altered in any way.

To view your
past IDPs:

1. Click the
Past IDPs tab.

2. Click the Print icon = P P prrrr—
next to any of your
IDPs you would like
to view. The

Selected IDP Wi“ AN IDP 15 3 PLAN ONLY.
open in a new /

12/11/2013 3:41:00 PM PATTY.KLINE

Your input, whether approved or not, dees NOT automatically register you for a class/event/activity.

g Ty e

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

window for saving
or printing.
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Linking a Course or Activity to an SF182

Sometimes you may need to fulfill a course or activity added to your IDP by
enrolling in and taking a course offered by your local command or a training
vendor. Your IDP allows you to link your 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 your IDP.

To link a course or

aCt|V|ty '[O an SF182 it Total Workforce Management Services (TWMS)
Individual Development Plan (IDP) // Login: Self-Service Access Level:
- ** FOR OFFICIAL USE ONLY B e ==
1.  Clickthe
Deve I O p me ntal [ NAME [ OFFICIAL UIC/ORG [ ASSIGNED UIC/ORG [ NAVY COMMUNITY [ IDP STATUS |
YCE, EDGAR DEMOL/NDZ DEMO1/NG4 [aDM on Panding Employss Signaturs

Training tab.

Short Term Development (Up To 3 Years)

2. Select the Start link n Courc Tt == =2 m= e = | == e =] === | = e
CO rrespo nd i ng to th e 7 * ::Jitr;;;avelup presentations, briefings, Plain Writing for Technical Personnal COURSE Critical\Mandated 0.00 0.00 3/31/2016 ey =
>
course or aCtIVity e s — - e Critical\Mandated s/30/2016 Start

Long Term Development (Over 3 Years)

[ Mo racords found
=an 1D

is a 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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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 your SF182 will
display. This section must be completed first before the other sections will display.

Your information will always

_ _dlsplay in the header_w_h_en SF182 ID:
VIeWIng your SF1823- The Inltlal / Ncavce, EpGar RATE IDEHOI;’SDF;ICIM_ Simi IDEMM;:‘S;S‘;IGNED Lo qut e I I
status is “Not Created”.

Click here to return to your IDP. /;

Pel_en'!e t::.fﬁ ssssssssssss __V
b::: o Il be fricial () Assigned Routing UIC/Org |DEMO1/MOZ

3 . Enter any re I evant ;u:nbelr e Position Level Mon-Supervisory

. 4 Work Phone 123-456-7830 ‘ Work Email michael.c.wolfe@navy.mil

Informatlon for your SF182 < p‘;:rmr:.“u:ds IIIIIIIIIII [NETWORK)

N special O If yes, describe

tll_at doesn t a!rea_dy appear ::‘;:i‘:liment Compatitiva - Caraar-Con ditional Education Lavel [Two years college

Fields appearing in yellow s

baCkg rou nd are req u | red . \ Supervisor Name |[WOLFE, MICHAEL  |superw isor 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 your 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. If an
SF182 Coordinator has access to your SF182s then they can also complete and
route them.

After the initial save, the status SF182 ID: 34562
Of you r SF182 Wi II Change to }CAYCE, EDGAR R IDENG]."NE’ZFFICIAL B |Q%ASSIGNED Lt II oooooooo d STATES
“Not Routed”.
5. Click the Section B — — =
. . Training Vend? 'same, mark box)
Training Course Data tab. e 210y =
v Telephone || Vendor Email |

6. Enter the information as

HHHHH i
appropriate. Fields havinga < [mome= [oeecmemtarommmesiee] [ Bosc Traning - Fundamentalsnd o recured ~
yellow background are Tpe Sl ]
required. | e b e S

Training Source

7. Click the Save Changes
button.

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