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Training Requirements - Summary

The Training Requirements module in TWMS provides the functionality to assign and manage the
required training for your personnel. You will only be able to assign training requirements for those
within your scope of access of the TWMS account you are logged into. To use this module you must
either have the “Training Requirements — Full Management” or “Training Requirements — Limited
Management” privilege. Please contact your TWMS Admin POC for these account privileges.

This module allows you to create a training requirement specific to your needs. For example, you will
be able to create and assign a training requirement for all civilian personnel having a specific
occupational series.

Using the Automation Rules feature will allow TWMS to auto-manage the members of your training
requirement. Using the example above, each time a new civilian employee with that specific
occupational series moves into or out of your scope of access that employee will automatically be
added to or removed from that training requirement.

Additional features will let you select one or more alternates who will also be able to manage the
training requirements you have created. You will also be able to request access to a requirement that
you did not create or copy attributes of an existing training requirement for your use that someone else
has created. Finally, TWMS allows you to generate email notifications to employees and their
supervisors regarding new training requirements and/or email reminders about completing existing
ones.
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Accessing the Training Requirement Module

TWMS allows you to create a training requirement that can be assigned to
employees within your scope of access. You can also select other personnel as
alternates to this training requirement so that they may also add employees that are
within their scope of access.

To access the Training Requirement module in ) Cain an Employes
TWMS*: Ad-Hoc Reporter
Dashboard View
1. From the Home Page click on the HRO Tools
Tools/Function button on the Actions Menu. IDWO Candidates

Manage Billets

CBCA: Manage Missions

Manage Non-Navy Personnel

Muster Employees

2. From the Tools & Functions form choose the
Manage Training Requirements button located
within the Training Tools header.

Report Services

System Administration

ToolsfFunctions

View/Update your Profile

*You must have the appropriate
privilege to create, view, edit, and
copy training requirements. MANAGE TRAINING REQUIREMENTS
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Accessing the Training Requirement Module

The Training Requirements main window is now displayed. Initially, the list of
Active training requirements you created will be listed. The four buttons found on
the Navigation Menu are described below.

Search —
Displays the list of
training requirements
based upon your search
criteria. Do not confuse
this list with the training
course(s) that have been
selected that will satisfy
the requirement.

Create New Requirement — | s

Your TWMS ID will appear here the
first time you open this module. Enter
different search criteria to display
other training requirements.

'f Total Workforce Management Services (TWMS)

Training Requirements 2.1 /{ Login: TRAINING.ADMIN Access Level: 5YSTEM ADMINISTRATOR

** FOR OFFICIAL USE ONLY - PRIVACY ACT ENSITIVE **
*% Any misuse or unauthorizad disclosure of this information may rar Jlt in both civil and criminal penalties **

Allows you to create a crets et

new training requirement. | ==

Mass Change Owner —
Allows you to select a
new owner for all the
training requirements you
have selected.

Exit —
Closes this window.

Managing Training Requirements — Revision 4.0

1D Reguirement Days/ YrCreated By Owner BS0 Status 1
TRAINING.ADMIN w| Active (% Search
D Days/Year BSO %t:t": End Date Created Created By Owner
Summary View
Copy 7 NO FEAR ACT 2013 NVS2 4/1/20138/14/2013 4/20/2005 TRAINING.ADMIN TRAINING.ADMIN
Preview
Summary View Annual Security Brief
Copy 52 Required for all CNIC personne I cnce every y 12 months, IAW SECNAV INST N5z 7/14/2009 TRAINING.ADMIN MARCHER.CASTELL
Preview 5510.36.
*For Official Use Only* * Safeguard in accordance with the provisions of the Privacy Act*
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Creating a Training Requirement

Creating a training requirement is one way for you to manage your mandatory
training. You can also copy an existing training requirement someone else has
created for your own use or request access to an existing requirement for your use.

To create a training
requirement:

1. Click the Create
New Requirement
button on the
Navigation Menu.

\ Searcl

ng Requirements 2.1

Create New Requirement

'"l Total Workforce Management Services (TWMS)

/{ Login: TRAINING.ADMIN Access Level: SYSTEM ADMINISTRATOR

** FOR OFFICIAL USE ONLY - PRIVAC SENSITIVE **
unauthorized disclosure of this information may result in both civil and criminal penalties **

Managing Training Requirements — Revision 4.0

tus

[ i W | TRANING.ADMIN i W v active v h |

D Days/Year BSO D:t": nd Date Created  Create d By Owner
Summary View
Copy 7 NO FEAR ACT 2013 NVS2 4/1/20138/14/2013 4/20/2005 TRAINING.ADMIN TRAINING.ADMIN
Preview
Summary View Annual Securlg Brief
Copy quired for all C personnel once every 12 menths, IAW SECNAY INST A -CAS
Ereview 5510.35.

*For Official Use Only* * Safeguard in accordance with the provisions of the Privacy Act*
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Creating a Training Requirement

A new form opens and is displayed here. A brief description of the available fields
Is found below. Required fields are indicated in yellow.

/ Reguiremen t Name Audic/Video Maintenance
2' Enter the reqUIred flelds as This requirement will enable personnel to manage and troubleshoot the A/V ;I
=t requirements of their Command. Specific focus will be on Teleconferencing.
necessary for the new training
requirement. =
\ 3
MNotes
|
Completion Date Type ICustom Ciate Range LI
Start Date IUB_-"U 1/2013
Completion By IUG.-"QB.-"2013 Employees should complete this requirement by this date. Completion after this date is considered deliguent.
3. CI ICk the Create ReqU| rement \ Due Date |09_1‘2?_r"2013 Last day to take course and raceive cradit.
button. . Create Reguirement

Requirement Name — Enter the name of
the training requirement here.

Description/Notes — Useful information
about the training requirement can be
entered here. This information is displayed
for members in self-service when they
access the training requirement.

Managing Training Requirements — Revision 4.0

Completion Date Type — Several choices
are available that determine when the
requirement needs to be completed by. For
example, choosing “Custom Date Range”
requires a Start Date, A Completion By
date, and a Due Date. Other Completion
Date Types (shown to the right) require
different data to be entered.

7

Mo Date Reguirement

Calendar Year

Annual (every 12 months)
Annual (every 2 years)
Annual (every 3 years)
Meaw Command Employes
EADS

Maw Navy/USMC Employes
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Creating a Training Requirement

After creating the new training requirement the Edit Requirement window is now
displayed and is divided into seven tabs. The default tab, “Requirement Details”, is

shown below.

TWMS auto-generates a
Training Requirement ID
and is displayed here
along with the name of the
training requirement you
previously entered.

4, Enter updates/changes to
this training requirement.

Managing Training Requirements — Revision 4.0

|576 18-Audio tVideo Maintenance I

/ This window contains seven tabs.

BELT IS G Alternate Users Manage Course Titles | Find/Add Members | Manage Current Members | Automation | Change History I

Requirement Status is Inactive.

-

ID

57618

Reguirement Name

|Audio_."Video Maintenance

Description

This requirement will enable personnel to manage and troubleshoot the AWV
requirements of their Command. Specific focus will be on Teleconferencing.

Completion Date Type

Custom Date Range

Start Date

03/01/2013

Completion By Date

06/28/2012 Employees should complete this requirement by this date. Completion after this date is

considered deliquent.

Due Date 09/27/2012  Last day to take course and receive credit.
Status Status will be inactive if start date is in the future, due date is in the past. or no course title has been added.
Created By: JOSEPH.MERRIK
JOSEPH MERRIK
joseph.merrik@navy.mi
Owner: JOSEPH.MERRIK

JOSEPH MERRIK

joseph.merrik@navy.mil Automation Rules are

based on the owners' sco

pe.

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

March 2019




Creating a Training Requirement

Each tab allows you to control the attributes for each part of the training
requirement such as identifying alternates, managing course titles and assigned
personnel, and defining any automation you would like to apply. Together, the
Information in these tabs will allow you to effectively manage your training

requirement.

Note: The status of your training
requirement will remain
“Inactive” if one of three
conditions are met.

57618-Audio/Video Maintenance

BELT IS G Alternate Users | Manage Course Titles | Find/Add Members Manage Current Members | Automation Change History

Requirement Status is Inactive.

D

57618

Reguiremen t Name

|Audio_."Video Maintenance

Description

This requirement will enable personnel to manage and troubleshoot the AWV
on Tele i

requirements of their Command. Specific focus will be Teleconferencing.

1) The start date is in the futur

2) The due date is in the past.

3) There are no course titles
selected.

5. Click Update if you make
any changes.

Completion Date Type Custom Date Range b
Start Date 03/01/2013

Completion By Date

06/28/2012 Employees should complete this requirement by this date. Completion after this date is considered deliquent.

09/27/2012  Last day to take course and receive credit.

Due Date
H Status Status will be inactive if start date is in the future, due date is in the past. or no course title has been added.l
Created By: JOSEPH.MERRIK
JOSEPH MERRIK
joseph.merrik@navy.mi
Owner: JOSEPH.MERRIK

JOSEPH MERRIK
joseph.merrik@navy.mil Automation Rules are based on the owners' scope.

—

S ——
—

Managing Training Requirements — Revision 4.0
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Changing Owners

When a training requirement is initially created the “Owner” is identical to the
“Created By” employee. There might be instances where you want the owner to be
a different employee than the creator. For example, the scope of the owner’s TWMS

account is what is used if there are Automation Rules that have been defined and
enabled for the training requirement. Please refer to “
> discussed later 1n this guide for more information.

/\

TO Change the Owner Of a Completion By Date ’m Employees should & t by thiz date. Completion after thiz date iz considered deliquent.
. . . Due Date ’m Last day to take course and receive credit.
tral n I ng req u I rement- Status Status will be inactive if start date is in the future, due date is in the past, or no course title has been added.
Created By: JOSEPH.MERRIK
fc?zseii\H n: fr?iigcn avy.mil
1. Click the Select button. Quncr, Joseen e
joseph.merrik@navy.mil futomation Rules are based on the owners' scope.

2. Enter your search criteria to [Oodte | | == [

flnd the neW OWner. \ Search results are limited to users with an active TWMS account and who have the Manage Training Requirements privilege.
3. Select the name of the el e - — — I

employee to add as the Search

Owner. — =

Rernate Name Code ccess Level
} \ CAYQE EDG;:R § DEI'\r'llJC::.: ND":"_l BASE ADM:‘; SUPPI(_:IRT
4' CIICk Update' Page 1 of 1 Pages
. . ancel

Note: Only employees with an active TWMS Lo

account and having one Of the Training *For Official Use Only* * Safeguard in accordance with the provisions of the Privacy Act*

Requirements privileges can be selected.
Managing Training Requirements — Revision 4.0 10 March 2019



Adding Alternates

Adding one or more alternates will allow you to control who else will also have the
ability to manage the training requirement. Only employees with an active TWMS

account and who have one of the Training Requirements privileges can be selected

as an alternate.

If a training requirement is “Inactive” then
that status will be displayed on each tab.

57618-Audio/Video Maintenance

BELTE I G Alternate Users I MaMe Course Titles | Find/Add Members | Manage Current Members | Automation | Change History

To add an alternate to a

Requirement Status is Inactive.

Training Requirement:

ID 57618

Requiremen t Name |Audio_."Video Maintenance

1. Click the Alternate Users
tab.

This requirement will enable personnel to manage and troubleshoot the AWV
requirements of their Command. Specific focus will be on Teleconferencing.
Description

Notes
Completion Date Type Custom Date Range b
Start Date 03/01/2013
Completion By Date 06/28/2013 Employees should complete this requirement by this date. Completion after this date is considered deliguent.
Due Date 09/27/2012  Last day to take course and receive credit.
F th . t th Status Status will be inactive if start date is in the future, due date is in the past. or no course title has been added.
ro e preVIOUS S epS’ e Created By: JOSEPH.MERRIK
- JOSEPH MERRIK
new name of the Owner is S
- Owner: EDGAR.CAYCE3
now displayed. p [ coser caves
—).
adgar.cayce@navy.mil Automation Rules are based on the owners' scope.

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

Managing Training Requirements — Revision 4.0 11 March 2019



Adding Alternates

There are two types of alternates: 1) Full permissions - allows full access to make
any change to the training requirement, 2) Limited permissions - allows the ability
to only add and modify personnel assigned to the training requirement.

2. Select one of the three
hyperlinks pertaining to the
type of alternate(s) you would
like to add to this training

requirement.
Continue to step 3 if the Add \

Alternate With Full
Permissions, or Add
Alternate With Limited
Permissions hyperlink is
selected.

3. Enter your search criteria to
find the alternate(s) for this
training requirement and then
click Search.

Select the name of the
employee to add as an
alternate and then click Done.

Managing Training Requirements — Revision 4.0

57618-Audio/Video Maintenance

| Requirement Details G EICRIET Manage Course Titles | Find/Add Members | Manage Current Members | Automation Change History

Requirement Status is Inactive.

Full Permissions - Read/Edit permissions on all tabs.
Limited Permissions - Read permissions on all tabs. Edit permissions only on the 'Find/Add Members' and "Manage Current Members' tabs.

gkadd Alternate with Full Permissions
Fkadd Alternate with Limited Permissions

3kadd all users within BSO and with the Manage Training Requirements privilege as Alternates with Limited Permissions

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

Delete Selectad

Selact All De-Selact All

No Alternates

Search results are limited to users with an active TWMS account and who have the Manage Training Reguirements privilege.
Creators and Owners of a training requirement cannot alsc be selected a=s an Alternate.

Page 1 of 1 Pages

—»[E5]

Last Name |rotten First Name BSD UIC
Vel
1w
Alternate Name UIC Org Code Access Level
JOHNNY.ROTTEN ROTTEN JOHNMNY DEMO1 N41 TRAINING COORDINATOR

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

12 March 2019



Adding Alternates

Selected Alternates who have full permissions will also be able to manage Owners
and Alternates of the training requirement. Alternates having limited permissions
can only modify members of the training requirement based upon their scope of
access iIn TWMS. They will NOT be able to change the details of the requirement,
modify courses, or manage the automation rules.

5 TO add more alternates Of 57618-Audio /Video Maintenance

the same type, repeat steps
3-4. To add a different type Requirement Status is Inactive.
Of alternate I'epeat StepS 2'4. Full Permissions - Read/Edit permissions on all tabs.

Limited Permissions - Read permissions on all tabs. Edit permissions only on the 'Find/Add Members' and 'Manage Current Members' tabs.

| Requirement Details QNG EICRIEE Manage Course Titles | Find/Add Members Manage Current Members | Automation Change History

dkAdd Alternate with Full Permissions
AFAdd Alternate with Limited Permissions  3FAdd all users within BSO and with the Manage Training Reguirements privilege as Alternates with Limited Permissions

. i = — The 'Select All' button selects all who fulfill search criteria on all pages. page:[1 v
The list of Alternates will
1 Select User ID Alternate Name Access Level UIC Email Address Limited Permissions
be dISpIayed here. \ I I:‘ JOHNNY.ROTTEM ROTTEM, JOHNNY TRAINING COORDINATOR DEMO1 johnny.rotten.39%@navy.mil Mo I

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

Note: If the Add all users within BSO and with
one of the Training Requirements
privilege as an Alternate with Limited
Permissions hyperlink is selected then
these alternates are automatically added.

Managing Training Requirements — Revision 4.0 13 March 2019



Adding Course Titles

The previous steps discussed how to change owners and select alternates. The five
remaining tabs will guide you through how to help you enter/select all the other
needed information. There is no order in which this information needs to be

completed.

To add a course title to a
training requirement:

1. Click the Manage Course
Titles tab to select the
course title(s) that will
satisfy this training
requirement.

Managing Training Requirements — Revision 4.0

57618-Audio /Video Maintenance

BELT IS G Alternate Users I Manage Course Titles I Find/Add Members Manage Current Members | Automation Change History

Requirement Status is I}@d@

ID

-~

Requiremen t Name

Audio/Video Maintenance

This requirement will enable personnel to manage and troubleshoot the AV
requirements of their Command. Specific focus will be on Teleconferencing.

/ Notes

Completion Date Type

Custom Date Range b

Start Date

03/01/2013

Completion By Date

06/28/2012 Employees should complete this requirement by this date. Completion after this date is considered deliguent.

059/27/2012  Last day to take course and receive credit.

Due Date
Status Status will be inactive if start date iz in the future, due date is in the past, or no course title has been added.
Created By: JOSEPH.MERRIK
JOSEPH MERRIK
joseph.merriki@navy.mi
Owner: EDGAR.CAYCEZ

EDGAR CAYCE

adgar.cayce@navy.mil Select | Automation Rules are based on the owners' scope.

*For Official Use Only* * Safeguard in accordance with the provisions of the Privacy Act*
14 March 2019




Adding Course Titles

The Manage Course Titles form now displays and is used to find the course title(s)
In the TWMS Course Table that you will select that, when completed, will satisfy
this training requirement.

57618-Audio/Video Maintenance

| Requirement Details | Alternate Users Manage Course Titles Find/Add Members Manage Current Members | Automation Change History |

2. Enter the Course ID,

Requirement Status is Inactive.

rse Title (or any part of
_Cou Se e O a y pa 0 ‘ D Automatically add Course Title(s) that match the Course ID of any selected course title(s). These Course Title(s) will be added during the nightly TWMS process.
it), and/or select whether
the course |S Currently Find a Course — FEE Any unsavet_‘l group or order changes will be lost if another course title.
is selected. After making any changes please click the Update button below
Cours=10 Course Title o before selecting another course title, *=**
hosted on TWMS. —_— Twhs L g -
1

AV L] Only one course title from each group needs to be

completed to fulfill this requirement

3. CIiCk Find tO display the 14 Rec(]rd_(s) Returned o Couras
course title(s) in the TWMS Title — Training Method S

Course Table that match Vi Mo _ _ _
your search criteria. — s e Notice that the first course title
R oA selected for this training

INSTRUCTION (AQCI)
——— =
TWMS- MULTI-MEDIA (SAT TV, CBT, Yes I

4. Click the course title [oo v v covme T, MRl requirement is hosted on
hyperlink to add that title to CABLING DATAVOICE N oo T NN TWMS. Course titles hosted on

DCPDS-

the list of course titles that SR SR TR S sages N TWMS are those that have
will satisfy this training - associated training content that
reqU|rement PA/VI TRAINING SYMPOSIUM E%:GZ?:: ’;ES‘EI_F:{EL%IIESNO&Z%?TPUS No can be Completed |n TWMS
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Adding Course Titles

The attributes of a selected course title will determine if you need to provide
additional information before adding it to your training requirement. For example,
because the course title previously selected is hosted on TWMS it was immediately
added to the training requirement. See the next slide for more information regarding

non-TWMS course titles.

57618-Audio/Video Maintenance

| Requirement Details | Alternate Users Manage Course Titles Find/Add Members | Manage Current Members | Automation Change History

5. Repeat step 4 to add other
course titles from the

Change Status to Active

Requirement Status is Inactive.

| D Automatically add Course Title(s) that match the Course ID of any selected course title(s). These Course Title(s) will be added during the nightly TWMS process.

same search results or
repeat steps 2-4 to search
for other course titles.

Find a Course
Course ID Course Title

AV

. 13 Record_(s) Returned
Notice that the second

Training Method

*#* Any unsaved group or order changes will be lost if another course title
is selected. After making any changes please click the Update button below
before selecting another course title, ***

Hosted
Twms

0O e Only one course title from each group needs to be
Pags: |1 ¥|  completed to fulfill this requirement

Order Not Displayed Automatically
Hosted on Groug. ¥
TWMS AUDIO VISUAL (A/V]

EQUIPMENT

Mo Course ID: TWMS-518092
Training Method: MULTI-

M X MEDIA %SAT TV, CBT, A 1M tv O Ne
ONLINE, OTHER AV)

Mo

Host: TWMS

Title Course ID
course title selected for 200 wave oni Toas  pcr0s-
this training requirement I
iS nOt hOSted On TWMS. I:: ::IN:G:I;:E' — S‘-:f2031.

ACCREDITED OFF-CAMPUS
INSTRUCTION (AOCI)

Url:

Course titles not hosted on

CABLING DATA/VOICE N oo
TWMS m ay or may not CHINFO PA/VI TRNG SYMPOSIUM  DTFDS”

COMPOA/VNSINTRGRAL 2 DCPlss

have training content
associated with them. See

DCPDS-

AVIONICS AV W
CORE AVIONICS A/V Teas

SYMPOSIUM gg:g?s'

1 DCPDS-

the next slide for more
. . SENCORE PROFESSIONAL A/ DCPDS-
CALIBRATION 405220

information. Ee———
VIDEQ,COMP,A/V EXPO 333365

¥ERO¥ VENTURA/VERSIO g?;f’]_sz-

Managing Training Requirements — Revision 4.0

ACCREDITED OFF-CAMPUS
INSTRUCTION [AOQCI)

16

Mo I ate Delete All
Mo \
o

Course titles previously added to the
training requirement are displayed
here.

= 2 2 =2 =2 =2 = =
o o o o o o o
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Adding Course Titles

If a selected course title has content hosted on Navy e-Learning (NeL) then
members assigned to the training requirement who have completed that course will
display as also completing the training requirement. If the selected course title is not
hosted on TWMS or NeL then members assigned to the training requirement who
have completed that course will need to have their training completions entered
manually in TWMS in order to display as completing the training requirement.

6a. If the selected course title is identical to a course hosted on NeL

then choose this option. The Course URL for these NeL course titles Course Hosted On:  Navy <-Learning (el v

tps://l il/

the training requirement, the displayed hyperlink will automatically

. - Course Url: https://learning.nel.navy.mi
Is shown here and can not be changed. For all personnel assigned to /' E=r

open a new browser window displaying the NeL login page.
6b. If the selected course title is identical to a course hosted on another

website then choose this option. Enter the URL where this course is Course Hum-mn=||other -1l
. - . . Course Url: htkp://www.marinenet.usmc.mil/
hosted. For all personnel assigned to the training requirement, the [Conc

displayed hyperlink will automatically open a new browser window

showing that hosted site. Training completions of course titles
having content hosted on other sites will need to be manually

entered in TWMS Course Hosted On: | No Link Provided W II

. . . . Course Url: |
6c.  If the selected course title is not available anywhere as an online / ==

course then choose this option. Training completions of course titles

without a hyperlink will need to be manually entered in TWMS.

7. Click Add Course.
Managing Training Requirements — Revision 4.0 17 March 2019



Adding Course Titles

Sometimes you may need

to add a course title to a training requirement which has

previously been completed by a civilian employee and is already included in their
official training record. These course titles in the TWMS Course Table will almost
always have the Course ID type, “DCPDS-XXXXXX”".

If needed for your training
requirement, select a course
title with a Course 1D type of

DCPDS-XXXXXX.
N\

Note: You cannot have a Course ID
of this type as the only course
title to be completed to satisfy

a training requirement.

Managing Training Requirements — Revision 4.0

57618-Audio/Video Maintenance

| Requirement Details | Alternate Users Manage Course Titles Find/Add Members | Manage Current Members | Automation Change History

Requirement Status is Inactive.

Change Status to Active

| D Automatically add Course Title(s) that match the Course ID of any selected course title(s). These Course Title(s) will be added during the nightly TWMS process.

Find a Course *#* Any unsaved group or order changes will be lost if another course title

is selected. After making any changes please click the Update button below
before selecting another course title, ***

Hosted
Course ID Course Title on
TWMS
AV ] M Only one course title from each group needs to be

Pag=: |1 ¥| completed to fulfill this requirement

12 Record(s) Returned

Not N
Hosted on Course Info Group Order Displayed in Automatically

Title Course ID Training Method TWHMS By Self Service Added
2009 NAVY PA/VI TRAINING DCPDS- " AUDIO VISUAL (A/V]) EQUIFMENT
CoTL 22052 ° Course ID: TWMS-518092
o DCPDS- Training Method: MULTI-MEDIA
A/ CERTIFICATION 111223 Mo ¥ (SAT TV, CET. ONLINE, OTHER |A ¥ 1 N
DCPDS- AV)
A/V M1(V) RAPID ARMA 140095 Mo E:}st TWMS
CABLING DATA/VOICE N ':L’fg Poso- M ATV MANAGEMENT
DCPDS CourselD: 5-400-2031
CHINFO PA/VI TRNG SYMPOSIUM Mo Training Method: ACCREDITED
92638 X OFF-CAMPUS INSTRUCTION A v 2 % [ n
COMPOA/VNSINTRGRAL,2 T M (aocI)
152541 Hosted By: Mavy e-Learning [Mel)
B . DCPDS- Urd: https://learning.nel.navy.mil/
AVION AW
CORE AVIONICS A/V WE 261738 Mo
AT TRAININ DCPDS-  ACCREDITED OFF-CAMPUS
PA/VI TRAINING SYMPOSIUM Tiaee INSTRUCTION (AGCT) Mo
AVERA/V N/DA DCPDS-
PRIMAVERA/VISION/PAR, 29468 Mo ] . .
SENCORE PROFESSIONAL A/V DCPDS- Th I p Iy dd d
Rt oS Mo e course title previously added Is
, o DCPDS-
VIDEQ,COMP,A/V EXPO Mo
hosted on NeL and, by default, appears
VEN DCPDS-
XEROX VENTURA/VERSIO Teriim Mo

second in the list of course titles that
will satisfy this training requirement.

18 March 2019



Adding Course Titles

Selecting a course title having this type of Course ID may be added to a training
requirement but, by default, will not be included in the displayed list of course titles
that will satisfy it. For more information, see * ”

later in this guide.

All course titles having a
Course ID type of
“DCPDS-XxXXxxX will
always appear at the end
of the list of course titles
that will satisfy a training
requirement.

Managing Training Requirements — Revision 4.0

57618-Audio/Video Maintenance

| Requirement Details | Alternate Users Manage Course Titles Find/Add Members | Manage Current Members | Automation Change History

Requirement Status is Inactive.

Change Status to Active

| O Automatically add Course Title(s) that match the Course ID of any selected course title(s). These Course Title(s) will be added during the nightly TWMS process. Update

Find a Course

Course ID Course Title

AV

11 Record(s) Returned

*#* Any unsaved group or order changes will be lost if another course title
- is selected. After making any changes please click the Update button below
TWMS before selecting another course title, ***

Hosted

0O Find] Only one course title from each group needs to be
Page: |1 |  completed to fulfill this requirement

Not -
Order . Automatically
o Hosted on Course Info Group Displayed in
Title Course ID Training Method TWMS By Self Service Added
2009 NAVY PA/VI TRAINING DCPDS- N AUDIO VISUAL (A/V]) EQUIPMENT
SYMPOSIUM 88059 @ CourselD: TWMS-518092
s DCPDS- Training Methad: MULTI-MEDIA
AV M1{V) RAPID ARMA 140925 Me w ﬁ:?T TV, CBT, ONLINE, OTHER AW 1+ O Mo
s y ATA/ . DCPDS5- .
CABLING DATA/VOICE M 140100 Mo Eﬁlst. TWMS
DCPDS- ;
CHINFO PASVI TRNG SYMPOSIUM 52696 Mo AV MANAGEMENT
CourselD: 5-400-2031
COMPOA/VNSINTRGRAL,Z i)é:zp;)“ﬁl: Mo Training Method: ACCREDITED
X OFF-CAMPUS INSTRUCTION AW 2 ¥ I:‘ No
. DCPDS- (aocI)
CORE AVIONICS AV WE Mo o
= 361733 Hosted By: Mavy e-Learning [Mel)
Ay . DCPDS- ACCREDITED OFF-CAMPUS ud: hitps://learning.nel.navy.mil/
PA/VI TRAINING SYMPOSIUM 28667 INSTRUCTION (AOCI) Mo v CERTIFICATION
_ . < DCRDS- Mo CourselD: DCPDS-111223
- — [ x Training Method: AW Mo
SENCORE PROFESSIONAL AW DCPDS- Mo Host: Ne Link Provided ,
CALIBRATION 405220 H
VIDEO,COMP,A/V EXPO DCPDS- e Update [ Delete Al
———— 332265
e DCPDS-
XEROX VENTURASVERSIO 355112 Mo

Note that this course title will
never be accessible in self-service.
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Managing Selected Course Titles

After a course title is added there are many options you have to determine how and
If it will be displayed for personnel assigned to complete the training requirement.
The results of these display options will all take effect in the self-service view of the
training requirement for those personnel. For more information, see “

> later in this guide.

57618-Audio/Video Maintenance

| Requirement Details | Alternate Users Manage Course Titles Find/Add Members | Manage Current Members | Automation Change History

Requirement Status is Inactive.

| | Automatically add Course Title(s) that match the Course ID of any selected course title(s). These Course Title(s) will be added during the nightly TWMS process. Update

Find a Course *#* Any unsaved group or order changes will be lost if another course title

o is selected. After making any changes please click the Update button below
TWHMS before selecting another course title, ***

Hosted
Course ID Course Title

O el Only one course title from each group needs to be
completed to fulfill this requirement

Not
grder Displayed in
Y Self Service

A utomatically

Course Info Group Added

AUDIO VISUAL (A/V) EQUIPMENT

Course ID: TWMS-518092

Training Method: MULTI-MEDIA
X (SAT TV, CET, ONLINE, OTHER AW 1| D No

Selected course title(s) can be a1

Host: TWMS
Url:

deleted, grouped, ordered, or AV MANAGEMENT

. . R N CoL_lrs_eID: S;‘4DdDI-2031.
|dent|f|ed to not be dISp|ayed x ?;%E%QMPSS INSTRUCTION Alw z %) [ Mo
in self-service. Directions for Hostod By: Ay o Laaming (Nel)
A/ CERTIFICATION

all these actions are contained 5 Sourselo: DCPDS-111223

Training Method: AW MNo
Host: Mo Link Provided

on the following slides.
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Deleting Course Titles

You are able to delete one or more course titles from a training requirement. If the
requirement has only one course title then it will no longer be active and the
“Completed” status for all members who have completed that course will update to

“NO,,

To delete one or more course
title(s) from a training
requirement:

la. Click the Delete All button to
delete all course titles.

1b. Click the Delete icon next to
a course title to delete an
individual course title.

2. Click OK.

Managing Training Requirements — Revision 4.0

57618-Audio/Video Maintenance

| Requirement Details | Alternate Users Manage Course Titles Find/Add Members | Manage Current Members | Automation Change History

Requirement Status is Inactive.

Change Status to Active

| | Automatically add Course Title(s) that match the Course ID of any selected course title(s). These Course Title(s) will be added during the nightly TWMS process. Update

Find a Course *#* Any unsaved group or order changes will be lost if another course title

o is selected. After making any changes please click the Update button below
TWHMS before selecting another course title, ***

Hosted
Course ID Course Title

O el Only one course title from each group needs to be
completed to fulfill this requirement

ot

Self Service
AU
Co
Tra
* | (A
AV)
Hos@ TWMS

1O VISUAL (A/V) EQUIPMENT

selD: TWMS-518092

ing Method: MULTI-MEDIA

TV, CBT. ONLINE, OTHER AW 1| D No

N "
&r% Grows O Biplayedin Avtematicaly

Url:
AV WANAGEMENT

CourgelD: 5-400-2031
Trairfing Method: ACCREDITED

A 4
b 4

OFF-QAMPUS INSTRUCTION AW 2w D Mo
sod)

Host:QNKD

Url: hitps://vewa.nko.navy.mil/

A/ CRRTIFICATION

CoursgID: DCPDS-111223

K | Trainifg Method: AV No
Host: o Link Provided

Ur]|
= B

Windows Internet Explorer

?/ Are you sure you want to delete this course?
o
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Ordering the Display of Course Titles

You can determine in what order you would like to have the course titles appear in
the training requirement when viewed in self-service. For more information, see

(13

To order the course titles in a
training requirement:

1. Click the dropdown arrow
next to a course title to change
the order in which it will be
displayed in self-service.

2. Click Update.

Note: Your changes will be lost if you
find another course title before
clicking the Update button.

Managing Training Requirements — Revision 4.0

> later in this guide.

57618-Audio/Video Maintenance

| Requirement Details | Alternate Users Manage Course Titles Find/Add Members | Manage Current Members | Automation Change History

Requirement Status is Inactive.

Change Status to Active

| D Automatically add Course Title(s) that match the Course ID of any selected course

title(s). These Course Title(s) will be added during the nightly TWMS pro

Find a Course ** Any unsaved group or order changes will be lost if another course title

- is selected. After making any changes please click the Update button below
TWMS before selecting another course title, ***

Hosted

Course ID Course Title

0O Find] Only one course title from each group needs to be

completed to fulfill this requirement

Orde:

r
By Dlsplaved

Self Service

Course Info Group LT t:':::;ca Iy

AUDIO VISUAL (A/V]) EQUIPMENT
Course ID: TWMS-518092

waigg Method: MULTI-MEDIA
K (sAT TV R [A|w O Mo
AV)
Host: TWMS o
Url: .

A."V MANAGEMENT
OOOOO ID: 5-400-2031
Training Method: ACCREDITED
X OFF-CAMPUS INSTRUCTION AW 2w D Mo
(AOCI)
Host: NKO
Url: https://wewa.nko.navy.mil/
AWV CERTIFICATION
Course ID: DCPDS-111223
x Training Method: AW Mo
Host: No Link Provided
Url:

Update Drelate All
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Hiding the Display of Course Titles

For a course title having content hosted on TWMS, NeL, or through another URL
you can decide not to display it in the training requirement. This may be useful for
those course titles that are no longer acceptable to complete during the training
requirement period but are still “creditable” for the personnel who have already
completed the content associated with it.

57618-Audio/Video Maintenance

TO hide One Or more Course | Requirement Details | Alternate Users Find/Add Members | Manage Current Members | Automation Change History
titles in a training requirement:  Reavirement Statusis Inactive.

| D Automatically add Course Title(s) that match the Course ID of any selected course title(s). These Course Title(s) will be added during the nightly TWMS process.
1- CheCk the bOX neXt to eaCh Find a Course » *** Any unsaved group or order changes will be lost if another course title
- - SrEd is selected. After making any changes please click the Update button below
course tltle that yOU WOUId Ilke four=e10 Course Title T\:,:.S before selecting another course title, ***

0O Find] Only one course title from each group needs to be
completed to fulfill this requirement

to hide.

Not
grder Displayed in
¥ |self Service

Automatically

Course Info Group Added

AUDIO VISUAL (A/V]) EQUIPMENT
Course ID: TWMS-518092

ining Method: MULTI-MEDIA
MLINE, OTHER AW 1

~1O No

Host: TWMS

2.  Click Update. ,‘:Il;

ooooo ID: 5-400-2031
T ng Method: ACCREDITED
X OFF C‘AMPUS INSTRUCTION AW 2 ¥ D No

Note: Your changes will be lost if you Kok e

o
Url: https://wewa.nko.navy.mil/

find another course title before EL‘LEZ?E“;%‘;E?LM
Training Method: AW Mo

clicking the Update button. Hesh o Link Provided

Managing Training Requirements — Revision 4.0 23 March 2019



Grouping Course Titles

You may need to create a training requirement where the content associated with
more than one course title is required to be completed before the training
requirement is satisfied. In this case, you must place these required courses into

different “groups”.

To change groups for one or
more course titles in a
training requirement:

1. Click the dropdown arrow
next to a course title to change
the group which it belongs to.

Managing Training Requirements — Revision 4.0

57618-Audio/Video Maintenance

| Requirement Details | Alternate Users Manage Course Titles Find/Add Members | Manage Current Members | Automation Change History

Requirement Status is Inactive.

Change Status to Active

| D Automatically add Course Title(s) that match the Course ID of any selected course title(s). These Course Title(s) will be added during the nightly TWMS process.

Find a Course *** Any unsaved group or order changes will be lost if another course title
- is selected. After making any changes please click the Update button below
TWMS before selecting another course title, ***
0O Find] Only one course title from each group needs to be
completed to fulfill this requirement

Hosted

Course ID

Course Title

Not
Displayed in
Self Service

Order
By

Automatically

Course Info Group Added

AUDIO VISUAL (A/V]) EQUIPMENT
Course ID: TWMS-518092
Training Method: MULTI-MEDIA
X (SAT TV, CBT, ONLINE, OTHER AW 1| D Mo
AV)
Host: TWMS
Url:
AV MANAGEMENT
Course ID: 5-400-2031
Training Method: ACCREDITED
PUS INSTRUCTION

Url: https://wwwa.nko.navy.mil/
AWV CERTIFICATION
Course ID: DCPDS-111223

w Training Method: = Mo
Host: No Link Provided
Url:

Update Drelate All
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Grouping Course Titles

Each group may contain more than one course title but only one course within each
group needs to be completed. The training requirement will be satisfied only after at
least one course from all groups have been completed.

2. After making changes to a
course titles’ group you may
need to change the “Order
By” number for one or more
of the course titles to display
them in the way you want
them to appear within their
respective group.

3. Click Update.

Note: Your changes will be lost if you
find another course title before
clicking the Update button.

Managing Training Requirements — Revision 4.0

57618-Audio/Video Maintenance

| Requirement Details | Alternate Users Manage Course Titles Find/Add Members | Manage Current Members | Automation Change History

Requirement Status is Inactive.

Change Status to Active

| D Automatically add Course Title(s) that match the Course ID of any selected course title(s). These Course Title(s) will be added during the nightly TWMS process.

Find a Course *** Any unsaved group or order changes will be lost if another course title

- is selected. After making any changes please click the Update button below
TWMS before selecting another course title, ***

Hosted

Course ID

Course Title

0O Find] Only one course title from each group needs to be

completed to fulfill this requirement

Not
Order __ -
By Displayed in

Self Service

Automatically

Course Info Group Added

AUDIO VISUAL (A/V) EQUIPMENT
Course ID: TWMS-518092
Training Method: MULTI-MEDIA
X (SAT TV, CBT, ONLINE, OTHER AW 1| D Mo
AV)
Host: TWMS

Host: No Link Provided

Url:
AV MANAGEMENT
Course ID: 5-400-2031
Training Method: ACCREDITED

X OFF-CAMPUS INSTRUCTION B ¥ 2| D MNo
(aOCI)

Host: NKO

Url: https://wewa.nko.navy.mil/

Update Drelate All
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rouping Course Titles

In this example, one course Training Hethed: MULTI_MEDIA
title of the two displayed in o Dk rwms

Group AAND the one
course title in Group B

needs to be completed for _ [ Soureeio: s a00 2031

the entire training

requirement to be satisfied. szl
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57618-Audio/Video Maintenance

| Requirement Details | Alternate Users Manage Course Titles Find/Add Members | Manage Current Members | Automation Change History

Requirement Status is Inactive.

Change Status to Active

| | Automatically add Course Title(s) that match the Course ID of any selected course title(s). These Course Title(s) will be added during the nightly TWMS process. Update ‘

Find a Course

** Any unsaved group or order changes will be lost if another course title

Hosted ; 5 i 7
I —— - is selected. f-\_ft9| making any chapges.:.ph-ahase click the Update button below
TWMS before selecting another course title, ***

0O Find] Only one course title from each group needs to be
completed to fulfill this requirement

Not
Order __ -
By Displayed in

Automatically
Self Service fiizl

Course Info Group

AUDIO VISUAL (A/V]) EQUIPMENT
X (SAT TV, CET, ONLINE, OTHER AW 1w I:‘ MNo

v Qurl:

A/V CERTIFICATION
CourselD: DCPDS-111223
x Training Method: AW Mo

— Host: No Link Provided
Lirl:

T | Training Method: ACCREDITED

X OFF-CAMPUS INSTRUCTION B ¥ 1% I:‘ No
(ADCI)

Host: NKO

Deleta All
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Automatically Adding Course Titles

All course titles added to a training requirement are found using the TWMS Course
Table. Because the TWMS Course Table receives these course titles from multiple
sources, there are instances where there can be identical Course IDs having
different course titles or training methods. For example, the course title entered
below resulted in four distinct records in the TWMS Course Table. In some cases
you may not know if there are identical Course IDs in the TWMS Course Table.

57618-Audio/Video Maintenance

| Requirement Details | Alternate Users LELELEReGIT - a9 Find/Add Members Manage Current Members | Automation Change History

The resulting course titles
matching the search
criteria is displayed to the
right. The first course title
will be added to this
training requirement.
Note that they all have the
identical Course ID.

Managing Training Requirements — Revision 4.0

Requirement Status is Inactive.

‘ D Automatically add Course Title(s) that match the Course ID of any selected course title(s). These Course Title(s) will be added during the nightly TWMS process.

Find a Course

Course ID

Electrical Safety Awareness

Course Title

4 Record(s) Returned

Title

(U) ELECTRICAL SAFETY

AWARENESS

(U) ELECTRICAL SAFETY

AWARENESS
ELECTRICAL SAFETY
AWARENESS
ELECTRICAL SAFETY
AWARENESS

Course
iD

SAHO419

SAHO419

SAHO419

SAHO419

Hosted
on
TWMS
[] Find
Page: |1 ¥
_ Hosted on
Training Method TWMS
ACCREDITED OFF-CAMPUS No
INSTRUCTION (AOQCI)
No
No
ACCREDITED OFF-CAMPUS No

INSTRUCTION (AOQCI)

*** Any unsaved group or order changes will be lost if another course title
is selected. After making any changes please click the Update button below
before selecting another course title, ***

Only one course title from each group needs to be
completed to fulfill this requirement
Not -
Course Info Group iz Displayed in Antm::dlcallv

BY  self Service
AUDIO VISUAL (A/V) EQUIPMENT
Course ID: TWMS-518092
Training Method: MULTI-MEDIA
X (SAT TV, CBT, ONLINE, OTHER AW 1| D MNo
AV)
Host: TWMS
url:

AW CERTIFICATION

27

Course ID: DCPDS-111223
x Training Method: AW No
Host: No Link Provided
url:
ANV MANAGEMENT
Course ID: 5-400-2031
Training Method: ACCREDITED
X OFF-CAMPUS INSTRUCTION B | iw I:l No
(aDCI)
Host: NKO
Url: https://weva.nko.navy.mil/

March 2019



Automatically Adding Course Titles

If the members assigned to complete the training requirement have completed the
content associated with the course title just added then they will satisfy Group A of
the training requirement. If the members assigned to complete the training
requirement have completed content associated with one of the other three course
titles NOT added to the training requirement then they will NOT satisfy Group A.

57618-Audio/Video Maintenance

| Requirement Details | Alternate Users LELELEReGIT - a9 Find/Add Members | Manage Current Members | Automation | Change History |

Requirement Status is Inactive.

‘ L Automatically add Course Title(s) that match the Course ID of any selected course title(s). These Course Title(s) will be added during the nightly TWMS process. Update

Find a Course *** Any unsaved group or order changes will be lost if another course title

R Course Title "ﬁe" is selected. After making any changes please click the Update button below
TWMS before selecting another course title, ***
Elactrica| Safaty Avareness O Fne Only one course title from each group needs to be

.. . — == Pag=: |1 ¥| completed to fulfill this requirement
The remaining list of 3 Record(s) Returned
course titles matching the Title - Training Method e E== Growp g O M Radea

- - (U] ELECTRICAL SAFETY SAHO41S Ne AUDIO VISUAL (A'V) EQUIPMENT Service
SearCh Crlterla are ;LE;?.;[;ZS_?_ SAFETY Course ID: TWMS-518092

. . — |- SAHD419 No % Training Method: MULTI-MEDIA [0 1 ¥ [ No

dlSpIayed tO the I’Ight ELECTRICAL SAFETY saHDa1g ACCREDITED OFF-CAMPUS (SAT TV, CET, ONLINE, OTHER AV)

AWARENESS INSTRUCTION [AOCI) Ne 'le'st: TWMS

(U) ELECTRICAL SAFETY
AWARENESS
Course ID: SAHD419
Training Method: ACCREDITED
X OFF-CAMPUS INSTRUCTION AW 2% D MNo

The course title previously added (ocr)
will appear at the end of Group A / sheloaiaaeiis

Url:
but before the “DCPDS-XXXxxx” PG civie et Ml Y o

i J. i bim|
. Hast: No Link Provided
type course titles ur
' A/ MANAGEMENT
Course ID: 5-400-2031
Training Method: ACCREDITED
X OFF-CAMPUS INSTRUCTION B v 1% D MNo
(AOCI)
Host: NKO
Url: https://wewa.nko.navy.mil/
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Automatically Adding Course Titles

You can choose if you want TWMS to automatically add to the training requirement
other course title(s) with the identical Course ID to those that have already been
selected. This will ensure that all personnel assigned to complete the training
requirement will receive credit for completing the content associated with any of
these course titles.

57618-Audio/Video Maintenance
| Requirement Details | Alternate Users LELELEReGIT - a9 Find/Add Members M ge Current Members | Automation Change History

TO have TWMS aUtomatlcaI Iy Requirement Status is Inactive.

add course title(s) to a training
1 . Automatically add Course Title(s) that match the Course ID of any selected course title(s). These Course Title(s) will be added during the nightly TWMS process.
requirement:

Find a Course

1. Check the box to enable CourseTd  CourseTile =

this nightly process. _EIel:tril:aI SaFejAwareness
3 Record(s) Retu

*E*E Any unsaved gro r changes will be lost if another course title
naking any changes please click the Update button below
selecting another course title, ***

_Find | Only one course title from each group needs to be
Pag=: |1 ¥| completed to fulfill this requirement

Not
Course _ Hosted on Order Displayed Automatically
o Training Method TWMS Course Info ETTY By  in Self Added

2. CIiCk Update. (U) ELECTRICAL SAFETY SAHO419 Service

AVARENESS No AUDIO VISUAL (A/V) EQUIPMENT

R Course 1D: TWMS-518092
ELECTRICAL SAFETY
AWARENESS SAHD419 No Training Method: MULTI-MEDIA (SAT
AWARENESS X 1 CET. ONLINE, OTHER AV A ¥ O ta
ELECTRICAL SAFETY saHD41s ACCREDITED OFF-CAMPUS o Host: TWMS ’ )
AWARENESS INSTRUCTION (AOCI) i

A/V MANAGEMENT

Course ID: 5-400-2031
® Training Method: ACCREDITED OFF-
CAMPUS INSTRUCTION (AOQCI)
Host: NKO
Url: https://wwewa.nko.navy.milf
(U) ELECTRICAL SAFETY AWARENESS
Course ID: SAHO419
Training Method: ACCREDITED OFF-
¥ CAMPUS INSTRUCTION (AOCI) A v 3 v O Mo
Host: Other
url:
http://www.osha.gov/dte/index.html

Alw 2 v | [ Mo

AV CERTIFICATION
Course ID: DCPDS-111223
w Training Method: AW No
Host: No Link Provided
Url:
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Automatically Adding Course Titles

57618-Audio/Video Maintenance

| Requirement Details | Alternate Users Manage Course Titles Find/Add Members Manage Current Members | Automation Change History

Requirement Status is Inactive.

Change Status to Active

Automatically add Course Title(s) that match the Course ID of any selected course title(s). These Course Title(s) will be added during the nightly TWMS process. Update ‘

Find a Course *®*= Any unsaved group or order changes will be lost if another course title

Hosted ; - ; ;
— Course Title o is selected. A_ft8| making any changes_: =ase click the Update button below
TWHMS before selecting another course title, ***

O g Only one course title from each group needs to be
completed to fulfill this requirement

Not
Order Displayed Automatically
Course Info Group By in Self ‘Added
Service
AUDIO VISUAL (A/V) EQUIPMENT
CourselD: TWMS-518032
w Training Method: MULTI-MEDIA (SAT AW 1% O Ne

TV, CBT, ONLINE, OTHER AV)
Host: TWMS
Urle
AV MANAGEMENT
- - CoL_lrs_eID: 5-400-2031
After the nightly process, you will be X [rmining Method: ACCREDITED OFF- 35 - ¥ 0 o
ble to see which course titles were Ui a1 v,
rl: ps v nko.navy.mil/
a e () ELECTRICAL SAFETY AWARENESS
CourselD: SAHO419

automatically added to your training Training Mathod: ACCREDITED OFF-

¥ CAMPUS INSTRUCTION [AOCI) A v 3 ¢ [0 No

requirement. Course titles Host: Other o
- - M H d‘s‘ Hdﬁ tm
automatically added will, by default, (U) ELECTRICAL SAFETY AWARENESS

1 1 11 ¥ Training Method: A W e
not be displayed in the training Hoat o Lik Provdad
requirement. You can change the X .
display option for any of these added Fios o tini Provids

ELECTRICAL SAFETY AWARENESS

course titles as needed. Traing Wathod: ACCREDITED OFF- [y
CAMPUS INSTRUCTION (ADCI) A =
Host: Mo Link Provided
Url:
—
AN CERTIFICATION
CourselD: DCPDS-111223
x Training Method: AW No
Host: Mo Link Provided
Url:
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Finding/Adding Members

After adding the course title(s) to your training requirement you are now ready to
search and add employees who will be required to complete the requirement. Those
who have been added to a training requirement are defined as members. Your search
results will always be based upon 1) the scope of access of your TWMS account
and 2) those who are not already a current member of the training requirement.

To find/add members to a
training requirement:

1. Click the Find/Add
Members tab to find the
employees who will be
required to complete this
training requirement.

Managing Training Requirements — Revision 4.0

57618-Audio/Video Maintenance

| Requirement Details | Alternate Users LELELEReGIT - m i 9 Find/Add Members I M ge Current Members | Automation Change History
Requirement Status is Inactive.

‘ Automatically add Course Title(s) th%he Course ID of any selected course title(s). These Course Title(s) will be added during the nightly TWMS process. Update

Find a Course

Course ID

Electrical Safety Awareness

Record(s) Returned

Title f;“'” Training Method
{U) ELECTRICAL SAFETY

AVARENESS SAHO41S

ELECTRICAL SAFETY

AWARENESS SR

ELECTRICAL SAFETY AHD415 ACCREDITED OFF-CAMPUS
AVARENESS INSTRUCTION (AGCI)

31

*** Any unsaved group or order changes will be lost if another course title
s is selected. After making any changes please click the Update button below
TWMS before selecting another course title, ***

Hosted

O Fnd] Only one course title from each group needs to be
Pag=: |1 ¥| completed to fulfill this requirement

Hosted on

Course Info Group
TWMS

Not
Order Displayed Automatically
By in Self Added
Service
AUDIO VISUAL (A/V] EQUIPMENT
Course ID: TWMS-518092
Na w Training Method: MULTI-MEDIA (SAT
TV, CBT, ONLINE, OTHER AV)
No Host: TWMS
url:
AV MANAGEMENT
Course ID: 5-400-2031
® Training Method: ACCREDITED OFF-
CAMPUS INSTRUCTION (AOQCI)
Host: NKO
Url: https://wwewa.nko.navy.milf
(U) ELECTRICAL SAFETY AWARENESS
Course ID: SAHO419
Training Method: ACCREDITED OFF-
¥ CAMPUS INSTRUCTION (AOCI) A v 3 v O Mo
Host: Other
url:
http://www.osha.gov/dte/index.html
AV CERTIFICATION
Course ID: DCPDS-111223
w Training Method: AW No
Host: No Link Provided
Url:

Update Delate All

A ™ 1 O No

Alw 2 v | [ Mo
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Finding/Adding Members

You can search for employees to add to this training requirement any number of
ways. As needed, use the search criteria to narrow your scope to the relevant

population of the training requirement.

2. Enter your Search Criteria as 57618-Audio/Video Maintenance

required using the fields
below. If you need to select
one or several UICs in your

| Requirement Details | Alternate Users

Requirement Status is Inactive.

Manage Course Titles Find/Add Members [l

urrent Members | Automation | Change History

BSO/SMC/UIC/Org Code Last Name First Name BIN/BIC BSO SMC
scope click the Select UICs s — e |E— ooy Granes -
1 | . ~ ~ ~ ~
hyperlink shown beIOWN|M | Shmm ol [ne 50 e 9
Pay Plan Series Bus Rate Desig Duty/Role Type
L] | | v
OGE 450 Agreement Type Agreement Status Duty/Role
| ] | V] v
Sup Lvl DPP Program Type :"u"ac;’f' Field gl':p"e'r‘;’lm““rp“"‘ Billet Special Program
. . | v v [l u [ vl
Note: Entering no search DAWIA Employee  Travel Card Holder  Employes Status
criteria will return all o - :?:OM.{ o |
employees in your scope [ Define Automation (Member Rules) u u
who are not currently a
member of the training
requirement.
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Finding/Adding Members

3. If the UIC is already displayed

then click its hyperlink to add
it to your search criteria. If it
Is not displayed then you can
find it by entering the UIC or
Command in the provided
fields and then clicking
Search.

4

DEMO1
DEMO2
DEMO3

UICIDEMO Cnmmandl

| search |
pEEE TL‘ et Pag

Command Name
COMMAMNDER, NAVY APPLICATION DEMO COMMAND

USMC TWMS APPLICATION DEMO COMMAND

DEMO4 USMC TWMS APPLICATION DEMO COMMAND #4
demos CNIC HQ-SD
DEMOS DEMOS TEST
Page 1 of 1 Pages
—~E
v
B

4. Click Done when finished. =

5. Enter/select other search

COMMAMNDER., NAVY APPLICATION DEMO COMMAND #2

57618-Audio/Video Maintenance

criteria as needed.

| Requirement Details | Alternate Users

Manage Course Titles Find/Add Members Manage Current Members | Automation | Change History

Note: This example will find < ] e —— | = 2 >
. ic Org Emp Type Civ Grade Mil Grade Security Clearance
all gmployees having peor | e ] PR m LA o recems A
Assigned UIC L v M o ¥ & v A cocret v
. Pay Plan Series Bus Rate Desig Duty/Role Type
DEMOL and Assigned  [__| [ [ ] [ ] [ ]
. OGE 450 Agreement Type Agreement Status Duty/Role
Org Code like N6. I V] a3 L=
Sup Lvl DPP Program Type DPP Career Field Manager DPP Homeport Supervisor Billet Special Program
[ V]| v] L L] [ ]
DAWIA Employee Travel Card Holder Employee Status
| ] [ v
6. CIICk SearCh —lp Reset Private Owned Weapon Purchase Card Holder
] pefine Automation (Member Rules) [ []
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Finding/Adding Members

You can now select the employees who are required to be a member of this training
requirement. They can be selected individually or as an entire group.

57618-Audio/Video Maintenance

| Requirement Details | Alternate Users Manage Course Titles Find/Add Members Manage Current Members | Automation | Change History

The number of
records returned

Requirement Status is Inactive.

BSO/SMC/UIC/Org Code Last Name First Name BIN/BIC sMC
| | | | | | v v
b ased u p 0 n yo u r uIC Org Emp Type Civ Grade Mil Grade Security Clearance
H - DEMOL ne |
search criteria is Select s scmveoey Al oo A o A No pecess A
: S aaweo VY |2 v e n coret v
- \ oeCl
dlsplayed herel Pay Plan Series Bus Rate Desig Duty/Role Type
[ ] [ | [ ] (]
OGE 450 Agreement Type Agreement Status Duty/Role
- | v v i ]
7_ CIle the CheCkbOX Sup Lul DPP Program Type DPP Career Field Manager DPP Homeport Supervisor Billet Special Program

next to an | - = DEWE.....W TE.-,,MM, :Emmm5 Vl"'

employee’s name to |_search | Reset Private Owned Weapon  Purchase Card Holder

select/deselect them S g - = e
OR click the Select 22 Record(s) Returned The 'Select All' button selects all who fulfill search criteria on all pages.

The results of your search will only show employees in your scope who are not current members of this

All button to select training requirement.

all employees :

resu Itl n g i n yo ur Select JEmployee Email Address uic Org Code | Assigned uic Assigned Org Code Employee Type series

M |JeovLE, RoBERT robert.boyle.999@navy.mil DEMO1 N6 DEMO1 NEZ CIVILIAN-NAF 1703
se arch . ¥ JBurkE, EDMUND edmund.burke.393 @navy.mil DEMO1  N& DEMO1 NEL CIVILIAN-NAF 0020
[0 JcoLins, MicHAEL michael.collins. 939 @navy. mil DEMO1 N6 DEMO1 NEL CIVILIAN-NAF 0020
O [JconoLLy, 1AMES james.conally.535@navy.mil DEMO1 N6 DEMO1 N6 CIVILIAN-NAF 0020

¥ Jooe 1, 104N john.doe.ctr23%@navy.mil DEMOL  N&4 DEMO1 NE4 CONTRACTOR

DOUGLAS, DAVID AC1 michael.c.wolfe@nawy.mil DEMO1  Ne4 DEMO1 NE2 ACTIVE DUTY

EMELIANENKC, FEDOR Jff2 fedar.emelianenko. 335 @navy.mil DEMO1 N4 DEMO1 NE4 ACTIVE DUTY

) (GERMANICUS, GAIUS GPESAR AUGUSTUS gaius.germanicus@navy.mil DEMO1  NeOV DEMO1 NEOV CIVILIAN-APF

8 . C I IC k th e Ad d I tenzin.gyatso.ctrg DEMO1 N6 DEMO1 NG CONTRACTOR
JAYES, CATHERINE DEMO1  N& DEMOL NEZ NAF 0020

Selected button.

MNE4

Only employees in Assigned UIC DEMOL1 and Assigned Org Code like N6 are displayed.

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

There are several things you can do regarding the selected members of a training
requirement.

After members are added to a requirement,
this message will be displayed on each tab.

57618-Audio/Video Maintenance

| Requirement Details | Alternate Users Manage Course Titles Find/Add Members Manage Current Members I Automation Change History

Completion results for members are no longer valid due to changes in the training requirement. Please wait for the nightly update to
re-validate all completions.
Requirement Status is Inactive.

To view the current
members of a
training requirement:

BSO/SMC/UIC/Org Code Last Name First Name BIN/BIC SMC
|.~’-\55igned i | | | | | | | | Vl | hd
. uIc Org Emp Type Civ Grade Mil Grade Security Clearance
1- CI ICk the Manage pEHot Selact UICs ACTIVE DUTY - oo ™ g M Mo Access a2
b e an v v 2 v e v
Current Mem erS Pay Plan Saries Bus Rate Desig Duty/Role Type
i [ ] [ ] [ ] [ ]
tab to VIeW the OGE 450 Agreement Type Agreement Status Duty/Role
[ v vl v] [Tv]
members Who are Sup Lvl DPP Program Type DPP Career Field Manager DPP Homeport Supervisor Billet Special Program
H ini [ V]| v] [] [ [ v |
In the tralnlng DAWTA Employee Travel Card Holder Employee Status
- [] [] [ M
req u I rement' Search Reset Private Owned Weapon Purchase Card Holder
[] pefine Automation (Member Rules) [] []
<< Previous Page  Next Page>> Page:
The number of 16 Record(s) Returned| The 'Select All' button selects all who fulfill search criteria on all pages.
remaining records The results of your search will only show employees in your scope who are not current members of this
training reguirement.
that have not been
ad d ed tO the Select Employee Email Address uIC Org Code Assigned UIC Assigned Org Code Employee Type series
- - COLLINS, MICHAEL michael.collins, 399 @navy.mil DEMOL N& DEMO1 MNE1 CIWILTAN-MNAF 0020
tral n I ng COMOLLY, JAMES james.conelly. 399 @navy.mil DEMO1 N& DEMO1 N& CIWILTAN-MNAF 0020

1odng

requirement is oo ez mw/\\/m/ conracron
EE—— NE DEMO1 Ne2 Cnanas e
displayed here. o

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

You can search for members in the training requirement by using any of the
available search fields.

57618-Audio/Video Maintenance
The total number Of | Requirement Details | Alternate Users | Manage Course Titles | Find/Add Members Automation | Change History |

members and the total

number of members that Completion results for members are no longer valid due to changes in the training requirement. Please wait for the nightly update to
re-validate all completions.
are |n your Scope |n th|s Requirement Status is Inactive.

training requirement are T R——
Total Members in your scope: 6

displayed here. These
numbers may be / cfo-gc-:de |Lastllame | |F-st Name | lamfnlc | lasu Vll:".m: _

H uIC Org Emp Type Civ Grade Mil Grade Security Clearance
different. - _
Select UICs 1 ggﬁj:min? 2 oo A B ™ Mo Acc.—-_:.;d | al
eect e CIVILIAN o1 E2 LAA Confidenti
CIVILIAN-NON-NAVY o2 v B ¥ Lo Secret v
To search for - — — — —
Agreement Type Agreement Status Duty,/Role
members of a [ V]| v
DPP Program Type 3::;"’;*’ =L gpp H"_'"erp‘"'t Billet Special Program
tralnlng reqU|rement' > ' v O = ' >
" Employee Status DAWIA Employes Private Owned Weapon Travel Card Holder Purchase Card Holder
v L] [ L[]
Required Reason Complete
1. Enter your search | v [ v [Vl
. . . Search Resst
criteria using the T he "Select All' b lects all who fulfill search criteri I B
available f|e|ds 6 Record(s) Returned The 'Select Al utton selects all who fulfill search criteria on all pages.
' [ seect i [[ oe-soect 1 cmai selecid | EicSelcied ] oolete seleted | ExportSeeced |
l Employee Email Address UIC  Org Code Assigned UIC Assigned Org Code Position Title Required Series Reason
Here Only Select Employee Email Address UIC ©Org Code Assigned UIC Assigned Org Code Employee Type Position Title uired Series Reason Completed
C- - I - N AF [] BOYLE. ROBERT robert.boyle.339 @navy.mil DEMO1 NE DEMO1 NE3 CIVILIAN-MAF  EDUCATION SPECIALIST Yes 1702 n/a No
IvVilian- [] BURKE, EDMUND edmund.burke. 333 @navy.mil DEMO1 N& DEMO1 NE1 CIVILIAN-NAF  DATABASE ADMINISTRATOR  Yes 0020 n/a No
1 [ DoE 11 J0HN john.doe.ctr393@navy. mil DEMO1 NE4 DEMO1 NE4 CONTRACTOR.  EDUCATION TECHNICIAN Yes nfa No
members wi “ be [ DouGLAs, DAVID ACL michael.c.wolfe@navy.mil DEMO1 N&4 DEMO1 NEZ ACTIVE DUTY  INFO SYS TECH Yes n/a No
SearCh ed . [] EMELIANENKO, FEDOR IT2 fedor.emelianenko.993@navy.mil  DEMO1 N4 DEMO1L NE4 ACTIVE DUTY LAM ADMIN Yes nfa Mo
[[] GERMANICUS, GAIUS CAESAR AUGUSTUS  gaius.germanicus@navy.mil DEMO1 NEOV DEMO1 NEOV CIVILIAN-APF Yes n/a No

2. Click Search.

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

If necessary, you can delete members of the training requirement.

57618-Audio/Video Maintenance

TO delete members | Requirement Details | Alternate Users Manage Course Titles | Find/Add Members Automation Change History

Completion results for members are no longer valid due to changes in the training requirement. Please wait for the nightly update to

requ i re ment: re-validate all completions.

e e After searching for only Civilian-NAF members, the total
Total Members: 6 number of records returned have decreased.
H Total Members in your scope: 6
1' CI ICk the BSO,/SMC/UIC/Org Code Last Name First Name / BIN/BIC BSO SMC
CheCkbOX neXt to u"‘::ig"'Ed M | |Mil&-ade Vl L‘-eu:ﬁtvdearance -
a member to st v =B e $
select/deselect besia Bty Ty
. [ ]
them or click the oce 450 | =
SEIeCt A” bUttOﬂ Sup Lyl PP pmgramType/ E‘g:;"’e’:‘” Field gpp H"_'"Erp‘"'t gillet Special Program
to select all ' > / - O - : >
Employee Status DAWIA Empl Private Owned Weapon Travel Card Holder Purchase Card Holder
[ ~][] [] [] []
members. e — /k Comptete
| V4 v] [ v]
Search R
H << Previous Page Next Page=> .
2. CIICk the DeIEte 7 e | e e The 'Select All' button selects all who fulfill search criteria on all pages. i
Selected button ] seec | [ oe-seect a1 I e seleced [N e Slecied | osiete stected | [ Epor seeced |
to delete aII Employee Email Address uIc i signed UIC  Assigned Org Code Employee Type  Position Title Required Series Reasonl Complated
BOYLE, ROBERT robert.boyle. 555 @na g DEMOL N& DEMO1 MNB3 CIVILIAN-MNAF EDUMCATION SPECIALIST Yas 1703 nfa Mo
Selected BURKE, EDMULL M Burke.399@navy.mil DEMO1 Ne DEMO1 Ne1 CIVILIAN-NAF DATABASE ADMINISTRATOR Yes 0020 n/a No
membe rs. *For Official Use Only* * Safeguard in accordance with the provisions of the Privacy Act*
Message from webpage X
3' CIiCk OK- \ Are you sure you want to delete member(s)? NOte: The Inltlal Completed Status for
each new member will be “No .
| Cancel
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Editing the Detalls of Current Members

You can change whether or not a member of a requirement is required to complete
the training requirement.

To edit the details of

selected members of a

training requirement:

Click the checkbox
next to a member
to select/deselect
them or click the
Select All button
to select all
members.

Click the Edit
Selected button.

57618-Audio/Video Maintenance

After deleting members, the total number of members
and the number of records returned have decreased.

| Requirement Details | Alternate Users |

Manage Course Tj

Completion results for members
re-validate all completions.
Requirement Status is Inactive.

| Change Status to Active

Total Members: 5
Total Members in your scope: 5

are

ind/Add Members Manage Current Members Automation | Change History |

N

longer Jalid due to changes in the training requirement. Please wait for the nightly update to

BS0/SMC/UIC/Org Code Last Name Name BIN/BIC BSO SMC
| | | | | [ ]| v
uIC Org Emp Type Civ Grade Mil Grade Sacurity Clearance
I | ACTIVE DUTY ~ oo N g N No Access A
i CIVILIAN-APF vl [ty B2 ., LAA Confidential ~
CIVILIAN-FND 0z E2 LAA Sacret
Pay Plan Series Bus Rate Desig Duty/Role Type
L] [ ] [ ] [ ] [ ] v
OGE 450 \g T Agreement Status Duty /Role
| vl v] [T~]
Sup Lvl DPP Pm% Type E‘:::;:H Field S‘iu.p:e'rl\:;repm Billet Special Program
[ v [ / v L] [ v
Employee Status fempl i Owned P Travel Card Holder Purchase Card Holder
| V][] 0 0 0J
Required n Complete
V4 vl [ ]
Search Reset
<< Previous Page Next Page>> Page:
L} 1 - . .
§ Teeralie] T The 'Select All' button selects all who fulfill search criteria on all pages.
gl [53=iA | [ owScect Al ] i Solcimd | it elected [ Dot Solcted [ Export Solcied |
Select femy Email Address 1) ®¥g Code Assigned UIC  Assigned Org Code Employee Type Position Title Required Series Reason Completed
] [EURKE, EDMUND  edmund.burke.599@navy. g DEMOL  N& DEMOL 51 CIVILTAN-NAF DATABASE ADMINISTRATOR Yes 0020 n/a No
*For Official Use Only* * Safeguard in accordance with the provisions of the Privacy Act*
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Editing the Detalls of Current Members

If a member is not required to complete the training requirement then you must

select a reason.

3. Click the Required
dropdown arrow
and select No.

4, Select a reason
why the selected
member(s) do not
need to complete
the training
requirement.

5. Click the Update
button.

re-validate all completions.
Requirement Status is Inactive.

| Change Status to Active

Total Members: 5
Total Members in your scope: 5

\/ﬂ{ram

BSO/SMC/UIC/Org Code Last Name First Name BIN/BIC BSOD sMC
| | | | | v v
uIC Org Emp Type Civ Grade Mil Grade Sacurity Clearance
L] ACTIVE DUTY AL oo N Er ™ No Access A
Fazdilnzs CIVILIAN-APF 01 E2 LAA Confidential
T_ET v W W W
CIVILIAN-FND 02 E2 LAA Secret
Pay Plan Series Bus Rate Desig Duty/Role Type
L] L] L] L] [ ]
OGE 450 \g! Type Agreement Status Duty /Role
| vl v] [[~]
DPP Career Field DPP Homeport . -
Sup Lvl DPP Program Type Manager Frpoe Billet Special Program
| v | ~ L] | v
Employee Status DAWIA i Owned P Travel Card Holder Purchase Card Holder
~0 L] L] L]
Reason Complete
| M| [ vi
Reset
Next Page>> Fer
' f . 5 5
s i) e The 'Select All' button selects all who fulfill search criteria on all pages.
[ et || oeseiecal | e sescc | e e
W: Revoked/Training noncompliant
Nz Trzining Required
Select Empl e e uic Org Code Assigned UIC  Assigned Org Code Employee Type Position Title Required Series Reason Completed
BURKH IEX_te"-ﬂed Lwor DEMOL  N& DEMO1 NG1 CIVILIAN-NAF DATABASE ADMINISTRATOR Yes 0020  nfa No
nju
Joint UIC - DON not responsible for training
Medical Leave
N/A To NAF Position
Mo access to Classified Information
Mo Access to Navy IT - . A . .
o scive NMCI access *For Official Use Only* * Safeguard in accordance with the provisions of the Privacy Act*
0L @ Supervisor
Off Site Contractor
Pregnancy
Range Availability
Separated
Student at School
TAD
Terminal Leave
39 March 2019
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Exporting a List of Current Members

You can export a list of selected members of a training requirement.

The previously edited member now displays both that
he is not required to complete the training
requirement and the reason why.

To export the list of
selected members of a N
training requirement:  __.. — J— : A

cnnanenn Y v & Vv g v
Pay Plan Series Busi Rate [;559
[ ] ] [ [ ]
1. After selecting e Y el oot aacspeca o
the members [ gl : v [ ] [ \
R Employee Status DAWIA 1! Owned pon Travel Card Holder Purchase Card Holder

click the Export [ V][] O n 0]
Required Reason Complete

Selected button. ' Vi [ ]
Search Reseat
2% Previous Page  Next Page>s o —— Page:[1 V|

Mre—aalact All' button selects all who fulfill search criteria on all pagesY

5 Record(s) Returned

[ select Al ] De-sclect Al [} Email Selected (| i seecbed | Dt Selcte || [Exportsteced ||

Gelect Employee Email Address uIc g—;ﬂe —9—{:’1‘(5:”“"1 gss'e L 'TE—"'&B Position Title Reguired Series Reason Completed
. " DIATABASE Detached/Departing Command within 30
1 | BurkE, EDMUND edmund. burke.558@navy.mil  DEMO1NG DEMO1 Ne1 CIVILIAN-NAF ool eReoE o No o020 O
] | poE 1, J0HN john.doe.ctr3gs @navy.mil DEMO1NG4  DEMO1L e CONTRACTOR  EDUCATION TECHNICIAN Yes n/a No
] | pouGLas, DaVID AC1 michael.c.wolfe@navy.mil DEMO1MNS4  DEMO1L Ne2 ACTIVEDUTY  INFO SYS TECH Yes n/a No
] | EMELTANENIKO, FEDOR IT2 fedor.emelianenko.535@navy. mil DEMO1 N4 DEMO1 Ne4 ACTIVE DUTY  LAN ADMIN Yes n/a No
i) fﬁgﬂg%g”s' GAIUS CAESAR gaius.germanicus@navy.mil DEMOLNGOV  DEMOL N&OV CIVILIAN-APF Yes nfa No

*For Official Use Only* * Safeguard in accordance with the provisions of the Privacy Act*
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Exporting a List of Current Members

The list of selected employees and other relevant information will be displayed in
an Excel spreadsheet. You can open or save this file for later use.

2' CIICk Open to VIeW the_ I ISt F)f SeIeCted Do you want to open or save ExcelReport.xdsx (3.75 KB) from twms.navy.mil? o I Open Save vI Cancel
employees or Save to view it at a later — s >
time.

3. If you opened the file then click the Save
icon if you want to view this file at a later
time or close the window.

ExcelReportxisx [Read-Only] - Excel

Insert Page Layout Farmulas Data Review View @ Tell me what you want to do... 2 Share
ey ¥ Cut ; Los = = - (== E':')( = 3 AutoSum v A
i Calibri AR T == = Wrap Text General - = 4 | Normal Bad oL = EI ¥y
Pltﬁt:@cuwv S C d | Fi ‘)t d | - IEElrt [‘JEEIIE‘E Format W Fi- Szrt&Fd&
aste ) B I U - #- . === =i Merge & Center - -0 2 &l onditional Format as | Goo Neutra - nsel elete Forma 0 in
- ¥ Format Painter 4 . g $ s Formatting ~  Table = - - - £ Clear~ Filter = Select =
Clipboard ] Font ] Alignment ] Mumber ] Styles Cells Editing -
Al - 5 MEMBER NAME ~
A B C D E F G H | ] K -
1 |MEMBER NAME IEMAILADDHESS uic ASSIGNED UIC ORG CODE ASSIGNED ORG SERIES  EMPLOYEETYPE POSITION TITLE REQUIRED REASON
2 |BURKE, EDMUND edmund.burke.339@navy.mil DEMO1 DEMO1 N& Nol ‘o020 CIVILIAN-NAF DATABASE ADMINISTRATOR No Detached/Departing Command within 30 days
3 |DOEII, JOHN john.doe.ctr999@nawvy.mil DEMO1 DEMO1 N64 NBd CONTRACTOR EDUCATION TECHNICIAN Yes nfa
4 |DOUGLAS, DAVID ACL michael.c.wolfe@navy.mil DEMO1 DEMO1 NG4 NB2 ACTIVE DUTY INFO SYS TECH Yes n/a
5 |EMELIANENKO, FEDOR IT2 fedor.emelianenko.999@navy.mil DEMO1 DEMO1 N4 NBd ACTIVE DUTY LAN ADMIN Yes nfa
6 |GERMANICUS, GAIUS CAESAR AUGUSTUS  gaius.germanicus@navy.mil DEMO1 DEMO1 NGOV NEoV CIVILIAN-APF Yes n/a
7
2

/\/

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

There are several ways you can automate how members are added or removed,
when reminders will be sent, and how alternate users are added.

57618-Audio/Video Maintenance

| Requirement Details | Alternate Users | Manage Course Titles | Find/Add Members RECETLET RN LHIH 0TS Automationl Change History |

Completion results for members are no longer valid due to changgs# e training requirement. Please wait for the nightly update to

aUtOmation Of a re-validate all completions.

Requirement Status is Inactive.

training requirement;  IEEmwE

Total Members: 5
Total Members in your scope: 5

BSO/SMC/UIC/Org Codg Last Name First Name BIN/BIC BSO SMC
. | | | | | | vl v
1 . C I I C k th e uIC Org Emp Type Civ Grade Mil Grade Sacurity Clearance
H | L] ACTIVE DUTY Al oo N Er A No Access ~
AU tomation tab. pcit ey CIVILIAN-APF vl oty E2 LAA Confidential v
CIVILIAN-FND 02 E2 LAA Secret
Pay Plan Series Bus Rate Desig Duty/Role Type
[ ] (] [ ] [ ]
OGE 450 \g! Type Agreement Status Duty /Role
| vl v] [T~]
DPP Career Field DPP Homeport . -
Sup Lvl DPP Program Type Manager Froe Billet Special Program
[ v [ v L] [ v
Employee Status DAWIA 1! i Owned P Travel Card Holder Purchase Card Holder
| ~[0 L] L] []
Requirad Reason Complete
| vl [l
Search Resst
<< Previous Page MNext Page>=> Page:
The 'Select All' button selects all who fulfill search criteria on all pages.
5 Record(s) Returned pag
[ Sotct Al | 0e-seect Al | Emoi St | [[ouiteseecrsd [ xpore seected |
Select Employee Email Address uIC gﬂe :}i’gg&d %LQMQ $—mm Position Title Required Series Reason Completed
R ~ DATABASE Detached/Departing Command within 30
D BURKE, EDMUND edmund.burke. 352 @navy. mil DEMO1 NG DEMOL N&1 CIVILIAN-NAF ADMINISTRATOR No 0020 days No
D DOE II, JOHN john.doe.ckr3%% @navy. mil DEMO1 Me4 DEMOL N&4 CONTRACTOR EDUCATION TECHNICIAMN Yes nfa No
D DOUGLAS, DAVID AC1 michael.c.wolfe@navy.mil DEMO1 Me4 DEMO1 N&2 ACTIVE DUTY  INFO SYS TECH Yes nfa No
D EMELIANENKD, FEDOR IT2 fedor.emelianenko,255@navy.mil DEMO1 N4 CEMOL Ne4 ACTIVE DUTY  LAN ADMIM Yes nfa Ne
O f&gﬂg%g”s' GAIUS CAESAR gaius.germanicus@navy.mil DEMOLNGOV — DEMOL NEOV CIVILIAN-APF Yes nfa Mo

*For Official Use Only* * Safeguard in accordance with the provisions of the Privacy Act*
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Defining Automation — Member Rules

There are three automation categories that can be managed for a training
requirement: 1) Member Rules, 2) Reminders, and 3) Alternate Users. The Member

Rules category is displayed by default.

TO dEfine the 57618-Audio/Video Maintenance
- | Requirement Details | Alternate Users | Manage Course Titles | Find/Add Members | Manage Current Members JEAGTGETT
automation rules for
Completion results for members are no longer valid due to changes in the training requirement. Please wait for the nightly update to
memberS Of a. re-validate all completions.
.. . Requirement Status is Inactive.
training requirement:

Click each link to define the automation for that category.

Member Rules

1- CI |Ck the Deﬁne Automatically adds and/or removes members nightly if enabled based on the defined rule(s).
Rule button. —_—
zsalect  delete

Mo Automation Rules Defined

Results of the Automation Rules are further limited based on the owners' scope.
[] Enable auto create (2 [ Enable auto remove (&)

The 'Select All' button selects all items in Group A.

Copy selected rows to group B

Reminders

Alternate Users
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Defining Automation — Member Rules

Generally, four pieces of data are required to define a rule. 1) a group, 2) a filter, 3)
an operator, and 4) a value.

2. Select the Group that
this rule will belong
to. In most cases it
will be “A”.

57618-Audio/Video Maintenance

| Requirement Details | Alternate Users | Manage Course Titles | Find/Add Members | Manage Current Members NG TG Change History

Completion results for members are no longer valid due to changes in the training requirement. Please wait for the nightly update to

re-validate all completions.
Requirement Status is Inactive.

Click each link to define the automation for that category.

Member Rules

Automatically adds and/or removes members nightly if enabled based on the defined rule(s).

[ oo e |

3. Click the dropdown
to select the filter
that this rule will be
based upon.

Grow > AW
>
Filter
Agreement Type
Operator Billet Special Program
BSO
o | V]
[Makee Card Holder hd
Civ Grade
Collateral Duty Cancel
Cyber Force Role
Desig
Emp Type
select delete |Employes Status
Mo Automation Rules Defined|Mil Grade
OGE 450
Results of the Automation RullOrg Code H on the ovmers' scope.
[] Enable auto create (2 ;aa\g:lan e &)
Security Clearance
Series
[ 1 f :
e The 'Select All' button selects all items in Group A.
Special Skills

Reminders

Alternate Users

Managing Training Requirements — Revision 4.0
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3.

Defining Automation — Member Rules

All rules are defined and processed based upon the shared scope of the owner of the
training requirement.

CIle the dropdown to 57618-Audio/Video Maintenance

| Requirement Details | Alternate Users | Manage Course Titles | Find/Add Members | Manage Current Members Automation Change History

define whether the rule

fOI" th|S UlC f| |ter W| ” be Completion results for members are no longer valid due to changes in the training requirement. Please wait for the nightly update to
re-validate all completions.

based Upon the OfflClaI Requirement Status is Inactive.

or Assigned UIC.

Click the dropdown to
select the appropriate

ember Rules

Click each link to define the automation for that category.

Operator for this rule.

Click the Add UIC

button to select the value

for this UIC filter.  —T

If necessary, enter the

UIC or part of the

command name and /

Search

click Search.

66715

<< Previous Page 2w Next Pagae ==

Command Name
COMNAVCRUITCOM MILLINGTON TH
OCHR HQ WASHINGTON DC

Select the UIC(s) from o oo oA e A

the resulting list and Foes
then click Done when / DEMo9
finished.

COMMANDER, NAVY APPLICATION DEMO1 COMMAMD

IDP Test Environment
DEMOS TEST

CDR MAVY INSTALLATIONS COMMAND UNASSIGHED
CONTRACTORS

Page 2 of 2 Pages

| Dore |

T~~~ The TWMS User ID of the owner of this
training requirement is displayed here.
All rules are defined and enabled based
upon the shared scope of this owner.
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Defining Automation — Member Rules

Other filters may require different data to complete before adding it.

57618-Audio/Video Maintenance

| Requirement Details | Alternate Users | Manage Course Titles | Find/Add Members | Manage Current Members Automation Change History

Completion results for members are no longer valid due to changes in the training requirement. Please wait for the nightly update to

re-validate all completions.
Requirement Status is Inactive.

Click each link to define the automation for that category.
Member Rules

Automatically adds and/or removes members nightly if enabled based on the defined rule(s).
[ oeine e |
8- CIiCk Add RUIe to add Group

the newly defined rule Fiter
to this training Operator T
ﬁd uIc -

I’equil‘ement. \\ _

9. Repeat steps 2-8 to

| Add Rule || Cancel

define other rules for S
this requirement. e B e

The 'Select All' button selects all items in Group A.

| Copy selected rows to group B

Reminders

Alternate Users
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Enabling Automation — Member Rules

For TWMS to automatically add and remove members you must enable the defined
rules. Once enabled, every night TWMS will add or remove members based upon
the rules of the training requirement. If “Enable auto create” is selected TWMS will
add employees to the training requirement who match the defined rules. If “Enable
auto remove” Is selected TWMS will remove employees from the training
requirement who do not match the defined rules.

57618-Audio/Video Maintenance

TO enable the Member * - The Find/Add Members tab is disabled because Automation Rules have been defined.

Ru Ies Of a tral n I ng [ Requirement Details | Alternate Users | Manage Course Titles | Find/Add Members | Manage Current Members ULt G0
requ | re me nt: Completion results for members are no longer valid due to changes in the training requirement. Please wait for the nightly update
to re-validate all completions.

Requirement Status is Inactive.

Click each link to define the automation for that category.

1. Select one or both S
CheCkboxeS tO enable Automatically adds and/or removes members nightly if enabled based on the defined rule(s).
the rule(s) that will
add Or remove << Previous Page Next Page=> Page:
members from thiS Sﬂectl:l‘:'e'e‘je Automation Group Filter Type Include(Is equal to)/Exclude(Is NOT equal to) Value
training requirement. \ I . e I oo
The 'Select All' button selects all items in Group A.
)
2. Click Update.
Reminders
Alternate Users
March 2019

Managing Training Requirements — Revision 4.0 47



Auto-Defining Member Rules

Sometimes the Member Rules you will define will be the same as the search criteria
you used for finding/adding members to the requirement. If so then TWMS can
auto-define these Member Rules for you based upon this search criteria. These auto-
defined rules will still need to be “turned on”. Please refer to

> discussed earlier in this guide for more information.

TO auto_define the 57618-Audio/Video Maintenance
| Requirement Details | Alternate Users Manage Course Titles Manage Current Members Automation Change History
Member Rules for a
trai n i ng requ i re ment. Requirement Status is Inactive.
BS0/SMC/UIC/Org Code Last Name First Name
e | m | v
DEMO1 ) N ~
1. Select the checkbox to R Shear °
have TWMS Fay Pl o Bus
. . L] [ ] L]
automatically define e e -
your Automation Rules  swu PP Brogram Type \,
based upon your | 9 \ i 3
current search criteria. | ¥ S S -
Define Automation (Member Rules) || n ]

2. Click Search.
Note: This example will find all employees

having Assigned UIC DEMO1 and
Assigned Org Code equal to N6.
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Defining Automation — Reminders

Email reminders can be automatically sent based upon the criteria you have defined.

To define the automation

57618-Audio/Video Maintenance

for rem I nderS Of a | Requirement Details | Alternate Users | Manage Course Titles | Find/Add Members | Manage Current Members ENGTEIC]
tral n I ng requ I rement' Completion results for members are no longer valid due to changes in the training requirement. Please wait for the nightly update

to re-validate all completions.
Requirement Status is Inactive.

1. Click the Reminders

Click each link to define the automation for that category.

hyper“nk Member Rules
T ]

2' SeIeCt Who yOU Want Automatic Email Reminders will be sent to ALL members with a valid email address who haven't completed the requirement

to send the reminder B W Merber [ supervizor |

email to. —

m ‘Can't exceed 60 days. *An email reminder will be sent to those members who fall within the specified numbers of days from their due date for this training requirement.

This is 2 reminder that you have an outstanding training requirement in TWMS. You are
receiving this reminder because you have not yet completed this training within the timeframe
of the requirement. (01,/01/201%-06,30/2013)

Message

3. Enter the number of

days in which the P

reminder will be sent
out before the
requirement is due.

Mo Reminders S

4. Enter a message that
will be in the body of
the email.

5. Click the Add
Reminder button.
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Defining Automation — Reminders

This reminder will send an email to all members 30 days before the due date of the
training requirement.

57618-Audio/Video Maintenance

| Requirement Details | Alternate Users | Manage Course Titles | Find/Add Members | Manage Current Members EINGIIEICT] Change History

Completion results for members are no longer valid due to changes in the training requirement. Please wait for the nightly update
to re-validate all completions.
Requirement Status is Inactive.

Click each link to define the automation for that category.

6. Repeat steps 2-5 to add Member Rules
other reminders. Reminders

Automatic Email Reminders will be sent to ALL members with a valid email address who haven't completed the requirement

Send To [ Member (1 Supervisor
Days *Can't exceed 60 days. *An email reminder will be sent to those members who fall within the specified numbers of days from their due date for this training requirement.
Message
To Member To Suj isor & = -
» v 20 This is a reminder that you have an cutstanding training requirement in TWMS. You are receiving this reminder because you hawve not yet completed this training within the
timeframe of the requirement. (01/01/2019-06/30/201%)

Alternate Users

The reminder previously
added is now displayed.
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Defining Automation — Alternate Users

Alternate users of a training requirement can be automatically added based upon the
BSO, SMC(s), or UIC(s) you have selected. You will only be able to select those
within your BSO.

To define the automation 57618-Audio/Video Maintenance
| Requirement Details | Alternate Users | Manage Course Titles | Find /Add Members | Manage Current Members RN GTLEINY]
for alternate users of a
. - . Completion results for members are no longer valid due to changes in the training requirement. Please wait for the nightly update
tral n | ng requ | rement: to re-validate all completions.

Requirement Status is Inactive.

1 CI |Ck the Alternate Click each link to define the automation for that category.

Users hyperlink.

Member Rules
Reminders

2. SeleCt by Wha‘t att“bute IAIternate Users I

t TWMS t Automatically adds alternates users with limited permission nightly by BSO, SMCs or UICs.
you wan 0 v ot |

UIC list is limited to your shared UICs with the owner, TRAINING.ADMIN,

automatically add the —
alternates to your / Current vatues) || et ]
training requirement.
3. Click Update. vic [omwo | Commaed | |

4, Click the Add UIC hyperlink. o o et
COMMANDER,, NAVY APPLICATION DEMO1 COMMAND

COMMANDER,, NAVY APPLICATION DEMO2 COMMAND

5. If necessary, enter the UIC or Do LSHC T APPLICATION DEMO CoMMAND #4
part of the command name and DEMOS  BUPERS Test Emironment
click Search. bowos  oeos eer

Page 1 of 1 Pages

6.  Select the UIC(s) from the resulting list.

Managing Training Requirements — Revision 4.0 51 March 2019



Defining Automation — Alternate Users

Only users who have a
privilege matching the
alternate users to the tr

Repeat steps 5-6 to add other
UICs.

Click Done when finished.

TWMS will use this
criteria to automatically
add alternate users to the
training requirement.

N

Managing Training Requirements — Revision

ctive TWMS accounts and the Training Requirements
selected attribute and value(s) will be automatically added as
aining requirement.

UIC list is limited to your shared UICs with the owner, TRAINING.ADMIN,

uic |oemo c 1
<= Previous Page Mext Page ==

Command Name
COMMANDER,, NAVY APPLICATION DEMO1 COMMAND
COMMANDER,, NAVY APPLICATION DEMOZ COMMAND
USMC TWMS APPLICATION DEMO COMMAND

DEMO1
DEMOZ2
DEMOZ

DEMO4 USMC TWMS APPLICATION DEMO COMMAND #4
DEMOS BUPERS Test Environment

DEMO& IDP Test Environment

demo8 CNIC HQ-5D

DEMOS DEMOS TEST

Page 1 of 1 Pages

57618-Audio/Video Maintenance

Automation Change History

| Requirement Details | Alternate Users | Manage Course Titles | Find/Add Members | Manage Current Members

Completion results for members are no longer valid due to changes in the training requirement. Please wait for the nightly update

to re-validate all completions.
Requirement Status is Inactive.

Click each link to define the automation for that category.
Member Rules
Reminders

Alternate Users

Automatically adds alternates users with limited permission nightly by BSO, SMCs or UICs.

Add by =

‘ Current Value(s)

4.0

d UIC

DEMOL
(Add UIC
Remave LIIC
——

move UICH
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Viewing Change History

Most relevant changes to a training requirement can be viewed so you can
determine how and when a particular change took place. By default, the most recent
changes are displayed first but you can sort the changes by any of the column
headers.

57618-Audio/Video Maintenance

TO VIeW the hIStory Of | Requirement Details | Alternate Users | Manage Course Titles | Find/Add Members Manage Current Members | A
changes for a training <ot pestpaper> —r—

requirement: e e A T =

3/11/2019 14:28 Email Reminder Delsted 30 Days Before TRAINING.ADMIN
03/11/2019 14:26 Members deleted 1 TRAINING.ADMIN
03/11/2019 14:26 Members Added 1 TRAINING.ADMIN
03/11/2019 11:47 Rule Deleted A UIC (Assigned) Is equal to MAMAGER.DEMO
03/11/2019 11:47 Rule Deleted A Org Code (Assigned) Is equal to MANAGER. DEMO
03/11/2019 11:14 Rule Added ORG Is equal to NS MAMAGER.DEMO
03/11/2019 11:12 Rule Added UIC Is equal to DEMOL MANAGER. DEMO
03/11/2019 11:00 Members deleted 1 MAMAGER.DEMO
03/11/2019 11:00 Members Added 1 MAMAGER.DEMO
03/11/2019 05:57 Members deleted 1 MAMAGER.DEMO
03/11/2019 09:56 Members Added 1 MAMAGER.DEMO
03/11/2013 0%:50 Create Alternate MANAGER.DEMO TRAINING.ADMIN
03/11/2019 05:43 Alternates deleted MANAGER.DEMOD TRAINING.ADMIN
03/11/2019 05:47 Members deleted 1 MANAGER.DEMO
03/11/2019 05:46 Members Added 1 MAMAGER.DEMO
03/11/2019 05:08 Members deleted 1 TRAINING.ADMIN
03/11/2019 05:07 Members Added 1 TRAINING.ADMIN

1. Click the
Change History tab.

2. Click any of the column
header hyperlinks to

03/06/2013 10:20 Members Updated TRAINING.ADMIN

03/06/2019 10:20 Required Status Changed for BURKE, EDMUND Yes Ha TWMS.SYSTEM
C h an g e th e SO I’t 0] I’d er by 03/06/2013 03:20 Members deleted 1 TRAINING.ADMIN
. . 03/06/2019 09:20 Members Added 1 TRAINING.ADMIN
h I CI k 03/06/2013 05:19 Members deleted 1 TRAINING.ADMIN
t at column. ICKI ng 03/05/2019 14:31 Members Added 1 TRAINING.ADMIN
- 03/05/2019 14:30 Members deleted 1 TRAINING.ADMIN
the same hyperlink a 03/05/2015 10143 Members Added . TRAINING ADMIN
B . 03/05/2019 10:36 Members deleted 4 TRAINING.ADMIN
02/14/2019 03:23 Members Added 4 TRAINING.ADMIN
Second tl me wi I I 02/14/2019 08:39 Rule Deleted A UIC (Assigned) Is equal to TRAINING.ADMIN
- 02/14/2019 08:31 Rule Deleted A Org Code (Assigned) Is equal to TRAINING.ADMIN
Change the d |Sp I ayed 02/14/2019 07:44 Members deleted 5 TRAINING.ADMIN
02/14/2013 07:43 Members deleted 1 TRAINING.ADMIN
1 02/13/2019 14:339 Rule Deleted A Org Code (Assigned) Is equal to TRAINING.ADMIN
order from ascending oaf 1372019 14103 s e ; TRANINGADMIN
. 02/13/2019 14:00 Rule Deleted A UIC (Assigned) Is equal to TRAINING.ADMIN
to d esce n d N g O rd e I 0 r 02/13/2019 14:00 Rule Deleted A Org Code (Assigned) Is equal to TRAINING.ADMIN
02/13/2019 13:50 Members Added 3 TRAINING.ADMIN
H 02/13/2019 13:38 Rule Deleted A UIC (Assigned) Is equal to TRAINING.ADMIN
fI'O m d escen d In g tO 02/13/2019 13:37 Rule Deleted A Org Code (Assigned) Is equal to TRAINING.ADMIN

02/13/2019 13:23 Rule Deleted C (Assigned) Is equal to TRAINING.ADMIN

(Assigned) Is equal to

ascending order.
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Activating a Training Requirement

All the topics previously discussed were applied to an Inactive training requirement.
The status of your training requirement can be changed to “Active” if all of the
following conditions are met: 1) the start date is in the past, 2) the due date is in the
future, and 3) at least one valid course title has been selected.

TO aCtivate a training 57618-Audio/Video Maintenance

GIL TS e T Alternate Users | Manage Course Titles | Find/Add Members | Manage Current Members | Automation | Change History |
requirement:
.

Completion results for members are no longer valid due to changes in the training requirement. Please wait for the nightly update
to re-validate all completions.
Requirement Status is Inactive.

Method 1 0

Requirement Name |Audio}'\"ideo Maintenance

1. Click the Requirement
Details tab. Descriptien

This requirement will enable personnel to manage and troubleshoot the A/V requirements of
their Command. Specific focus will be on Telaconferencing.

Not:
Completion Date Type ICustum Date Range ﬂ
Start Date 01/01/2013

06/30/2019 Employees should
complets this requirement by this date.
Completion after this date is considered
deliguant.

View/Set BSO-SMC Completion Date

2. Click the dropdown

Complete

and select Active. —_— i

0/2013 Last day to take course and receive credit.

] Status will be inactive if start date is in the future, due date is in the past. or no course title has been added.

3. Click the Update rested ey MICHAEL WOLFE.

michael.c.welfe.ctri@navy.mil

button . — Owmer TRAIMNING.ADMIN

MICHAEL WOLFE
michael.c.welfe.ctri@navy.mil Automation Rules are based on the owners' scope.
——

I — v | o= |
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Activating a Training Requirement

Alternatively, you can also activate a training requirement from the Manage Current

Members tab.

57618-Audio/Video Maintenance

Method 2

1. Click the
Manage Current
Members tab.

re-validate all completions.
Requirement Status is Inactive.

to

Change

Total Members: 5
Total Members in your scope: 5

| Requirement Details | Alternate Users | Manage Course Titles Find /Add Membe Manage Current Members Automation | Change History |

Completion results for members are no longer valid due to changes in the training requirement. Please wait for the nightly update to

. BS0/SMC/UIC/ Org Code Last Name First Name BIN/BIC sMC
2. Click the [ | | V]| v
uIC Org Emp Type Civ Grade Security Clearance
113
Change Status to | [ | PR oA o Acceee A
. 0 Znmtlig CIVILIAN-APF oL, LAA Confidential v
Actlve butto n CIVILIAN-FND 02 LAA Sscret
' Pay Plan Series Bus Rate Duty /Role Type
[ ] [
OGE 450 \g Type Ag Status Duty /Rola
| v v] [Tv]
DPP Career Field DPP Homeport . _
Sup Lvl DPP Program Type Manager e Billet Special Program
| v | v [ L | v
Employee Status DAWTIA i Owned Weap Travel Card Holder Purchase Card Holder
| vI[] L] L] L]
Required Complete
| v [
Search Reset
<< Previous Page  Mext Page>> Page:
0 o . T
S Mreree vt () R The 'Select All' button selects all who fulfill search criteria on all pages.
[ seect at [ De-select Al “cmai Seeced | [ ecie Setcied [ Export selcid |
Select Employee Email Address uIC gﬂe 3%9&‘1 %i-egmg $—mm Position Title Required Series Reason Completed
R DATABASE Detached/Departing Command within 30
[] BURKE, EDMUND edmund.burke.355@navy.mil  DEMO1NG DEMO1 N61 CIVILIAN-NAF  spiiores i ror No L=l i No
[] DOE I, JOHN john.doe.ctrass@navy. mil DEMO1 N&4 DEMO1 N&4 CONTRACTOR  EDUCATION TECHNICIAN Yas n/a No
[0 DouGLAS, DAVID AC1 michael.c.wolfe@navy.mil DEMO1 N&4 DEMO1 ne2 ACTIVE DUTY  INFO SYS TECH Yes n/a No
[[] EMELIANENKO, FEDOR IT2 fedor.emelianenko.595 @navy.mil DEMO1 N4 DEMO1 NE4 ACTIVE DUTY  LAN ADMIN Yes n/a No
GERMANICUS, GAIUS CAESAR . ) ’ -
|:| AUGUSTUS gaius.germanicus@nawvy.mil DEMO1 MadV DEMO1 NadV CIVILIAN-APF Yes n/a Mo
*For Official Use Only* * Safeguard in accordance with the provisions of the Privacy Act*
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Understanding the Completed Status

During the lifespan of all active training requirements, the nightly TWMS update
process will validate the Completed status for all members in the requirement.

A date and time
stamp always
displays the most
recent update.

57618-Audio/Video Maintenance

| Requirement Details | Alternate Users

Total Members: 5

i 2 5
ICompIeted Status Last Updated: 8/31/2015 10:43 PMl

Manage Course Titles | Find/Add Members Manage Current Members Automation

Change History

- lame First Name BIN/BIC BSO SMC
| | | I v v
uIC Org Emp Type Civ Grade Mil Grade Security Clearance
ACTIVE DUTY A oo ” El ~ No Access
Select UICs CIVILIAN-APF v 0L, e\, LAA Confidential
CIVILIAMN-FND 0z EZ LAA Secrat
Pay Plan Series Bus Rate Desig Duty/Role Type
[ ] L] [ ] L]
OGE 450 Agreement Type Agreement Status Duty/Role
I v ~] ]
DPP Career Field DPP Homeport = .
Sup Lvl DPP Program Type Manager T Billet Special Program
| v | v O L | v
Employee Status DAWIA Employee Private Owned Weapon Travel Card Holder  Purchase Card Holder
| v L[] L] L]
Required C 1k
I v [ v]

Search

<< Previous Page  Next Page>>
5 Record(s) Returned

_Reset |

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

[ seect Al J] oe-selct A1 J["emai seected ] e selecied | oelee seected ]| Expot el |

- Org Assigned Assigned Org  Employee i _ -
Select Employee Email Address uIC ode  UIC Code Type Position Title Required Series Reason
R ~ DATABASE Detached/Departing Command withi
EI BURKE, EDMUND edmund.burke. 355 @nawvy.mil DEMO1 Me DEMO1 M&1 CIVILIAN-NAF ADMINISTRATOR No 0020 30 days
[] DOE IL JOHN john. doe.ctr385@navy.mil DEMOLNE4  DEMOL NE4 CONTRACTOR EDUCATION Yes n/a
3 B : ' TECHMICIAN

D DOUGLAS, DAVID ACL michael.c.wolfe@navy.mil DEMO1 Me4 DEMO1 MN&2 ACTIVE DUTY  INFO S¥S TECH Yes nfa

D EMELIAMENKO, FEDOR IT2 fedor.emelianenko. 555 @navy. mil DEMO1 N4 DEMO1 M&4 ACTIVE DUTY  LAN ADMIN Yes nfa

D GER| ICUS, GAIUS CAE gaius.germanicus@navy.mil DEMO1 Ne0w DEMO1 MNe0V CIVILIAN-APF Yes nfa

AUGUSTUS

Managing Training Requirements — Revision 4.0
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Understanding the Completed Status

Noted below are the three reasons why the completion results for members of a
training requirement may not be valid from its most recent update.

If the completion results of a training requirement is
not valid then that status will be displayed on each tab.

Completion results may not
be valid if:

1) The Date Type or Date
Range in the
Requirement Details
tab was updated.

2) Course titles were
added or deleted or
the groupings of
course titles selected
for the training
requirement was
updated.

3) Members were added
to the training
requirement.

57618-Audio/Video Maintenance

| Requirement Details | Alternate Users | Manage Course Titles |ﬁnd{Add Members CEUELTESTL LT Automation | Change History |

re-validate all completions.

Completion results for members are no longer valid due to changes in the training requirement. Please wait for the nightly update to

Requirement Status Is Inactive.
[ chane status o Active

Total Members in your scope: 5

BSO/SMC/UIC/Org Code Last Name First Name BIN/BIC BSOD sMC
| | | [ v v
uIC Org Emp Type Civ Grade Mil Grade Sacurity Clearance
S L] ACTIVE DUTY Al oo N Er A No Access ~
CIVILIAN-APF V] 01 V] E2 v LAA Confidential v
CIVILIAN-FND 02 E3 LAA Secret
Pay Plan Series Bus Rate Desig Duty/Role Type
L] [ ] (] [ ] [ ]
OGE 450 \g! Type Agreement Status Duty /Role
| v v] [T~]
DPP Career Field DPP Homeport . -
Sup Lvl DPP Program Type Manager e Billet Special Program
[ v [ v L] [ v
Employee Status DAWIA i Owned P Travel Card Holder Purchase Card Holder
| ~[0 L] L] []
Required Reason C I
| vl [l
Search Resat
<< Previous Page MNext Page>=> Page:
The 'Select All' button selects all who fulfill search criteria on all pages.
5 Record(s) Returned pag
Ea | De-Select All [l Email Selected [l Edit Selected | Delete Selected | | Export Selected |
Assigned  Assioned 1
Select Employee Email Address uIc gﬂe Uit Code Org Em Position Title Required Series Reason Completed
BURKE, EDMUND mund.burke. %% @navy . mi DEMO1 Ms DEMO1 N&1 CIVILIAN-MNAF No o020 i ichi No
od d.burke vy mil gg:q‘?r%‘;ss'FRAToR gz’zchedf'Depamng Command within 30
D DOE II, JOHN john.doe.ckr3%% @navy. mil DEMO1 Me4 DEMOL N&4 CONTRACTOR EDUCATION TECHNICIAMN Yes nfa No
D DOUGLAS, DAVID AC1 michael.c.owolfe@navy.mil DEMO1 Me4 DEMO1 N&2 ACTIVE DUTY  INFO SYS TECH Yes nfa No
D EMELIAMENKO, FEDOR IT2 fedor.emelianenko 555 @navy. mil DEMO1 N4 DEMOL N&4 ACTIVE DUTY  LAN ADMIM Yes nfa No
O f&gﬂg%g”s' GAIUS CAESAR gaius.germanicus@navy.mil DEMOLNGOV — DEMOL NEOV CIVILIAN-APF Yes nfa Mo
57 March 2019
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Emailing Current Members

Emailing selected members allows you to communicate specific information
regarding the training requirement.

57618-Audio/Video Maintenance
| Requirement Details | Alternate Users | Manage Course Titles | Find/Add Members CELELERNT G LT Automation | Change History |

Completion results for members are no longer valid due to changes in the training requirement. Please wait for the nightly update to

re-validate all completions.
Requirement Status is Inactive.

| Change Status to Active

Total Members: 5
Total Members in your scope: 5

To send an email to
selected members of a

BSO/SMC/UIC/Org Code Last Name First Name BIN/BIC BSO sMC

training requirement: == | o | | 2 .
" UIC Org Emp Type Civ Grade Mil Grade Security Clearance
L] ACTIVE DUTY ~ oo N g N Mo Access A
Edesiuis CIVILIAN-APF o1 E2 L&A Confidential
CIVILIAN-FND S 0z ¥ B ¥ Lan Socret e
Pay Plan Series Bus Rate Desig Duty /Role Type
[ V]
1. Search for and (] (] [ ] (] [ ] [ ]
OGE 450 Ag Type Ag Status pﬂtﬁle
select the | v v] V]
Sup Lvl DPP Program Type E‘::;"’:" = ;um;;r':';r"""'t Billet Special Program
members you [ vl v 0 (] [ v
Employee Status DAWIA 1! i Owned P Travel Card Holder Purchase Card Holder
want to send an [ V][] O 0 (]
. Required Compl
email to. v [ v [V
Search Resat
=< Previous Page MNext Page>> Page:
. o . .
5 e e The 'Select All' button selects all who fulfill search criteria on all pages.
| seect il [l] D-seect | [[Emai sefected | [ osiete Selsced ] Export selectad |
Select Employee Email Address uIc gﬂe 3%&‘1 %Em E—ME&E Position Title Required Series Reason Completed
i i [] | BURKE, EDMUND rke.398@navy.mil  DEMO1N& DEMO1 N61 CIVILIAN-NAF ES;‘?S‘;E?TEMTOR No 0020 gfvzchEd“rDe"a“i"g Command within 30
2 i CI IC k th e E mal I ] | ooE I, 10HN Phn.doe.ctra98@navy.mil DEMOLNS4  DEMO1 nNe4 CONTRACTOR  EDUCATION TECHNICIAN Yes n/a No
e I ec te d bu t to n [] | poUGLAS, DAVID ACL michael.c.wolfe@navy.mil DEMO1 Ne4 DEMO1 Ne2 ACTIVE DUTY  INFO SYS TECH Yes nfa Yes
S . O fedor.emelianenkeo.3595 @navy.mil CEMO1 N4 DEMOL MN&4 ACTIVE DUTY  LAN ADMIN Yas nfa Yes
|z| gaius.germanicus@nawvy.mil DEMO1 N&DW DEMO1 Nl CIVILIAN-APF Yes nfa Mo
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Emailing Current Members

The default reply email address is the person who is currently logged into TWMS.
The default message details information about the current training requirement. You
can change this message as needed.

3. As needed,
update/change the
reply email address
and the body of the Purchase Card Holder
| ~[L] L L

email. — p
[ vl [ v]

4' DeseleCt the I The 'Select All' butt lects all who fulfill h criteri Il ==
. 5 R d Ret d e 'Selec utton selects all who fulfill search criteria on all pages.
approprlate ecord(s) Returne

checkboxes if you

want to send an e |
email to members

that have already
completed the
training and/or

members who are not Select Employee Email Address e 4, Grew goanedom TUEOYS®  position Titl Required series Reason Completed

“ou currently have an cutstanding training requirement as
shown below. ~
Reg Mame: Audio/Video Maintenance W
Start Date: 1/1/201%

req u i red to take th e [] BuRKE, EDMUND edmund.burke.359@navy.mil  DEMO1 NS DEMO1 &1 CIVILIAN-NAF 'EE;MEE?.ISSEETTOR Mo 0020 ggl:;::dme“"i"g Command within |,
= DOE 11, JOHN john.doe.ctrage@navy. mil DEMOLMS4  DEMO1 NE4 CONTRACTOR. ecynn e nfa e
tra' ni ng . These are [] DOUGLAS, DAVID ACL michael.c.wolfe@navy.mil DEMO1N&4  DEMO1 Ne2 ACTIVE DUTY  INFO SYS TECH Yes n/a Yes

[] EMELIAMEMKD, FEDOR IT2 fedor.emelianenko. 999 @navy. mil DEMO1 N4 DEMOL NE4 ACTIVE DUTY  LAN ADMIN e nia Yes
Se I eCted by d efau It' E Esgﬂgmﬂagus' GAIUS CAESAR gaius.germanicus@nawy.mil DEMO1 N&DW DEMO1 N&OV CIVILIAM-APF e nfa Mo

5. Click Send.

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

Below is a sample email that is sent to each selected member. Please note that the
name of the training requirement is included in the subject line of the email. The
body of the email was not changed from the default message. It is recommended to
always include the self-service link in the email you send to members.

This message was converted to plain text.
From: edgar.cayce@navy.mil Sent  Wed 3/13/2013 9:49 AM
To: Burke, Edmund DEMO, N&

Cc
Subject: TWMS Required Training - Audio/Video Maintenance for EURKE, EDMUND
Signed By: twms.nmci.navy.mil

1y i |8

You currently have an outstanding training requirement as shown below.

Req Name: Audio/Video Maintenance

Start Date: 1/1/2019

Complete By: 6/30/2019 (Completion after this date is considered delinquent.)
End Date: 6/30/2019 (No Credit for completing this requirement after this date.)

Please access the TWMS self-service (https://twms.navy.mil/selfservice), then click on the 'Online Training & Motices' button
to view your requirements and complete your training. If you have any questions, or believe you have received this notice in
error, please reply to this message.

If you have already completed this course during the required timeframe, you do not need to complete it again. If you aren't
sure if you completed it, check your training information in TWMS Self Service. Click on the Training/Educ/Certs & skills
button on the sidebar, then click on the Training Requirements link. If you completed the requirement, it will say 'Yes' under
completed.

4]

*For Official Use Only* * Safeguard in accordance with the provisions of the Privacy Act*
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Copying a Training Requirement

TWMS allows you to create a new training requirement by copying one or more

attributes of an existing one.

To copy a training
requirement:

¥ Total Workforce Management Services (TWMS)

Training Requirements 2.1 // Login: TRAINING.ADMIN Access Level: SYSTEM ADMINISTRATOR

1. Enter your search
criteria to find an

** FOR OFFICIAL USE ONLY - PRIVACY ACT SENSITIVE **

=% Any misuse or unauthorized disclosure of this information may result in both civil and criminal penalties **

existing training —

-  Active - -Eean:h

requirement to copy. =

2. Click Search.

3. Click the Copy
hyperlink
corresponding to the
training requirement
you want to copy.

Managing Training Requirements — Revision 4.0

Annual Security Brief
68 Required for all CNIC personnel once every 12 months, IAW SECNAV INST
5510.36.

Audio /Video Maintenance

57818 This requirement will =nable persennal to mansgs and troubleshoot the
AfV requirements of their Command. Specific focus vill be on
Teleconferencin a.

61

D Requirement Days/YrCreated By Owner BSO Status
TRAIMING.ADMIN
ID e Eae—————————CCT, ¢ Crested  Created By Owner
= —— Date -—o-—2= Treatec —wner
Summary View -
CDE; sE=EETrACl 2013 NV524/1/2013 8/14/2013 4/20/2008 TRAINING.ADMIN TRAINING.ADMIN

MW3Z 7/14/200% TRAINING.ADMIN MARCHER .CASTELL

NV93 3/1/20139/27/2013 3/6/2013 TRAINING.ADMIN EDGAR.CAYCE3
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Note:

S.

Copying a Training Requirement

Select the attributes you would like to copy from the existing training requirement
to the new one you are creating.

Select the checkboxes for
each attribute of the
existing training
requirement you want to
copy to your new training
requirement.

Only those members or rules
that are within your scope of
access will be displayed.

Click Copy Requirement.

Managing Training Requirements — Revisio

V| copy Details

The new name of the training requirement will appear

Copy of Audio/Video Maintenance| *== o e You will be able to change it after you copy it.

Description

This requirement will enable personnel to manage and troubleshoot the A/V requirements of their Command. Specific focus will be on Teleconferencing.

Notes

Completion Date Type Customn Date Range

Start Date 3/1/2013
Completion By 6/28/2013
Due Date 9/27/2013

V| Copy Alternate Users

User ID
JOHNNY.ROTTEN
JOSEPH.MERRIK

V| Copy Course Titles

ourse es

AUDIO VISUAL (A/V) EQUIPMENT

Alternate Name
ROTTEN, JOHNNY
MERRIK, JOSEPH

Course 1D

TWMS-318092
{U) ELECTRICAL SAFETY AWARENESS SAHOD419
AV CERTIFICATION DCPDS-111223

AV MANAGEMENT

Copy Membars

5-400-2031

Total members in your scope: 15

Employee uIC Org Code Assigned UIC
ROBERT BOYLE DEMO1 N& DEMO1
JAMES BRAID DEMO1 HN&1 DEMO1
EDMUND EURKE DEMO1 N& DEMO1
HARRY CLIFTON DEMO1 NB&2 DEMO1
MICHAEL COLLINS DEMO1 N& DEMO1
JAMES CONOLLY DEMO1 N& DEMO1
JOHN DOE II DEMO1 N&4 DEMO1
FEDOR EMELIAMENKO DEMO1 N4 DEMO1
TEMZIN GYATSO DEMO1 N& DEMO1
CATHERINE HAYES DEMO1 N& DEMO1
JULIA MARTIN DEMO1 N&4 DEMO1
GEORGE RUSSELL DEMO1 Ned DEMO1
TONY RYAN DEMO1 N& DEMO1
HEMRY STOKER DEMO1 N& DEMO1
SHIRLEY TEMPLE DEMO1 N& DEMO1

I Copy Automation (Member Rules) I

Org Code (Assigned)
UIC (Assigned)
UIC (Assigned)
Status

Inactive -

Copy Reguirement ‘

n4.0 62

Page: 1 =

Email Address Limited Permissions

johnny.rotten.933@navy.mil No

joseph.merrik@nawy.mil Yes
Training Method Host Order By Not Displayed in Self Service
MULTI-MEDIA (SAT TV, CBT, ONLINE, OTHER AV] TWMS 1
ACCREDITED OFF-CAMPUS INSTRUCTION (AOCI) Other 3

No Link Provided 998
ACCREDITED OFF-CAMPUS INSTRUCTION (ADCI) NKO 1
Page: 1 =

Assigned Org Code ployee Type equi Completed
NE2 CIVILIAN-NAF Yes = Mo
NE4 ACTIVE DUTY No Detached/Departing Command within 20 days Mo
N1 CIVILIAN-NAF Yes na No
NE CONTRACTOR Yes nfa Mo
ME1 CIVILIAN-NAF Yes = Mo
NE CIVILIAN-NAF Yas nfa Mo
N4 CONTRACTOR Yes na Yes
NE4 ACTIVE DUTY Yes nfa Mo
MNE CONTRACTOR Yes = Mo
NE2 CIVILIAN-NAF Yas nfa Mo
N& CONTRACTOR Yes na No
NE4 CONTRACTOR Yes nfa Mo
MNE CONTRACTOR Yes = Mo
NE1 CIVILIAN-NAF Yas nfa Mo
N& CIVILIAN-NAF Yes nfa No

Include/Exclude
Is equal to
Is equal to
1s equal to

Value
ne
DEMO1
DEMO2

Status can only be active if Copy Details is checked and Copy Course Titles is chackad where at least one course title is displayed in self-service.
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Copying a Training Requirement

After copying your new training requirement you can now provide all the details
needed for a complete and valid training requirement.

6. Click OK.

7. Enter any updates or
changes regarding the
details of this
requirement.

8. Click Update.

-

y
L

Windows Internet Explorer x|

‘.v Are you sure you wank ka copy this requirement?

-l
\ I=OK Cancel |

58719-Copy of Audio/Video Maintenance

Description

BELN T dI G Alternate Users | Manage Course Titles | Find/Add Members | M ge Current Members | Automation Change History
Requirement Status is Inactive.
ID 58719
Requirement Name |Genera| Safaty Training - Mon-Supervisory
Completing this training requirement will fullfill the annual safety training for all -

relevant employees.

Notes

Completion Date Type Custom Date Range -
Start Date 08/01/2013

Completion By Date

09/20/2012 Employees should complete this requirement by this date. Completion after this date is considered deliquent.

Due Date 09/20/2012 Last day to take course and receive cradit.
Status Inactive w Status will be inactive if start date is in the future, due date is in the past, or no course title has been added.
Created By JOSEPH.MERRIK

JOSEPH MERRIK
joseph.merrik@navy.mil

Owner

JOSEPH.MERRIK
JOSEPH MERRIK
joseph.merrik@navy. mil

Automation Rules are based on the owners' scopea.

Managing Training Requirements — Revision 4.0
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Requirement has Unsaved Changes!
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Copying a Training Requirement

Continue to enter the other details of this new training requirement. Refer to

(19

> discussed earlier 1n this guide for more

Information. Your requirement will also have a new Training Requirement ID.

Click the other tabs in any
order to add alternates,
manage course titles,
find/add members, etc.

Remember, the status of
your training requirement
will remain “Inactive” if
one of three conditions are
met.

1) The start date is in the
future.

2) The due date is in the
past.

3) There are no course titles
selected.

Note:

General Safety Training - Non-Supervisory

BELTE NI E G Alternate Users | Manage Course Titles | Find/Add Members Manage Current Members | Automation || Change History

/7Requirement Status is Inactive.
*3 58719

/

Reguirement Name

|Genera| Safety Training - Non-Supervisory

Completing this training requirement will fullfill the annual safety training for all
relevant employees.

Notes

Completion Date Type Custom Date Range -
Start Date 08/01/2013

Completion By Date

09/20/2012 Employees should complete this requirement by this date. Completion after this date is considerad deliquent.

Due Date 09/30/2012  Last day to take course and receive cradit.
Status Inactive Status will be inactive if start date is in the future, due date is in the past, or no course title has been added.
Created By JOSEPH.MERRIK
JOSEPH MERRIK
joseph.merrik@navy.mil
Owne JOSEPH.MERRIK

JOSEPH MERRIK
joseph.merrik@navy.mil

Automation Rules are

based on the owners' scope.

Managing Training Requirements — Revision 4.0
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Summary View

TWMS allows you to view all the relevant details of training requirement in a
summary format.

To view the summary of
a training requirement:

¥ Total Workforce Management Services (TWMS)

Training Requirements 2.1 // Login: TRAINING.ADMIN Access Level: SYSTEM ADMINISTRATOR

rch

1. Enter your search : ** fOR OFFICIAL USE oMLY - pRIVACY ACT SEUSTTIVE =
. . ) *% Any misuse or unauthorized disclosure of this information may result in both civil and criminal penalties **
criteria to find an .
. . .. " ATIO 1 Requirement Days/YrCreated By Owner BSO Status
existing training < Acve
requirement to copy. — ——rme et y

Mass Change Owner

ID e Eae—————————CCT, ¢ Crested  Created By Owner
Exit = e el i Owner
e AC] 2013 NV52 4/1/2013 8/14/2013 4/20/2005 TRAINING.ADMIN TRAINING.ADMIN
2 Click Search Annual Security Brief
- * 68 Required for all CNIC personnel once every 12 months, IAW SECNAV INST NVSZ 7/14/2003 TRAINING.ADMIN MARCHER .CASTELL
5510.36.

Audio /Video Maintenance
SFELBL"“S requirement vill enable personnel to manage and troubleshoot the NV93 3/1/2013 9/27/2013 3/6/2013 TRAINING.ADMIN EDGAR.CAYCES
v

requirements of their Command. Specific focus will be on
Teleconferencing.

3. Click the Summary
View hyperlink
corresponding to the
training requirement
you want to view.
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Summary View

Audio/Video Maintenance

Reguirement Details

Description This requirement vill enable personnel to manage and troubleshoot the A/V requirements of their Command. Specific focus will be on Teleconferencing.
Notes

Completion Date Type Custom Date Range

Year

Start Date 3/1/2013

Completion By &5/28/2012

Due Date 9/27/2013

Status Active

Alternate Users

Page: 1 =
- - User ID Alternate Name Email Address Limited Permissions
A” the detal IS Of thlS JOHNNY.ROTTEN ROTTEN, JOHNNY johnny.rotten.995@navy.mil Mo
JOSEPH.MERRIK MERRIK, JOSEPH joseph.merrik@nawvy.mil Yes
requl rel I Ient are Course Titles
- Course Titles Course ID Training Method Host ‘Order By Not Displayed in Self Service
Compressed Into one AUDIO VISUAL (A/V) EQUIRMENT TWMS-518092  MULTI-MEDIA (SAT TV, CBT. ONLINE, OTHER AV) TWMS 1
form fOF eas Vler n (U) ELECTRICAL SAFETY AWARENESS SAHD419 ACCREDITED OFF-CAMPUS INSTRUCTION (AOCI) Other 3
y g ' A/\V CERTIFICATION DCPDS-111223 No Link Provided 998
A/V MANAGEMENT 5-400-2031 ACCREDITED OFF-CAMPUS INSTRUCTION (AOCI) NKO 1
Members
1= === Page: 1 =
Total members in your scope: 15
Employee uIc Org Code Assigned UIC  Assigned Org Code Employee Type Required Reason Completed
. ROBERT BOYLE DEMO1 N6 DEMO1 N&2 CIVILIAN-NAF Yes nia No
Note Only those members and JAMES BRAID DEMO1 N61 DEMO1 NE4 ACTIVE DUTY Mo Detached/Departing Command within 30 days No
i EDMUND BURKE DEMO1 N6 DEMO1 NE1 CIVILIAN-NAF Yes nia No
automatlon rules that are HARRY CLIFTON DEMO1 N62 DEMO1 NE CONTRACTOR Yes n/a No
MICHAEL COLLINS DEMO1 N6 DEMO1 NE1 CIVILIAN-NAF Yes nia No
- h f JAMES CONOLLY DEMO1 N6 DEMO1 NE CIVILIAN-NAF Yes n/a No
Wlt In yOUI’ SCOpe OT aCCess JOHN DOE II DEMO1 MN64 DEMO1 NE4 CONTRACTOR Yes n/a Yes
. . FEDOR EMELIANENKO DEMO1 N4 DEMO1 NE4 ACTIVE DUTY Yes n/a No
Wi “ be dlsplayed TENZIN GYATSO DEMO1 N6 DEMO1 NE CONTRACTOR Yes nia No
' CATHERINE HAYES DEMO1 N6 DEMO1 NE2 CIVILIAN-NAF Yes n/a No
JULIA MARTIN DEMO1 N&4 DEMO1 NE CONTRACTOR Yes nia No
GEORGE RUSSELL DEMO1 N&4 DEMO1 NE4 CONTRACTOR Yes nfa No
TONY RYAN DEMO1 N6 DEMO1 NE CONTRACTOR Yes nia No
HENRY STOKER DEMO1 N6 DEMO1 NE1 CIVILIAN-NAF Yes n/a No
SHIRLEY TEMPLE DEMO1 N6 DEMO1 NE CIVILIAN-NAF Yes nia No

Automation Rules

Filter Type IncludefExclude Value
Org Code (Assigned) Is equal to NG
UIC (Assigned) Is equal to DEMO1
UIC (Assigned) Is equal to DEMO2
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Previewing a Training Requirement

TWMS allows you to preview how the selected training requirements will display
for a member from their self-service. You will only be able to preview training
requirements of those in which you are the creator, owner, or an alternate.

To preview a training
requirement:

¥ Total Workforce Management Services (TWMS)

Training Requirements 2.1 // Login: TRAINING.ADMIN Access Level: SYSTEM ADMINISTRATOR

1. Enter your search ey e e ST s e
criteria to find an — . w - — . m —
eXIStIng tra|n|ng w TRAINING.ADMIN - Active =
requirement to — se:
preview.

Days/Year Bso__Start Treated  Created By Owner

7 NO FEAR ACT 2013 NV52 4/1/2013 8/14/2013 4/20/2005 TRAINING.ADMIN TRAINING.ADMIN

ecurity Brief

68 Required for all CNIC personnel once every 12 months, IAW SECNAV INST NVSZ 7/14/2009 TRAINING.ADMIN MARCHER .CASTELL
. Breview 5510.36.
2. CIle SeaI’Ch. " Curmmary View Audio /Video Maintenance
aa 57618 This requirement vill ensble personnel to manage and troubleshoot the MVS9 3/1/20139/27/2013 3/6/2013 TRAINING.ADMIN EDGAR.CAYCE3
Previe W A/V requirements of their Command. Specific focus will be on
Teleconferencin a.

3. Click the Preview
hyperlink
corresponding to the
training requirement
you want to preview.
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Note:

Managing Training Requirements — Revision 4.0

Previewing a Training Requirement

Previewing a training requirement is useful to ensure it is displaying as expected
and that all hyperlinks are working correctly.

Completing one
course from Group
A and one course
from Group B will
satisfy this training
requirement.

Only course titles
having online
content associated
with them are
displayed in
self-service.

N

@ https://twms.nmci.navy.mil/Treqid=57618 - Training List Required - Microsoft Internet Explorer provided by NMCI

For NKQO Courses only:
1. In TWMS, copy the Course ID associated with a course title hosted on NKO.

2. Click on the Course Title hyperlink which will open NKO in a new window.

3. Log into NKO and then log into Navy e-Learning.
4. Click on "Advanced Search” and then paste the Course ID copied previously into the "Catalog Code” and click "Search”.

MKO course completions flow to TWMS daily, however it may take several weeks. You will continue to be prompted to take
the training until the course completion is received.

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

locate it.

Group Completed Course ID Course Title Hosted By
TWMS5-518092 AUDICO VISUAL (A/W) EQUIPMENT (CEU: 0) TWMS
S5AHOD419 (U} ELECTRICAL SAFETY AWAREMESS [(CEU: 1) OTHER
5-400-2031 AN MANAGEMENT (CEU: 1) NEOD
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Requesting Access to a Training Reguirement

TWMS allows you to request access to another training requirement for your use. If
your request is approved then you will be an alternate of that requirement with
limited permissions.

To request access to

another training
requirement: W Total Workforce Management Services (TWMS)

Requirements 2.1 // Login: MANAGER.DEMO Access Level: MANAGER

* FOR OFFICIAL USE D LY - PRIVACY ACT SENSITIVE **
unauthorized disclosura of this information may result in both civil and criminal penalties **

1. Enter your search
criteriato find an
existing training
requirement to copy.

Reguir aent, Cril
INTELLIGENCE COMMUNITY IN

Summary View
Copy 4268 SYSTEMS SECLLR Ik ) 2013 NV9S 10 /1/2012 9/30 /2013 10 /5/2012 TRAINING .DEMO JOSEPH MERRIK
Reguest Access
vt
T Audlo/\Fdeo Maintenance
SUMMITY VIEW
i - quirement vl E”EHE FrEITE D e Sk CEliediest die NV9S 3/1/2013 9/27/20133/6/2013 TRAINING.ADMINIOSEPH.MERRIK
. IC earcn. cquest Access A, requirements of their Command. Specific focus vill b on

Teleconferencing.

3. Click the Request
Access hyperlink
corresponding to the
training requirement
you want to access.
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Requesting Access to a Training Reguirement

You will only be able to request access to the training requirements in which you
are already not the creator, owner, or an alternate of.

Feedback that an
email was sent is
displayed here.

This is an example of
an email that is
received when a
request is sent.

i¥ Total Workforce Management Services (TWMS)

Training Requirements 2.1 // Login: MANAGER.DEMO Access Level: MANAGER

Search
** FOR OFFICIAL USE ONLY - PRIVACY ACT SENSITIVE **
** Any misuse or unauthorized disclosure of this information may result in both civil and criminal penalties **

Your email has been sent to joseph.merrik@navy.mil

—l

Search

ID Requirement Days/ YrCreated By Owner BSOD
Create New Requirement R

merrik
Mass Change Owner
Exit
ID Reguirement/Desci ion Days/{Year BSO SDt:tr: End Date Created

Summary View INTELLIGENCE COMMUNITY INFORMATION

summary View

Copy 422 SYSTEMS SECURTY AWARENESS (IC-ISSA) 2013

Reguest Access

V5.0

e T Audio/Video Maintenance

Co 5761g This requirement will enable personnel to manage and troubleshoot the

Reguest Access A/V requirements of their Command. Specific focus vill be on

Teleconferencing.

w  Active - Search

pags: 1 =

Created By Owner

NVSS 10/1/2012 9/30/2013 10/9/2012 TRAINING.DEMO JOSEPH.MERRIK

NVSS 3/1/2013 9/27/20133/6/2013 TRAINING.ADMINIOSEPH.MERRIK

== v = Training Requirements Access Request for ID 57618 - Message (Plain Text) B ET
Message Insert Options Format Text Review & e
2 . =Y Y - 3 €
oo x Y 1] 3 Bl Meeting | |1 Move to: 7 i} To Manager 5% [ Rules f P BE v a&) 34 Find 1;
* - 4 Team E-mail Done = (N] OneNate e Related ~
L
- Delete | Reply Reply Forward i o - —|| Move Mark Categorize Follow | Translate Zoom
& Junk it @ Mare (i Reply & Delete 7 Create New = T 3 Adions+ | upresd 2 Upr [ select -
Delete Respond Quick Steps F] Move Tags ] Editing Zoom

© This message was converted to plain text.

From: manager.demo@navy.mil Sent:
To: Merrik, Joseph CIV NADC, N41

Co

Subject: Training Requirements Access Request for ID 57613

Signed By: twms.nmei.navy. mil

You have permission to grant access to the Training Requirement, Audio/Video Maintenance. The following user has requested access as an Alternate to 1D 57618.

LOGIN: MANAGER.DEMO

USER NAME: DEMO, MANAGER

BSO: NV39

TITLE: WEBMASTER

UIC/Command: DEMO1 COMMANDER, NAVY APPLICATION DEMO COMMAND

To add them as an alternate to this requirement, please use the Manage Training Requirements tool located on the Tools/Functions page of your TWMS account. You can access TWMS here:
https://twms.nmei.nawvy. mil/login.as

Tue 7/16/2013 9:17

&
&
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TWMS allows you to mass change the owner of several training requirements to
another owner that you select. A new owner Is often needed because the previous
owner has separated or changed commands. You will only be able to make this
mass change to a training requirement if you are the creator, current owner, or an

Mass Change Owner

alternate with full permissions.

To mass change the

owner of more than one

training requirement:

1. Click the Mass
Change Owner
button on the
Navigation Menu.

2. Enter your search
criteria to display the
training requirements
you want to change
the owner of.

3. Click Search.

¥ Total Workforce Management Services (TWMS)

Training Requirements 2.1 // Login: TRAINING.ADMIN Access Level: SYSTEM ADMINISTRATOR

* FOR OFFICIAL USE DHL - PR N ACT SENSITIVE **

=% Any misuse or unauthorized disclosure of this information may result in both civil and criminal penalties **

1D Requirement Days/YrCreated By Owner
— TRAINING.ADMIN
C te New Req ment
M Change Ow Start
ID Days/Year BSO Date EP d Date Created Created By
Exit
Summary View
Copy 7 NO FEAR ACT 2013 NVS24/1/2013 8/14/2013 4/20/2009 TRAINING.ADMIN TRAINING.ADMIN
Preview
Summary View Annual Security Brief
Copy 68 Required for all CNIC personnel once every 12 months, IAW SECNAV INST NvsZ
Preview 5510.36.
Curmmmary View Audlo/Vldeo Malntenance
Summary View
Copy 57618 This requirement will = b' pel =l to mana 9 nd troubleshoot the MVS9 3/1/20139/27/2013 3/6/2013 TRAINING.ADMIN EDGAR.CAYCE3
Preview AfV requirements fth r Comman d Specific focus will be on
Teleconferencin a.
lCreabed By Owner cayce l

g

g I |u
2

R

7/14/200% TRAINING.ADMIN MARCHER .CASTELL
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Mass Change Owner

4, Select the training
requirements you want to
change the owner of. You
can select them
individually or click the
Select All button.

Click the Select button to
search for the new owner.

Enter your search criteria
and then click Search.

Select the hyperlink of
the listed employee to add
as the Owner.

Managing Training Requirements — Revision 4.0

Created By Owner cayce Search

Page: 1 -
The 'Select All' button selects all who fulfill search criteria on all pages.
[ seiect Al |
New Owner: | Selact |
Select 1D ipti BSO Start Date Created Created By Owner
Audio/Video Mainjeffance
J| | 57618 This requirement will e = personnel to manage and troubleshoot the A/V requirements of NV33 3/1/2013 9/27/2013 3/6/2013 TRAINING.ADMIN EDGAR.CAYCEZ

v

ic focus will be on Teleconferencing

CE COMMUNITY INFOR“ATION SYSTEMS

NV3S 10/1/2012 9/30/2013 10/39/2012 TRAINING.DEMC EDGAR.CAYCEZ

Search results are limited to users with an active TWMS account and who have the Manage Training Requirements privilege.

/ Last Name merrik First Name BSO uIcC

1 -

Alternate Name uIc Org Code Access Level
IJCSEPH.MERRIK MERRIK JOSEPH DEMO1 N41 MANAGER. I

Page 1 of 1 Pages
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Mass Change Owner

Remember that the Automation Rules may be affected by changing owners.

Created By Owner cayce Search

The 'Select All' button selects all who fulfill search criteria on all pages.
The name of the i i
.
SeIeCtEd NEW OWnNer Is mmmp | New Owner: J0SEPH.MERRIK || Select
displayed here- Select 1D BS0 Start Date End Date  Created Created By Owner

Audio/Video Maint

#| 57818 This requiremant will Personnel to manage and troubleshoot the A/V requirements of NV33 3/1/2013  5/27/2013 3/6/2013 TRAINING.ADMIN EDGAR.CAYCEZ

CURTY AWARENESS (IC—ISSA) V5.0 NV39 10/1/2012 9/30/2013 10/9/2012 TRAINING.DEMC  EDGAR.CAYCE3

8. Click Update.

After updating, the new

- - ID Requirement Days/YrCreated By Owner BSO Status
owner is displayed. —_ merri < | Actva - [ Jaarch
Page: 1 -
1D Requirement/Descr T, Days/Year BSO %t:tr: End Date Created Created By Owner
curmrmacy View INTELLIGENCE COMMUNITY INFORMATION
2ummary View T S T T T T AT T T T -l T T T ——
Copy azee SYSTEMS SECURTY AWARENESS !]C—]SSA! 2013 NVS3 10/1/2012 5/20] 20 TESewSNELLZ TRATNING. DEMO) IOSEPH . MERR IK]
Preview VS.O —)
S Audio /Video Maintenance
Copy 57618 This requirement vill enable personnel to manage and troubleshoot the NVSS 3/1/2013 9/27/2012 3/6/2013 TRAINING.ADMIIOSEPH.MERRIK]
Praview A/V requirements of their Command. Specific focus will be on

Teleconferencing.
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Viewing Training Requirements for an Employee

Information about an employee’s required training can be managed and viewed in
the employee’s training form.

To view required training for
an employee*:;

1. Once an employee has
been selected, click the
Training/Educ/Cert &
Skills button to display

=g

¥ Total Workforce Management Services (TWMS)

'Workforce Manager 2.0 //

Login: MANAGER.DEMO Access Level: MANAGER

** FOR OFFICIAL USE ONLY - PRIVACY A ITIVE **
** Any misuse or unauthorized disclosure of this information may both civil and eriminal penalties **

[ NAME | OFFICIAL RECORD UIC/ORG [ ASSIGNED-MUSTER UIC/ORG | EMPLOYEE TYPE
[ROTTEN, JOHNNY IR 1TZ |pEMO1 / NE [DEMO1 / nB4 |acTIvE DUTY

Personal/Recall Information

the Completed Training / et o
form ShOWn here. Securit ty Clearance Info

2. Click Training
Requirements to display
the required courses for
this employee.

*You must have the appropriate
privileges to view the training
information for an employee.

Managing Training Requirements — Revision 4.0

[ TITLE [ PAY GRADE | MILITARY TYPE
|17 sPeCIALIST |e-s [EnLISTED

TRAINING PQS CERTIFICATIONS/PROGRAMS AGREEMENTS EDUCATION LANGUAGES SKILLS IDP

Training Requirementsf Projected Training

Completed Training « Training Archive 4

Add a Training Record Print/Export Training History: @ Excel @ EDF

aining for the past 2 years. Sart: |DE¢E Completed ¥ |Des: ~| Sort

Mning older than 2 years, click on Training Archive

CyberSecurity Warkforcel‘ Course Title _ | Course Training Data Source|Date Complet: EUs
T / ILP;TELLIGENCE COMMUNITY INFORMATION SYSTEMS SECURTY AWARENESS (IC-1S5A) V5.0 (CEU: DOD-1C-155A-5.0| MANAGER PROVIDED |3/5/2012 1 1 ‘ { :
Uploaded Docu =3 PERSOMNALLY IDENTIFIABLE INFORMATION (PII) (CEU: 1) DOD-PII-V1 MANAGER PROVIDED |1/11/2011 1 1 ‘ J‘
Note: The default view of the Training form shows
the training courses this employee has
completed within the last two years.
*For Official Use Only* * Safeguard in accordance with the provisions of the Privacy Act*
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Viewing Training Requirements for an Employee

All requirements for this employee will be listed as shown below. Additional details
of each of the required courses can be viewed here.

3. Click the Detail hyperlink to
view other information about
the selected training
requirement.

4, Details of the selected training
requirement will be displayed
in this new window including
the list of courses that will
satisfy the requirement. Close
this window when you are
finished.
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[ NAME | SSAN [ popepr | TwmsiD | OFFICIAL RECORD UIC/ORG | ASSIGNED-MUSTER UIC/ORG [ empLOYEETYPE |

|[ROTTEN, JOHNNY IR 1T2 |[oooooooz1 |10o0so00137  [is0885 |DEMO1 / N |DEMO1 / NE4 [acTIvE DUTY |

TITLE | PAY GRADE MILITARY TYPE |

[Lan aDmIN [e-s [EnLISTED |
TRAINING~ PQS CERTIFICATIONS/PROGRAMS AGREEMENTS EDUCATION LANGUAGES SKILLS IDP

Completed Training » Training Archive « Training Requirements « Projected Training

REQUIREMENTS
"REQUIREMENT DUE 1D REQUIRED |[REASON NOT REQUIRED | COMPLETED |[DATE COMPLETED
. Detail || Personally Identifiable Information (PII) Annual Awareness Training 08/08/2013 (58647 |[Yes nfa No =
Pudio/Video Maintenance 09/27/2013(|57618| ves nfa MNo --
Datail {P‘sTELLIGENCE COMMUNITY INFORMATION SYSTEMS SECURTY AWARENESS (IC-ISSA) 09/30/2013 4268 [ves nfa Yes 03/25/2013
Manage Requirements
*For Official Use Only* * Safeguard in accordance with the provisions of the Privacy Act*
——
. " . . . . . ~ S —— —_
'& https://twms.nmci.navy.mil/reqid=57618 - Training Requirement Details - Microsoft Internet Explorer provided by NMCI o |
-
Requirement Details
1D 57618
Name Audio/Video Maintenance
S This requiremeant will eanable personneal to manage and troubleshoot the A/V requirements of their
Description = ) A
Command. Specific focus will be on Teleconferencing.

Notes

Completion Date Type Custom Date Range

Start Date 3/i/2013

Completion By 6/28/2013

Due Date 9/27/2012

Course Titles

‘Group Course Title Course ID Training Method Hosted By

A AUDIO VISUAL (A/V) EQUIPMENT TWMS-518092 MULTI-MEDIA (SAT TV, CBT, ONLINE, OTHER AV) TWMS

£y (U) ELECTRICAL SAFETY AWARENESS SAHD419 ACCREDITED OFF-CAMPUS INSTRUCTION (ACCI) Other

A A/ CERTIFICATION DCPDS-111223 No Link Provided

B AN MAMAGEMENT 5-400-2031 ACCREDITED OFF-CAMPUS INSTRUCTION (AOQCI) NKO
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Managing Training Requirements for an Employee

If you have the appropriate privileges, you can manage an individual’s training
requirements by adding or removing them.

To manage a training
requirement for an individual
employee*:

1. From the Training
Requirements form of the
employee’s training record,
click Manage Requirements.

2. Click the Edit hyperlink
corresponding to the training
requirement you want to make
changes to.

*You must have the appropriate
privilege to view the training
information for an employee.
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[ NAME | SSAN [ popepr | TwmsiD | OFFICIAL RECORD UIC/ORG | ASSIGNED-MUSTER UIC/ORG [ empLOYEETYPE |
|[ROTTEN, JOHNNY IR 1T2 |[oooooooz1 |10o0so00137  [is0885 |DEMO1 / N |DEMO1 / NE4 [acTIvE DUTY |

TITLE | PAY GRADE MILITARY TYPE |
[Lan aDmIN [e-s [EnLISTED |

TRAINING» PQS CERTIFICATIONS/PROGRAMS AGREEMENTS EDUCATION LANGUAGES SKILLS IDP

Completed Training » Training Archive « Training Requirements « Projected Training

REQUIREMENTS
REQUIREMENT DUE 1D REQUIRED |[REASON NOT REQUIRED | COMPLETED |[DATE COMPLETED
Detail || Personally Identifiable Information (PII) Annual Awareness Training 08/08/2013 (58647 |[Yes nfa No
Detail||Audio/Video Maintenance 09/27/2013(|57618| ves nfa MNo
Datail LNSTgLLIGENCE COMMUNITY INFORMATION SYSTEMS SECURTY AWARENESS (IC-ISSA) 09/30/2013 4268 [ves nfa Yes 03/25/2013

Manage Requirements

Close Window X

Required Reason Not Required

Yas - n'a

Requirement

-

Personally Identifiable Information (PII) Annual Awareness Training T e — Famove|Edit

Audio/Video Maintenance Yes k]
INTELLIGENCE COMMUNITY INFORMATION SYSTEMS SECURTY AWARENESS (IC-ISSA) V5.0 |Yes nfa Remov=|Edit
*For Official Use Only* * Safeguard in accordance with the provisions of the Privacy Act*
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Managing Training Requirements for an Employee

If a training requirement is selected then you can remove it or edit whether the
employee Is required to complete it.

3. Click the first dropdown

arrow and choose No. This

Requirement Required Reason Not Required
indicates that this | .
requ I rement IS nOt reqUIred Personally Identifiable Information (PII) Annual Awareness Training Yes nfa Remove |Edit
for this emp]oyee ——iaiid e aint an s » e -] | wa v |Remove|Save Cancat
INTELLIGENCE COMMUNITY INFORMATION SYSTEMS SECURTY AWARENESS (IC-ISSA) V5.0 |Yes i Efjended LwoP Remove |Edit

Access Revoked/Training noncompliant

Mot a Supervisor

No access to Classified Information

Joint UIC - DON not responsible for training

Note: The “Audio/Video Maintenance” Separsied
training requirement is the one Ranse maiaity

that has been used throughout A g e
this guide. e

| Terminal Leave

4, Click the second drop down e T T AT T
arrow and select the
appropriate reason why this
training requirement is not
required for this employee.

uirement Required Reason Not Required

Yes * nfa - Add Record

Personally Identifiable Information (PII) Annual Awareness Training Yes nfa
5 Click Save to accept these Audio/Video Maintenance No = Terminal Laave
INTELLIGENCE COMMUNITY INFORMATION SYSTEMS SECURTY AWARENESS (IC-ISSA) V5.0 [Yes . Remove |Edit
changes or Cancel to —

disregard them.

*For Official Use Only* * Safeguard in accordance with the provisions of the Privacy Act*
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Managing Training Requirements for an Employee

Changing or editing the details of a training requirement for an individual employee
IS 1dentical to changing or editing the details of a member using the Manage
Training Requirements module from the Tools/Functions area of TWMS.

6. Click Close Window when

you are finished.

Note: The Training Requirements
form for the employee now
shows that this requirement

- - - REQUIREMENT DUE jis] REQUIRED |[REASON NOT REQUIRED| COMPLETED| DATE COMPLETED
IS not reql.“red and dlSpIayS Detail|Personally Identifiable Information (PII) Annual Awareness Trainin 08_-"08_-"201.-3 58647 Ye-s n/a No
the reaSOn not requ i red Detailf Audio/Video Maintenance 09/27/2013(|57618(No Terminal Leave No
. — (1C-
Detai|||INST§LLIGENCE COMMUNITY INFORMATION SYSTEMS SECURTY AWARENESS (IC-ISS5A) 09/20/2013 4268 |ves n/a Yes 03/25/2013
Manage Requirements

Managing Training Requirements — Revision 4.0

Req t Req d Reason Not Required
Selact Yes w nja -
Personally Identifiable Information (PII) Annual Awareness Training Yes nfa Remove |Edit
Audio/Video Maintenance No Terminal Leave Remov= |Edit
INTELLIGENCE COMMUNITY INFORMATION SYSTEMS SECURTY AWARENESS (IC-ISSA) V5.0 |Yes n/a Remove |Edit
NAME | SSAN [ popebr | TwmsiD | OFFICIAL RECORD UIC/ORG | ASSIGNED-MUSTER UIC/ORG [ EmPLOYEE TYPE |
|ROTTEN, JOHNNY IR 1T2 |oooooooz1 |10o0s000137  [1s0885 |[pEMO1 / N |[DEMO1 / nea [acTIvE DUTY |
TITLE | PAY GRADE | MILITARY TYPE |
[Lan aDmIN [e-s [ENLISTED |

TRAININGw PQS CERTIFICATIONS/PROGRAMS AGREEMENTS EDUCATION LANGUAGES SKILLS IDP

Completed Training » Training Archive « Training Requirements « Projected Training

REQUIREMENTS

*For Official Use Only* * Safeguard in accordance with the provisions of the Privacy Act*
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Managing Training Requirements for an Employee

Returning to the Manage Current Members tab of this training requirement also
shows for this member that the training is not required.

The required
status and the
reason why it isn’t
required for this
member is also
displayed here.

57618-Audio/Video M

aintenance

| Requirement Details | Alternate Users | Manage Course Titles | Find/Add Members Manage Current Members ATGHIE ] Change History

Total Members: 16
Total Members in your scope

116

Completed Status Last Updated: 7/14/2013 11:21 PM

Update Completed Status

BIN/BIC

BSO/SMC/UIC/Org Code Last Name First Name

Assigned -

uIcC Org Emp Type
ACTIVE DUTY

EEECHFIE=S CIVILIAN-APF
CIVILIAN-FND

Pay Plan Saries Bus

OGE 450 Agreement Type

-
Sup Lvl DPP Program Type

Required

-

Reason

m s

1

-

=1
=1
m s

o
%]
1

Agreement Status

Mil Grade

-
El (=

m
w
1

SMC

Security Clearance

m s

Confidential
Interim Confidential
Interim Secret

Employee Status

Collateral Duty

-

DPP Career Field Manager DPP Homeport Supervisor Billet Special Program

Complete

-

Search
Reset
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1= EE2 S Page: 1 =

16 Record(s) Returned The 'Select All' button selects all who fulfill search criteria on all pages. :
Delete Selected | Export Selected

Select Employee Email Address uIc Org Code Assigned UIC Assigned Org Code Employee Type Required Reason Completed
BOYLE, ROBERT robert.boyle.939@navy.mil DEMO1 Ne DEMO1 NBZ CIVILIAN-NAF Yes nfa MNo
BRAID, JAMES MAZ james.braid.9939@navy.mil DEMO1 Nel DEMO1 Ne4 ACTIVE DUTY No Detached/Departing Command within 30 days No
BURKE. EDMUND edmund.burke. 333 @navy. mil DEMO1 N& DEMO1 N&1 CIVILIAN-NAF  Yes n/a No
CLIFTON, HARRY harry.clifton.ctrg99@navy.mil DEMO1 Ne2 DEMO1 N& CONTRACTOR  Yes nfa No
COLLINS, MICHAEL michael.collins.993@nawy.mil DEMO1 Ne DEMO1 NEl CIVILIAN-NAF Yes nfa MNo
COMNOLLY, JAMES james.conolly.993@navy.mil DEMO1 N6 DEMO1 NG CIVILIAN-NAF Yes nfa No
DOE II, JOHN john.doe.ctr333@navy.mil DEMO1 Ne4 DEMO1 Ne4 CONTRACTOR  Yes nfa Yes
EMELIAMENKO, FEDOR IT2 fedor.emelianenko.39%@navy.mil DEMO1 N4 DEMO1 N&4 ACTIVE DUTY  Yes nfa No
GYATSO, TENZIN tenzin.gyatso.ctr339@navy.mil DEMO1 N& DEMO1 NG CONTRACTOR  Yes nia MNo
HAYES, CATHERINE catherine.hayes.299@navy.mil DEMO1 N& DEMO1 N&2 CIVILIAN-NAF  Yes n/a No
MARTIN, JULLIA julia.martin.ctr339@navy.mil DEMO1 Ne4 DEMO1 N& CONTRACTOR  Yes n/a MNo

I ROTTEN, JOHNNY ITZ2 johnny.rotten.999@navy.mil DEMO1 N6 DEMO1 NE4 ACTIVE DUTY Mo Terminal Leave No I
RUSSELL, GEORGE george.russell.:trsss@naW CONTRACTOR  Yes nia No
CONTRACTOR
*For Official Use Only* * Safeguard in accordance with The provisions of the Privacy Act*
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