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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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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.

1. From the Home Page click on the 

Tools/Function button on the Actions Menu.

2. From the Tools & Functions form choose the 

Manage Training Requirements button located 

within the Training Tools header.

To access the Training Requirement module in 

TWMS*:

Accessing the Training Requirement Module

* You must have the appropriate 

privilege to create, view, edit, and 

copy training requirements.

4Managing Training Requirements – Revision 4.0 March 2019



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. 

Your TWMS ID will appear here the 

first time you open this module. Enter 

different search criteria to display 

other training requirements.

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

Accessing the Training Requirement Module
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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 –

Allows you to create a 

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

1. Click the Create 

New Requirement

button on the 

Navigation Menu.

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.

Creating a Training Requirement

6

To create a training 

requirement:
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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.

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

Creating a Training Requirement
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2. Enter the required fields as 

necessary for the new training 

requirement.

3. Click the Create Requirement

button.

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.
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4. Enter updates/changes to 

this 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.

This window contains seven tabs.

Creating a Training Requirement

8Managing Training Requirements – Revision 4.0

TWMS auto-generates a 

Training Requirement ID 

and is displayed here 

along with the name of the 

training requirement you 

previously entered.

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

March 2019



5. Click Update if you make 

any changes. 

Note: 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.

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. 

Creating a Training Requirement

9Managing Training Requirements – Revision 4.0

*For Official Use Only*  * Safeguard in accordance with the provisions of the Privacy Act*
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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 “Defining Automation –
Member Rules” discussed later in this guide for more information.

1. Click the Select button. 

2. Enter your search criteria to 

find the new Owner. 

3. Select the name of the 

employee to add as the 

Owner.

4. Click Update. 

Changing Owners

10Managing Training Requirements – Revision 4.0

To change the Owner of a 

training requirement:

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

Note: Only employees with an active TWMS 

account and having one of the Training 

Requirements privileges can be selected.
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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.

1. Click the Alternate Users 

tab. 

Adding Alternates

11Managing Training Requirements – Revision 4.0

To add an alternate to a 

Training Requirement:

From the previous steps, the 

new name of the Owner is 

now displayed. 

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

If a training requirement is “Inactive” then 

that status will be displayed on each tab. 
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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. 

4. Select the name of the 

employee to add as an 

alternate and then click Done.

12Managing Training Requirements – Revision 4.0

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

Adding Alternates
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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 in 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 

the same type, repeat steps 

3-4. To add a different type 

of alternate repeat steps 2-4. 

13Managing Training Requirements – Revision 4.0

The list of Alternates will 

be displayed here. 

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

Adding Alternates

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. 
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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.

1. Click the Manage Course 

Titles tab to select the 

course title(s) that will 

satisfy this training 

requirement.

Adding Course Titles

14Managing Training Requirements – Revision 4.0

To add a course title to a 

training requirement:

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

2. Enter the Course ID, 

Course Title (or any part of 

it), and/or select whether 

the course is currently 

hosted on TWMS.

3. Click Find to display the 

course title(s) in the TWMS 

Course Table that match 

your search criteria.

4. Click the course title 

hyperlink to add that title to 

the list of course titles that 

will satisfy this training 

requirement. 

Adding Course Titles

15Managing Training Requirements – Revision 4.0

Notice that the first course title 

selected for this training 

requirement is hosted on 

TWMS. Course titles hosted on 

TWMS are those that have 

associated training content that 

can be completed in TWMS.
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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.

5. Repeat step 4 to add other 

course titles from the 

same search results or 

repeat steps 2-4 to search 

for other course titles.

Adding Course Titles

16Managing Training Requirements – Revision 4.0

Course titles previously added to the 

training requirement are displayed 

here.

Notice that the second 

course title selected for 

this training requirement 

is not hosted on TWMS. 

Course titles not hosted on 

TWMS may or may not 

have training content 

associated with them. See 

the next slide for more 

information. 
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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 

is shown here and can not be changed. For all personnel assigned to 

the training requirement, the displayed hyperlink will automatically 

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 

hosted. For all personnel assigned to the training requirement, the 

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.

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.

Adding Course Titles
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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”.

Adding Course Titles

18Managing Training Requirements – Revision 4.0

The course title previously added is 

hosted on NeL and, by default, appears 

second in the list of course titles that 

will satisfy this training requirement.

8. If needed for your training 

requirement, select a course 

title with a Course ID type of 

DCPDS-xxxxxx.  

Note: You cannot have a Course ID 

of this type as the only course 

title to be completed to satisfy 

a training requirement. 
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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 “Previewing a Training Requirement” 
later in this guide.

Adding Course Titles
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All course titles having a 

Course ID type of 

“DCPDS-xxxxxx” will 

always appear at the end 

of the list of course titles 

that will satisfy a training 

requirement. 
Note that this course title will 

never be accessible in self-service.
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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 “Previewing a 
Training Requirement” later in this guide.

Managing Selected Course Titles
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Selected course title(s) can be 

deleted, grouped, ordered, or 

identified to not be displayed 

in self-service. Directions for 

all these actions are contained 

on the following slides.
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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”.

Deleting Course Titles

21Managing Training Requirements – Revision 4.0

1a. 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.

To delete one or more course 

title(s) from a training 

requirement:

March 2019



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 
“Previewing a Training Requirement” later in this guide.

Ordering the Display of Course Titles

22Managing Training Requirements – Revision 4.0

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.

To order the course titles in a 

training requirement:

Note: Your changes will be lost if you 

find another course title before 

clicking the Update button. 
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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.

Hiding the Display of Course Titles

23Managing Training Requirements – Revision 4.0

1. Check the box next to each 

course title that you would like 

to hide. 

2. Click Update.

To hide one or more course 

titles in a training requirement:

Note: Your changes will be lost if you 

find another course title before 

clicking the Update button. 

March 2019



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”. 

Grouping Course Titles

24Managing Training Requirements – Revision 4.0

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. 
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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.

Grouping Course Titles

25Managing Training Requirements – Revision 4.0

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. 
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Grouping Course Titles

26Managing Training Requirements – Revision 4.0

In this example, one course 

title of the two displayed in 

Group A AND the one 

course title in Group B 

needs to be completed for 

the entire training 

requirement to be satisfied.
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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. 

Automatically Adding Course Titles

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. 

27Managing Training Requirements – Revision 4.0 March 2019



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.

Automatically Adding Course Titles

28Managing Training Requirements – Revision 4.0

The remaining list of 

course titles matching the 

search criteria are 

displayed to the right. 

The course title previously added 

will appear at the end of Group A 

but before the “DCPDS-xxxxxx” 

type course titles.
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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.

Automatically Adding Course Titles

29Managing Training Requirements – Revision 4.0

1. Check the box to enable 

this nightly process.  

2. Click Update.

To have TWMS automatically 

add course title(s) to a training 

requirement:
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Automatically Adding Course Titles
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After the nightly process, you will be 

able to see which course titles were 

automatically added to your training 

requirement. Course titles 

automatically added will, by default, 

not be displayed in the training 

requirement.  You can change the 

display option for any of these added 

course titles as needed.
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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. 

1. Click the Find/Add 

Members tab to find the 

employees who will be 

required to complete this 

training requirement.
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To find/add members to a 

training requirement:

Finding/Adding Members
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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 

required using the fields 

below. If you need to select 

one or several UICs in your 

scope click the Select UICs 

hyperlink shown below. 

Finding/Adding Members
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Note: Entering no search 

criteria will return all 

employees in your scope 

who are not currently a 

member of the training 

requirement. 
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Finding/Adding Members

33

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. Click Done when finished.

5. Enter/select other search 

criteria as needed.

6. Click Search.

Note: This example will find 

all employees having 

Assigned UIC 

DEMO1 and Assigned 

Org Code like N6.

Managing Training Requirements – Revision 4.0 March 2019



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. 

7. Click the checkbox 

next to an 

employee’s name to 

select/deselect them 

OR click the Select 

All button to select 

all employees 

resulting in your 

search. 

8. Click the Add 

Selected button.

Finding/Adding Members
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The number of 

records returned 

based upon your 

search criteria is 

displayed here. 

Only employees in Assigned UIC DEMO1 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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There are several things you can do regarding the selected members of a training 
requirement. 

1. Click the Manage 

Current Members 

tab to view the 

members who are 

in the training 

requirement.

Viewing Current Members
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The number of 

remaining records 

that have not been 

added to the 

training 

requirement is 

displayed here. 

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

To view the current 

members of a 

training requirement:

March 2019

After members are added to a requirement, 

this message will be displayed on each tab.



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

1. Enter your search 

criteria using the 

available fields. 

Here, only 

Civilian-NAF 

members will be 

searched.

2. Click Search. 

Searching Current Members
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The total number of 

members and the total 

number of members that 

are in your scope in this 

training requirement are 

displayed here. These 

numbers may be 

different.

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

To search for 

members of a 

training requirement:

March 2019



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

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

1. Click the 

checkbox next to 

a member to 

select/deselect 

them or click the 

Select All button 

to select all 

members.

2. Click the Delete 

Selected button 

to delete all 

selected 

members.

3. Click OK.

To delete members 

of a training 

requirement:
After searching for only Civilian-NAF members, the total 

number of records returned have decreased. 

Note: The initial Completed status for 

each new member will be “No”. 
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You can change whether or not a member of a requirement is required to complete 
the training requirement. 

Editing the Details of Current Members

38Managing Training Requirements – Revision 4.0

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

1. Click the checkbox 

next to a member 

to select/deselect 

them or click the 

Select All button 

to select all 

members.

2. Click the Edit 

Selected button.

To edit the details of 

selected members of a 

training requirement:

After deleting members, the total number of members 

and the number of records returned have decreased. 
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If a member is not required to complete the training requirement then you must 
select a reason.

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

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

Exporting a List of Current Members

40Managing Training Requirements – Revision 4.0

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

The previously edited member now displays both that 

he is not required to complete the training 

requirement and the reason why.

1. After selecting 

the members 

click the Export 

Selected button. 

To export the list of 

selected members of a 

training requirement:

March 2019



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. Click Open to view the list of selected 

employees or Save to view it at a later 

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.

Exporting a List of Current Members
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*For Official Use Only*  * Safeguard in accordance with the provisions of the Privacy Act*
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There are several ways you can automate how members are added or removed, 
when reminders will be sent, and how alternate users are added.

1. Click the 

Automation tab.

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

To view the 

automation of a 

training requirement:

March 2019



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.

1. Click the Define 

Rule button.

Defining Automation – Member Rules

43Managing Training Requirements – Revision 4.0

To define the 

automation rules for 

members of a 

training requirement:
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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”.

3. Click the dropdown 

to select the filter 

that this rule will be 

based upon.

Defining Automation – Member Rules
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All rules are defined and processed based upon the shared scope of the owner of the 
training requirement. 

3. Click the dropdown to 

define whether the rule 

for this UIC filter will be 

based upon the Official 

or Assigned UIC.

4. Click the dropdown to 

select the appropriate 

Operator for this rule.

5. Click the Add UIC

button to select the value 

for this UIC filter.

6. If necessary, enter the 

UIC or part of the 

command name and 

click Search.

7. Select the UIC(s) from 

the resulting list and 

then click Done when 

finished.

Defining Automation – Member Rules
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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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Other filters may require different data to complete before adding it. 

8. Click Add Rule to add 

the newly defined rule 

to this training 

requirement. 

9. Repeat steps 2-8 to 

define other rules for 

this requirement.

Defining Automation – Member Rules
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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.

1. Select one or both 

checkboxes to enable 

the rule(s) that will 

add or remove 

members from this 

training requirement.

2. Click Update.

Enabling Automation – Member Rules
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To enable the Member 

Rules of a training 

requirement:
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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 “Enabling Automation 
– Member Rules” discussed earlier in this guide for more information.

1. Select the checkbox to 

have TWMS 

automatically define 

your Automation Rules 

based upon your 

current search criteria. 

2. Click Search.

Auto-Defining Member Rules
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Note: This example will find all employees 

having Assigned UIC DEMO1 and 

Assigned Org Code equal to N6.

March 2019

To auto-define the 

Member Rules for a 

training requirement:



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

Defining Automation – Reminders
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1. Click the Reminders 

hyperlink.

2. Select who you want 

to send the reminder 

email to.

3. Enter the number of 

days in which the 

reminder will be sent 

out before the 

requirement is due.

4. Enter a message that 

will be in the body of 

the email.

5. Click the Add 

Reminder button.

To define the automation 

for reminders of a 

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

Defining Automation – Reminders
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The reminder previously 

added is now displayed.

6. Repeat steps 2-5 to add 

other reminders.
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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. 

Defining Automation – Alternate Users
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1. Click the Alternate 

Users hyperlink.

2. Select by what attribute 

you want TWMS to 

automatically add the 

alternates to your 

training requirement.

3. Click Update.

4. Click the Add UIC hyperlink.

5. If necessary, enter the UIC or 

part of the command name and 

click Search.

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

To define the automation 

for alternate users of a 

training requirement:

March 2019



Only users who have active TWMS accounts and the Training Requirements 
privilege matching the selected attribute and value(s) will be automatically added as 
alternate users to the training requirement.

Defining Automation – Alternate Users
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7. Repeat steps 5-6 to add other 

UICs.

8. Click Done when finished.

TWMS will use this 

criteria to automatically 

add alternate users to the 

training requirement. 
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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.

Viewing Change History
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1. Click the 

Change History tab.

2. Click any of the column 

header hyperlinks to 

change the sort order by 

that column. Clicking 

the same hyperlink a 

second time will 

change the displayed 

order from ascending 

to descending order or 

from descending to 

ascending order.

To view the history of 

changes for a training 

requirement:
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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.

Activating a Training Requirement
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1. Click the Requirement 

Details tab.

2. Click the dropdown 

and select Active.

3. Click the Update 

button.

To activate a training 

requirement:

Method 1
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Alternatively, you can also activate a training requirement from the Manage Current 
Members tab. 

1. Click the 

Manage Current 

Members tab.

2. Click the 

“Change Status to 

Active” button.

Activating a Training Requirement
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Method 2
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During the lifespan of all active training requirements, the nightly TWMS update 
process will validate the Completed status for all members in the requirement.

Understanding the Completed Status
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The Completed status for all members is displayed here.

A date and time 

stamp always 

displays the most 

recent update. 
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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.

Understanding the Completed Status
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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.

If the completion results of  a training requirement is 

not valid then that status will be displayed on each tab. 
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Emailing selected members allows you to communicate specific information 
regarding the training requirement.

Emailing Current Members
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To send an email to 

selected members of a 

training requirement:

1. Search for and 

select the 

members you 

want to send an 

email to. 

2. Click the Email 

Selected button.
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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.

Emailing Current Members
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3. As needed, 

update/change the 

reply email address 

and the body of the 

email. 

4. Deselect the 

appropriate 

checkboxes if you 

want to send an 

email to members 

that have already 

completed the 

training and/or 

members who are not 

required to take the 

training. These are 

selected by default.

5. Click Send.

March 2019



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.

Emailing Current Members
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1. Enter your search 

criteria to find an 

existing training 

requirement to copy.

2. Click Search.

3. Click the Copy 

hyperlink 

corresponding to the 

training requirement 

you want to copy.

TWMS allows you to create a new training requirement by copying one or more 
attributes of an existing one. 

Copying a Training Requirement

61

To copy a training 

requirement:
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4. Select the checkboxes for 

each attribute of the 

existing training 

requirement you want to 

copy to your new training 

requirement. 

5. Click Copy Requirement.

Select the attributes you would like to copy from the existing training requirement 
to the new one you are creating. The new name of the training requirement will appear 

here. You will be able to change it after you copy it. 

Copying a Training Requirement
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Note: Only those members or rules 

that are within your scope of 

access will be displayed.
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6. Click OK.

7. Enter any updates or 

changes regarding the 

details of this 

requirement.

8. Click Update.

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

Copying a Training Requirement
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Continue to enter the other details of this new training requirement. Refer to 
“Creating a Training Requirement” discussed earlier in this guide for more 
information. Your requirement will also have a new Training Requirement ID.

Copying a Training Requirement
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Click the other tabs in any 

order to add alternates, 

manage course titles, 

find/add members, etc. 

Note: 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.
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1. Enter your search 

criteria to find an 

existing training 

requirement to copy.

2. Click Search.

3. Click the Summary 

View hyperlink 

corresponding to the 

training requirement 

you want to view.

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

Summary View

65

To view the summary of 

a training requirement:
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Summary View
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All the details of this 

requirement are 

compressed into one 

form for easy viewing. 

Note: Only those members and 

automation rules that are 

within your scope of access 

will be displayed.
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1. Enter your search 

criteria to find an 

existing training 

requirement to 

preview.

2. Click Search.

3. Click the Preview 

hyperlink 

corresponding to the 

training requirement 

you want to preview.

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.

Previewing a Training Requirement

67

To preview a training 

requirement:
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Previewing a Training Requirement
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Completing one 

course from Group 

A and one course 

from Group B will 

satisfy this training 

requirement. 

Note: Only course titles 

having online 

content associated 

with them are 

displayed in 

self-service.

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

criteria to find an 

existing training 

requirement to copy.

2. Click Search.

3. Click the Request 

Access hyperlink 

corresponding to the 

training requirement 

you want to access.

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.  

Requesting Access to a Training Requirement
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To request access to 

another training 

requirement:
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Requesting Access to a Training Requirement
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Feedback that an 

email was sent is 

displayed here. 

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.  

This is an example of 

an email that is 

received when a 

request is sent. 
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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.

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 
alternate with full permissions.  

Mass Change Owner

71

To mass change the 

owner of more than one 

training requirement:
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4. Select the training 

requirements you want to 

change the owner of. You 

can select them 

individually or click the 

Select All button.

5. Click the Select button to 

search for the new owner.

6. Enter your search criteria 

and then click Search.

7. Select the hyperlink of 

the listed employee to add 

as the Owner.

Mass Change Owner
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8. Click Update. 

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

Mass Change Owner
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The name of the 

selected new owner is 

displayed here. 

After updating, the new 

owner is displayed. 
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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 

the Completed Training 

form shown here.

2. Click Training 

Requirements to display 

the required courses for 

this employee.

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

Note: The default view of the Training form shows 

the training courses this employee has 

completed within the last two years.  

* You must have the appropriate 

privileges to view the training 

information for an employee.
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Viewing Training Requirements for an Employee
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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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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.
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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. 

To manage a training 

requirement for an individual 

employee*:

* You must have the appropriate 

privilege to view the training 

information for an employee.

76Managing Training Requirements – Revision 4.0

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

Managing Training Requirements for an Employee

March 2019



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

3. Click the first dropdown 

arrow and choose No. This 

indicates that this 

requirement is not required 

for this employee. 

4. Click the second drop down 

arrow and select the 

appropriate reason why this 

training requirement is not 

required for this employee. 

5. Click Save to accept these 

changes or Cancel to 

disregard them.

Note: The “Audio/Video Maintenance” 

training requirement is the one 

that has been used throughout 

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

Managing Training Requirements for an Employee
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6. Click Close Window when 

you are finished.

Note: The Training Requirements 

form for the employee now 

shows that this requirement 

is not required and displays 

the reason not required.
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Managing Training Requirements for an Employee

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

status and the 

reason why it isn’t 

required for this 

member is also 

displayed here.
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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.
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