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Self-Service

Every employee who has a record in TWMS is able to view, print and even
update specific pieces of information about their record using the Self-
Service Module. Employees must have a valid CAC and know their PIN to
access this module. Their TWMS information must match the information on
their CAC to access this module. Please contact the Government Enterprise

Help Desk (1-888-264-4255) for help or further information.

To access the Self-Service Module: Address @] hitps:/ftwms rmci,navy.miljselFservice)

1. Insert your CAC into your CAC reader.

Identification

The YWweb zite you want to view requests identification,
Select the certificate to uze when connecting.

2. Open up your internet browser and type the following
website in the address bar: ROTTEN.JOHNNY 0123456789

ROTTEN.JOHNNY 0123456789

3.  Click OK at the Client Authentication dialog box and

x|

enter your CAC PIN if prompted. \ | Vo ot |

I ok I Cancel |
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Self-Service

Your initial access to the Self-Service module will lead you to the screen

shown below. Subsequent access to the Self-Service module will take you to
the form shown on the next page.

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

Tl
“ Total Workforce Management Services (TWMS)

Employee Self-Service 2.0

5. CIICk SmeIt fequard in visions of the Priy

Log into Website
Loggut LAST 4 OF S5M: |:|
DATE ©F BIRTH: I:l

DoD Disclaimer

Employee Locator Thiz is a Department of Defense computer system. This computer syster, including all related
equiprment, networks and network devices (zpecifically including Internet accesz), are provided anly for
authorized U, 5, Government uze, DoD cornputer systems may be monitared for all lawful purposzes,
including to ensure that their use is authorized, for management of the system, to facdilitate protection
against unauthorized access, and to verify security procedures, survivability and operational security,
Monitaring includes active attacks by authorized DoD entities to test or verify the security of this syster.
During rmonitoring, information rmay be exarined, recorded, copied and uzed for authorized purpozes. All
information, including persanal information, placed on or sent aver this system may be monitored, Use of
this Dol computer system, authorized or unauthorized, constitutes consent to monitaring of this system,
Unautharized use may subject you to criminal prosecution, Evidence of unauthorized use collected during
rmonitoring may be used for adrministrative, crirminal or adverse action, Use of this systern constitutes
consent to ronitoring for these purposes,

Contact Us /Help

*#(mm /dd fyyyy) with slashes®##
Data Update Status

User Guide

Privacy Act Statement

Self-Service, Revision 3.0 3 January 2010



Self-Service

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

To update information using the

self-service module:

Go to the form that contains the
information you want to update by
clicking the corresponding button on
the Navigation Menu.

Enter the new data or replace the
existing data in the editable fields for
that form. The form shown here has
several fields that can be changed.

Click Update to accept the new
information and refresh the page.

Self-Service, Revision 3.0

\ P

|

NAME
|RO'I'I'EN. JOHMNY IR IT2

Awards /Quals Info

Training/Educ /Cert & Skills

Logaut |DEMOz / NE [DEMOzZ 7 NE [acTIVE DUTY |

Assignment /Position Information ] | TITLE [ GRADE T MILITARY TYPE |

[, Deploy Quest — [1T sPECIALIST [e-s [EMLISTED: |
1A/ Deploymen: t/TAD Info

EMPLOYEE STATUS:

RANK /RATE:

DATE OF RANK:

I/ Recall Informati
Info
LA Workforce Info

Security Clearance

MILITARY STATUS (ACC):

ACTIVE DUTY START DATE:

TIME IN RATE DATE:

NUMBER OF EMLISTMEMTS:

Daily Muster DNEC: PNEC: SNEC:
Online Training & Motices
REPORT DATE: 1/29/2007 EADS DATE: SOFTEADS DATE:
Assigned Assets
OPNAY 5239/SAAR-N Form CURRENT COMMAND:  [DEMOZ - COMMANDER, NAWY APPLICATION DEMO COMMAND #2 PROJ ROTATION DATE: [11/1/2007
Contact Us,/Help )
PREVIOUS COMMAND:  |No Previous UIC found
ata Update Status
T BASE LOCATION: NB Coranad rth Izland, ¢, United States || select | Clear
Privacy Act statement || ] BUTLDING : | ROOM NUMBER: | EEEEEEE /SPACE s [ |
mployee Locato! SUPERVISOR'S NAME: | | [Select ] [Clear| SUPERVISOR'S ORG CODE: | |
— WORK SHIFT: 1st- 0730-1600 ¥ |I LIMDU:  |No | LIMDU TYPE: 0

—

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

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

To view different forms within the
Self-Service module:

Click on one of the buttons on the
Navigation menu. Here the

SF50s/Work History button willbe __
selected.

Self-Service, Revision 3.0

“ Total Workforce Management Services (TWMS)

Employee Self-Service 2.0

| ASSIGMED-MUSTER UIC,/DRG

Navigation [ NAME | OFFICIAL RECORD UIC/ORG [ EMPLOYEETYPE |
T |8ermanicus, Gaius Cassar Augustus |pEMEL / Meow [cEMo1 [cvILIAN-aPF |
Assignment,/Position Info TITLE | PAY PLAN/SCHED [ srs | GRADE/PAY BAND [T |
Benefits /Pay/ Loave Info |coMPUTER TECHNICAN B3 [1310 o4 o4 ]
Training /Educ /Cert & Skills
Personal /Recall Information EMPLOYEE STATUS:  |Active - On Board WORK SCHEDULE: Full Tirne WEEKLY HOURS: (40
Loty Clearance Info APPOINTMENT TYPE: Competitive - Career | TENURE GROUP: 1 - Career/ Permanent
) PAT RATE
SF505/ Work History 1 ANNUITANT STATUS: (Mot Applicable DETERMINANT:  |(0) Regular Rats
LA Workforce Info VETERANS PREF: Hone SCD LEAVE: 61671986 BARE UNIT: EEEE
VETERANS PREF RIF: _|None SCD RIF: 6/ L6956 DTLASTPROM:  |3/27/1958
rapdeInfo Mot A Wietnarn-Era LAST EQUIVALENT
VETERAN STATUS: SCD CIV: 6/16/1986 : 1048/ 2000
Daily Muster Veteran
" — - SPECIAL PROGRAM ID: |Not Applicable PAYROLL ORG CODE: 285000 DT WGI DUE:
Online Training & Notices TRAINING PROGRAM ID: |Not Applicable
Assigned Assets . DT START PRESENT DT EOD CURRENT
Sonvoess shanT DT EOD CURRENT AGENCY:|6/16/1986 SOLIEEe |4f3f2005 | COMMAND |
-N Form
BASE LOCATION: [ San Diega, CA, United States |[select |
SF182
BUILDING: |1 | ROOM NUMBER: ‘ CUBICLE/SPACE: |

Contact Us /Help

Data Update Status

User Guide

Privacy Act Statement

Employee Locator

SUPERVISOR'S NAME:

il

—J[ekat]

| SUPERVISOR'S ORG CODE: MESCR1W

Suspense / Tickler Dates

DATE PROB'\TRIAL PERIOD END5: () DATE TEMP PROMOTION EXPIRES: Mis

DATE LWOP NTE: MR DATE TEMP REASSIGNMENT EXPIRES: MiA

DATE ¥RA CONVERSION DUE: HiA DATE CONYERSION TO CAREER DUE: MiA

DATE TEMP APPOINTMENT EXPIRES: My s DATE SES PROBATION EXPIRES: Mia

DATE SUPY/MGR PROBATION EXPIRES: () DATE CAREER PROMOTION DUE: Mis
DATE LIM APPOINT EXPIRES: MR

Reset

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

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

Navigation: [ NAME [ OFFICIAL RECORD UIC/ORG | ASSIGNED-MUSTER UIC/ORG | EMPLOYEE TYPE |
|DEMO1 ¢ HeDY |DEMOL / |crviLtan-apF |

|Germanicus, Gaius Caeszar Augustus
Logout

TITLE [ PAY PLAN/SCHED [ srs | GRADE/PAY BAND [ 16 |

M - s General Information |
2. CIICk Tralnlng/EdUC/ ! Info [coMPUTER TECHNICAN R [1310 o4 los |

Assignment/Position Info

##% CLICK HERE TO PRINT ALL YOUR SF-50'S *#:*

Certs &. SkiIIS On the e ATl i “ ACTION: CHG TO LOWER GRADE DATE: 11/29/2003

Training / Educ /Cert & Skills Series: Grade: Step: Salary:
008l a7 [i]3 $37.,136.00 Wiew SF-50 |
o0s1 & o7 $34,372.00

N a.Vi g at i On M en u . / Personal /Recall Information

Security Clearance Info

-Z003 DATE:

1A Workforce Info Seres: Grade: Step: Salary:
Awards Info 00l 113 07 $34,372.00 YWiew SF-A0 |
o0s1 a7 0 $37,136.00

Daily Muster

10/31/

B . - ALCTION: CHG TO LOWER GRADE DATE:
Online Training & Notices

Seres: Grade: 5tep: Salary:
Assigned Assets 0051 o7 05 $37,136,.00 Yiew SF-50
o0s1 1] [ $34,372.00

OPNAY 5239/SAAR-N Form

-2003 DATE: 10/19/

SF182
Seres: Grade: Step: Salary:
Contact Us/Help o081 i 07 $34,572.00 ‘iew SF-50
Data Update Status o0s1 o7 0 $37,136.00

User Guide ACTION: INDIVIDUALCASH AWA DATE: 9/8/2003
Seres: Grade: Step: Salary:

00s1 a7 [a]:] $37,136.00

$750.00

Privacy Act Statement Yiew SF-50

Employee Locator

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

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

Self-Service, Revision 3.0 6 January 2010



Self-Service

The Training/Educ/Cert & Skills form has six tabs associated with it. These
tabs are: Training, Certifications, Agreements, Education, Languages, and
Skills. Within the Training tab are four additional views: Completed
Training, Training Archive, Training Requirements, and Projected Training.
Completed Training is the default view and is displayed below.

CIICk any tab here to VleW |nf0rmat|0n NAME OFFICIAL RECORD UIC/ORG DEMO.ZSfS;I;NED-MUSTER UIC/ORG AC::::;LE?J:: TYPE

F.OTTEMW, JOHMMY R ITZ2 DEMOZ [ NE

corresponding to the tabs’ title. ~<

IT SPECIALIST E-5 EMLISTED

ITRMININGv CERTIFICATIONS AGREEMENTS EDUCATION LAMGUAGES SI(ILLSI
o ete rainin

equirements « Projected Training

3. Click another link on this form to view
other training information. Here, the
Training Requirements link will be o P 2 e k) sort [Date Completed ¥ [Desc ¥

Se I ected . Course Titde Course ID Training Data Source Date Completed Hours
ADVANCED SEWIMG MACHIME REPAIR MAMASER PROWIDED E/1/200% 24 | Wigw

Print/Export Training History: 2| Excel @ PDF

\ Listed here are the training courses associated with
this employee that have been completed within the
last two years. Courses completed more than two
years ago will be listed under “Training Archive”.

Note: Information about adding training,
certifications, and skills can be
found in the “Training Management
in TWMS” Quick User Guide.

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

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

4. CIICk the Detall Ilnk to Vlew addltlonal [ NAME [ OFFICIAL RECORD UIC/ORG | ASSIGNED-MUSTER UIC/ORG [ EmPLOYEE TYPE

[ROTTEN, JOHNNY IR ITZ |[pEMOZ / Ne |DEMOZ / Ne [acTve puTy

|
|
InfOrmatlon abOUt thIS reqUIrement [ TITLE | GRADE | MILITARY TYPE I

[1T sPECIALIST [e-5 [EMLISTED

TRAIMING » CERTIFICATIONS AGREEMENTS EDUCATIONM LANGUAGES  SKILLS

Completed Training « Training Archive « Training Requirements « Projected Training

REQUIRED COURSES
EQUIREMEMT DUE BY REQUIRED | REASON MOT REQUIRED | COMPELETED | DATE COMRPELETED
Detail [i0OD INFORMATION ASSURANCE AWARENESS | 10/31/200%| Yes nia Mo

REQUIREMENT DETAILS

Requirement Name OO0 INFORMATION ASSURAMCE AW AREMESS

The Detail view displays additional Requirement Descrption

Start Date 11/1/2008

information about the requirement and /v o Date 0/31/2009
will list all courses that will satisfy the

COURSES WHICH SATISFY THE REQUIREMENT

COURSE ID COURSE TITLE

tral n | ng requ | rement TWME-E8268 DOD INFORMATION ASSURANCE AWARENESS

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

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

TO take d reqUIred Onllne tralnlng "ﬁ Total Workforce Management Services (TWMS)

Employee Self-Service 2.0

n
course
n
[ NAME T OFFICIAL RECORD UIC/ORG T ASSIGNED-MUSTER UIC/ORG [ EMPLOYEETYPE |
[RoTTEN, JoHNNY IR ITZ [CcEMoz / e |cEMOz / Ne |acTIvE DUTY |

Logout

1 . CI iCk the O n I i ne Trai n i ng & N Oti CeS Assignment;/ Position Informatiol | | TITLE | GRADE | MILITARY TYPE |
- [E-s [EnLIsTED |

1A /Deploy Quest [T sPECLALIST

button on the Navigation Menu. o oetorment 110

Awards /Quals Info

Training /Educ/ Cert & Skills EMPLOYEE STATUS: fuctive - On Board Tz
Personal / Recall Information MILITARY STATUS (ACC):

Security Clearance Info

ACTIVE DUTY START DATE: TIME IM RATE DATE: NUMBER OF ENLISTMEMNTS:
IA Workforce Info
DMEC: PMEC: SMEC:
Online Training & Notices
REPORT DATE: 1/29/2007 EADS DATE: SOFTEADS DATE:
Assigned Assets

OPNAVY 5239/5AAR-N Form CURRENT COMMAMND: DEMOZ - COMMAMDER, MAWY APPLICATION DEMO COMMAND #2 PROJ ROTATION DATE:  |11/1/2007

Contact Us/Hel
i B PREVIOUS COMMAMD: Mo Previous UIC found

Data Update Status
T BASE LOCATION: IILCDmnadD MAS Morth Tsland, CA, United States |[Select | Clear |
Privacy Act Statement BUILDING: | ] | RODM NUMBER: | CUBICLE/SPACE: | [
Employee Locator SUPERVISOR'S NAME: | | [ Select | [ Clear | SUPERVISOR'S ORG CODE:

WORK SHIFT: 1st - O730-1600 % | LIMDU: Mo | LIMDUTYPE: o

LEAVE BALANCE INFO (In Days)
] Leave earmed this FY:

Leave lostlast FY: o]

Leave carried forward this FY:
[ Leave balance: o ]

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

The Online Training & Notices form has two tabs associated with it. These
tabs are: Required Training and Available Training. Required Training Is the
default view and is displayed below.

CIiCk any tab here to VieW information ROTFEN,JOH:::I_:ER ITZ DEMO':;F::'«I[:ALRECDRD A DEMOZSfS:ENED_MUSTER Ay AC'f::'l;LE?LT:: TR
CorreSpondlng tO the tabS’ tltle \| TITLE [ GRADE [ MILITARY TYPE |
[1T sPECIALIST [e-5 [EMLISTED |
LiSted here are the current training | REQUIRED TRAINING  AVAILABLE TRAINING |
reqUIrementS for this employee- The The following courses are required. o .
reqt“rements ||Sted here are Only those Lgdtstkeedé course, click an the course name. Once completed, vour training record will be
i To vi hat traini | h leted, pl lick on th
which have at least one course 5Ty 28 e L (ot e 1 e T o 5 e STl o e ey

associated with the requirement that
can be completed online. All training 5 REQUIRED oY
reqUIrementS Can be found |ISted In the / 261 « DOD INFORMATION ASSURANCE AWARENESS 4'30/2010
Training Requirements area located on
the Training/Educ/Certs & Skills form.

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

2.  Click on the name of the requirement to view
the online courses that will satisfy this
requirement. After it is completed, your training
record will be updated.

Self-Service, Revision 3.0 10 January 2010



Self-Service

A new window will open that will list the online classes satisfying the
selected requirement.

Any one of the following courses satisfy this requirement.
To take a course, dick on the course title.

Course Titles

CIM | COURSE TITLE HOSTED BY
TWMS-62268 I LoD INFORMATION ASSURANCE AWAREMESS I TWMS

3.  Click on the name of the course title
to launch the course. After it is
completed, your training record will
be updated.

Self-Service, Revision 3.0 11 January 2010



Self-Service

4.  The course will open in a new
window. In this course, click the
link to launch the course.

I Launch Information Assurance Awareness course I

[ NAME [ OFFICIAL RECORD UIC,/ORG [ ASSIGNED-MUSTER UIC/ORG [ empLOYEETYPE |

[ROTTEM, JOHNNY IR T2 [DEMOZ 7 Ne |DEMOZ / HE [acTrvE DUTY |
5. When you have successfully

[ TITLE [ GRADE [ MILITARY TYPE |

[IT sPECIALIST [e-5 [EnLIsTED |

completed this course it will be
removed from the listing of

ReqUirEd Training- The following courses are required.

To take a course, click on the course name. Once completed, your training record will be
updated.

To view what training classes yvou have completed, please click on the
Training/Educ/Certs button on the sidebar on the left side of vour screen.

REQUIREMENTS

i | REQUIREMEMT | REGQUIRED BY

REQUIRED TRAIMIMG AYAILABLE TRAIMING

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

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

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

- = - - NAME OFFICIAL RECORD UIC/ORG ASSIGNED-MUSTER UIC,/ORG EMPLOYEE TYPE
6. CI |Ck Tralnlng/EdUC/Ce I’tS & Skl I IS ROTTEN, JOHNHY IR 1TZ DEMOZ / M8 DEMOZ / NE ACTIVE DUTY
[ TITLE [ GRADE [ MILITARY TYPE |
[enLIsTED

on the Navigation Menu to view the — -
Course that has nOW been Completed' TRAIMIMG = CERTIFICATIONS AGREEMENTS EDUCATIONM LAMGUAGES

Completed Training » Training Archive « Training Requirements » Projected Training

SKILLS

Print/Export Training History: @ Excel @ FOF

Sort: | Date Completed % | | Desc ¥ |

Add a Training Record

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

Course Title Course ID | Training Data Source | Date Completed
LoD IMFORMATION ASSURAMCE AWMIAREMESS | TWMS-68268 i1 2009 Certificate 8]
ADVAMCED SEWING MACHIME REPAIR MANAGER PROVIDED |&/1/2009 24 B
NAME OFFICIAL RECORD UIC/ORG ASSIGNED-MUSTER UILC/ORG EMPLOYEE TYPE
ROTTEM, JOHMMY JR ITZ2 DEMOZ [ ME DEMO2 [/ NE ACTIWE DUTY
TITLE GRADE MILITARY TYPE
IT SPECIALIST E-5 EMLISTELD

EDUCATIOM LANGUAGES  SKILLS

The Training ReqUirementS area Wi” TRAINING = CERTIFICATIONS AGREEMENTS

also display that the course has been
completed. TS
\ . CLIE BY F.ECLITR.EC REASON MCT REQUI-RED COMPEETED CATE COMPELETED

FECIIREMEMT
E—
LoD IMFORMATION ASSURAMCE AWAREMESS Yes a7f01 2009

Completed Training » Training Archive oITraining Requirementsl- Projected Training

10/31/2009| Yes ni'a

Cretail

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

Self-service is also where you can view and print your OPNAV 5239/
SAAR-N Form.

To view and print your OPNAV
5239/SAAR'N FOI’IT] | NAME [ OFFICIAL RECORD UIC/ORG [ ASSIGNED-MUSTER UIC/ORE [ EwpLOvEETYPE I

Logout |cavcE, EDGAR SR [pEMO1 7 HOZ [DEMO1 / N1z [cTVILTAN-ARF

Assignment,/Position Info [ TITLE [ PAY PLAN/SCHED [ srs | GRADE/PAY BAND [ Te
[MANAGEMENT ANALYST las [oz43 [10 [10

Benefits / Pay /Leave Info

Training /Educ / Cert & Skills

1 . CI iCk the aSSOC i ated bUtton On the P I/ Recall Inf ti EMPLOYEE STATUS: Active - ©n Board WORK SCHEDULE: Full Time WEEKLY HOURS: 40

N aVi ation M enu Security Clearance Info APPOINTMENTTYPE;  |Sompetitive - Carears TENURE GROUP: 2 - Conditional
SF50s/Work Histo
g ! i DOB: 1/21/1954 ANNUTIANT  |not Applicable
1A Workforce Info =
VETERANS PREF: Hone SCD LEAVE: 2/12/1397 BARG UNIT: 0010
Awards Info YETERANS PREF RIF: _ [None SCD RIF: 9/12/1997 DT LAST PROM: 12/14/2003
Daily Muster VETERAN STATUS: Hok A Veteran SCD CIV: 12,1937 ""STEQU“_M‘ENT 12/14/2003
Online Training & Notices SPECIAL PROGRAM ID: |Not Applicable PAYROLL ORG CODE: 714 DT WGI DUE: &/12/2005
Aesigned Assets TRAINING PROGRAM ID: [Mot Applicable PAY RATE DETERMINANT: [(0) Regular Rate
DT START PRESENT DT EDD CURRENT
OPNAV 5239,/5AAR-N Form DT EOD CURRENT AGENCY: |7/6/1998 ErEROTE 10/3/2004 | IS

SF182 BASE LOCATION:  [New Orleans, LA, Unit=d States [ Sekect |
Contact Us /Help BUILDING: (791 | ROOM NUMBER: ‘ CUBICAL/SPACE: |
| SUPERVISOR'S ORG CODE:  [N111

Data Update Status SUPERVISOR'S NAME: ilADAMJ ROBERT || Gelect |

User Guide

- Suspense / Tickler Dates
Privacy Act Statement

DATE PROB'TRIAL PERIOD ENDS: () DATE TEMP PROMOTION EXPIRES: MiA
Employee Locator DATE LWOP NTE: NS DATE TEMP REASSIGNMENT EXPIRES: M/
DATE VRA CONVERSION DUE: i DATE CONYERSION TO CAREER DUE: 10/3/2007
DATE TEMP APPOINTMENT EXPIRES: () DATE SES PROBATION EXPIRES: MiA
DATE 5UPY/MGR PROBATION EXPIRES: Pl DATE CAREER PROMOTION DUE: /A
DATE LIM APPOINT EXPIRES: i

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

TWMS

View SAAR-N

OPNAY 5239/14 is the Navy approved user acknowledgment form utilized for granting
IT system access. All persons seeking to use Navy IT resources must sign a SAAR-N
form with the additional required content appearing in blocks 26 and 30, and submit it
to your Information Assurance Manager or Information Assurance officer. This form

must be sighed and cannot be faxed or scanned:

s If wvou are a current Mawvy employes as of 08/05/2008, OR

m If you are a new user to Mawvy IT resources, OR
If you are a current user of Nawy IT resources and have changed commands, please

do the following:

2. Read the instructions and then click
the VleW SAAR_N button ) » Click the “view SAAR-N” button to generste and onen the SAAR-M form,
» Readthe User Agreement in block 26 on page 2, and the User Responsibilities in block 30

on page 3.
Print the form by clicking on the "Print" button located above the form.

Enter the IT Systern Name(s) of the Systems that you access (e, NMCI, OMWE-MET, TWMS) in
the system name block at the top of page 1.
d date the form in blocks 12 8 13 onpage 1, 27 and 28 on page 2, and 31 and 32

n Mail the form to ornrmand Information Assurance Manager{IaMior Information
Assurance Officer (IAMnEI copies only, faxed or scanned copies are not allowed.

Self-Service, Revision 3.0 15 January 2010



Self-Service

A new window will open showing your OPNAV 5239/SAAR-N Form. This
form will be in the Adobe .pdf format as shown below.

. After viewing your form, click the Print =
icon in Adobe Acrobat.

. Sign, date, and give to your Supervisor,
Information Assurance Manager (IAM), or
Information Assurance Officer (I1AO).
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Self-Service

Employees can also view their training, certifications, agreements,
education, languages, and skills using Self-Service.

-
" Total Workforce Management Services (TWMS)

To logout of your self-service e
record: I NME umc“ecoumzuu | ASSIGNED-MUSTER UIC/ORG | EMPLOYEE TYPE |

e [ROTTEN, JOHNNY IR 1T2 [cEMOE 4 s [cEMoz f HE [acTIvE DUTY |
T RoeTon TN 7 [ TITLE | GRADE | MILITARY TYPE |
14 /Deploy O [T spEcTALIET [e-s [EnLIsTED: |

1A /Deployment,/TAD Info

Awards /Quals Info

1.  Click Logout on the Navigation Menu.

Personal /Recall Information ST GSTE s

EMPLOYEE STATUS: Active - On Board RANK/RATE: 1T2 DATE OF RANK:

Security Clearance Info
ACTIVE DUTY START DATE: TIME IN RATE DATE: NUMBER OF ENLISTMENTS:
1A Workforce Info
Daily Muster DNEC: PNEC: SNEC:
Online Training & Notices
REPORT DATE: 1/29/2007 EADS DATE: SOFT EADS DATE:
Assigned Assets
OPNAY 5239/SAAR-N Form CURRENT COMMAND: DEMOZ - COMMANDER, MAVYT APPLICATION DEMO COMMAND #2 PROJ ROTATION DATE:  |11/1/2007

Contact Us/Hel)
i E PREVIOUS COMMAND: Mo Previous ULC found

Data Update Status

- BASE LOCATION: [MB Coronado NAS Morth Island, CA, United States | [ select | Clear|
User Guide

e e BUILDING: | | | ROOM NUMBER: | | | CUBICLE/SPACE: | |

Employee Locator SUPERVISOR'S NAME: | | [ Select || Clear] SUPERVISOR'S ORG CODE: | |
WORK SHIFT: 1st- 0730-1600 ¥ | LIMDU: o | LIMDU TYPE: 0

LEAVE BALANCE INFO (In Days)
Leave carried forward this FY: o Leave earned this FY:

| Leave balance: o ] Leave lost last FY: o]

2.  Click Yes at the dialog box.
5

@ The Web page vou are viewing is trving to close the window,

Do woid weant bo close this window?
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