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Documenting & Reporting Employee Training Completions in TWMS 

This guide serves as a how-to for first-line supervisors for documenting mandatory training completed 
by their direct-reports and pulling employee completion reports. 

 

 

Remember, when you document training for your employees, you are certifying that the information you enter is accurate and true. 
You should only enter training completions that you can validate, so keep a record of employee training completion 

certificates/rosters. Please follow any additional guidance set by your unit/organization with respect to documenting civilian training. 

Note - The following training is automatically documented in employee records and does not require supervisor action: Training 
sponsored by the HQMC Human Resources & Organizational Management Branch, training completed directly in TWMS, and training 
completed via Navy Knowledge Online (may take several weeks to show in TWMS). 

 

Your personal information will appear here 

2) Click “My Workforce” 

1) Log-in to your TWMS Self-Service Account: 
https://twms.navy.mil/selfservice/login.asp  

SECTION 1: HOW TO DOCUMENT TRAINING COMPLETIONS FOR YOUR DIRECT REPORTS 

https://twms.navy.mil/selfservice/login.asp
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DOE, JANE                       00123             ABC                  Position Title                            BIC123456789           BSC1234       ORG 

Your direct reports will appear here. There is not a manager or higher-level 
supervisor view. 

3) Select the employee you wish to 
document training completion for 
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Employee information will appear here 

4) Click “Training/Educ/Cert & Skills” 
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Previously completed training that has been documented will appear here 

5) Click “Add a Training Record” 

Employee information will appear here 
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6) Search for the appropriate course. If 
available, always use the Course IDs 
recommended by your organization  
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7) Select the appropriate course   
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8) Complete YELLOW boxes for all training 
completions. Only complete or change other 
boxes if applicable.  

9) Click “Add Completed Training” when ready. 

10) Review the employee’s training completion 
history to ensure training was documented in 
the system. 
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Your direct reports will appear here. There is not a manager or higher-level 
supervisor view. 

1) Access MyWorkforce via your TWMS 
Self-Service Account (see Page 1 of Guide)  

2) Click Report Services  

SECTION 2: HOW TO PULL AN EMPLOYEE TRAINING REQUIREMENTS COMPLETION REPORT 
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3) Click Training Requirements  
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4) Leave all filters alone to pull report of all 
of your direct reports, then click Generate 
Report  

5) Report will appear below, sorted by 
employee name. You will see the 
requirements that have been assigned to 
each of your employees and the 
completion status.  

You can export the report using the 
Save/Export button on the toolbar.  


