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CTMS relies on the following information during the application
process. In order to provide training quickly, please review the
following to be sure that it is accurate in order to avoid any delay in
the application approval process.

Division: Headquarters
CMO: HUMAN RESOURCES HR
or: Dan Mielke
Dan.Mielke@dcma.mil
Student Email: maria.solis@dcma.mil

Yes - Apply for training No - Return to CTMS profile





User’s Manual

Published 17 November, 2008
Revised:  06 August, 2009

Defense Contract Management Agency
6350 Walker Lane

Alexandria, VA 22310-3241

We are proud to announce a major advance in CTMS - your one stop shopping for training and career development in DCMA!
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Electronic Individual Development Plan (eIDP)

· Web-based, Interactive Tool

· Employee Profile Pre-Populated

· Auto Populates Mandatory DAU Training

· Master Development Plans for Keystones and DCMA Certifications

· Acquisition Career Field, Certification Visibility

· Allows Editing and Saving by Employee and Supervisor

· Links to SkillPort Catalog

· Electronic Approval Flow Process
· Reports Feature for CMOs, Divisions and Headquarters
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Purpose of the eIDP:
· standardizes IDPs across the Agency;

· allows 100% visibility of training requirements and tracking of IDPs;

· works in conjunction with Defense Acquisition University’s (DAU) Acquisition Training Application System (ACQTAS) to load and capture Defense Acquisition Workforce Improvement Act (DAWIA) certification training requirements;
· loads and records completion of DCMA Quality Assurance (QA) certification requirements;

· uses Master Development Plans (MDPs) to load DAU and DCMA certification requirements;
· allows users to add a variety of learning events…DCMA, DAU, Skillport, local and on-the-job;

· automates the approval process;

· allows for real time training forecast.
How the eIPD Works:

The eIDP design supports two types of users: acquisition and non-acquisition.  If you are in a coded acquisition billet, the eIDP will automatically load any DAU training requirements required for your current DAWIA certification; however, you will still need to add any DCMA training.  If you are in a non-acquisition position, your eIPD will be blank and you will have to add your training requirements.  We will explain how this works in the instructions.

Before You Get Started: 
1. Verify your profile information in both CTMS and ACQTAS.  Your profile in ACQTAS must match your CTMS profile.  It is important that your supervisor’s information is correct in your profile.  We recommend that you copy and paste your supervisor’s email from the Outlook email address book to avoid any misspellings or format errors.

2. Review the Career Guide for your series (Career Guides are located on the Portal under Human Resources – My DCMA Career – (Career Guides) and discuss your training needs with your supervisor before you develop your IDP.
Things to Consider: 
1. When building your eIDP it should be relevant, affordable and executable:

· relevant being, training directly related to improving your performance in your current position;

· affordable being, within reason when compared to the Agency’s training budget;

· executable meaning, your supervisor and organization will agree to allow you the duty time to complete the training.
2.  Per the Merit Promotion Procedures (MPP), employees must compete for training opportunities that are primarily to prepare trainees for advancement and that is not directly related to improving performance in their current positions.  You can include these training opportunities in your eIDP, but you must still compete for the opportunity to participate.  Two examples are:

· Centralized Development Programs (CDP)

· Tomorrow’s Leaders Initiative (TLI)

Developing Your eIDP:
Before starting, you should determine if you are in a coded acquisition billet or not.  If you are not certain you are in a coded acquisition billet, you should send a helpdesk ticket to MyBiz in CPOL asking them to verify your acquisition position field.  If you are in a coded acquisition billet, verify your DAWIA certification information in ACQTAS (see Fig.1).  
Note: If you are not in an acquisition workforce position, you must create an ACQTAS account to use the CTMS eIDP.  You can create the account by clicking on the CTMS link, then click on the DAU Courses (ACQTAS) icon on the DCMA Training Portal Page, and following the system instructions.  Please contact your organization Training Coordinator for assistance.
· Acquisition Workforce Member: Yes or No (requires supervisor action with CPOL to change)
· Position Career Field (requires supervisor action with CPOL to change)
· Level of Certification Required (requires supervisor action with CPOL to change)
· Career Field (to change, send your DAWIA certification to your training coordinator (TC), TC forwards certification to Workforce Development, DAWIA Team )
· Level Achieved (to change, send your DAWIA certification to your training coordinator (TC), TC forwards certification to Workforce Development, DAWIA Team )
· Date Certified (to change, send your DAWIA certification to your training coordinator (TC), TC forwards certification to Workforce Development, DAWIA Team )
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Fig. 1: DAWIA Certification Information in ACQTAS
Acquisition Code Information:

*If the individual is already “coded” as an Acquisition Member, but in the wrong career field:  The supervisor can access their Acquisition Data in CPOL: www.cpol.army.mil.

Make the change under the Manager tab, (employee data), select the name of the employee, make the change under the “Acquisition Data Update” scroll down to the bottom of the screen and click on the “submit” button.  This creates the change request. 

*If the individual is NOT yet “coded” as an Acquisition Member in their specific career field: The supervisor needs to work through their Division Human Resource (HR) Specialist to have the individuals information coded correctly.  

Change/Update Information:  Once the change is updated with the Division HR Specialist, it is then transmitted to DCPDS into ACQTAS.  The turn-around for the update in ACQTAS is 45 days, after the supervisor has finalized the request in CPOL.  If the change in CPOL is not been updated after 45 days, the supervisor needs to contact their local Training Coordinator (TC) and in turn he/she will contact the Lead Human Resource Workforce Development DAU Program Manager (Lead HR WD DAU PM) for assistance.
Required Comments:
In order to plan and schedule training for the Agency, all training requirements listed in the eIDP shall be prioritized.  Training not prioritized will not be included when developing training requirements and plan/schedule courses.

· When adding courses, you must annotate the priority in the comments block and add justification as required.  By providing this information, your supervisor will be able to prioritize the courses on your eIDP for approval.  Courses that are not assigned a priority will not be counted as a valid requirement.  
· NASA WST and NDT courses must also include the contract, LOD, SOW, and/or Document Control Number (DCN); whichever is appropriate.  For personnel assigned to DCMA Special Programs, a general justification will be sufficient.
· Consult your Training Coordinator for clarification of training priorities and/or how to obtain NASA WST or NDT information. 

Training Priority of DCMA Courses:
The following criteria shall be used to prioritize training requirements for DCMA courses:

· Priority 1 - Mission critical, essential to mission accomplishment.  Needed to ensure attainment of employee performance objectives or to correct serious performance deficiencies.   Required by law, regulation, or higher authority.  Deferment of this training would adversely affect the mission of the organization. 

· Priority 2 – Training to assist in achieving mission and performance goals by improving employee and organizational performance.  Training is in the scope of the employee’s official duties and for the development of skills, knowledge, and abilities, which will best qualify them for performance of official duties.  Deferment would adversely affect the mission over an intermediate term.

· Priority 3 – Training required for the systematic replacement of skilled employees that will result in skills imbalances if not performed; including career management or other Workforce Development Programs.  Deferment beyond the immediate training cycle would have little immediate adverse mission affect, but would prevent or delay improving mission accomplishment.

Training Priority of DAU Courses:
The following criteria shall be used to prioritize training requirements for DAU courses:

· Priority 1 – Courses for employees occupying acquisition-coded positions requiring DAWIA certification.

· Priority 2 – Corps Plus and position-specific courses for employees occupying acquisition-coded positions.

· Priority 3 – Courses for employees occupying acquisition-coded positions desiring certification at the next higher level in their primary career field; or courses in a career field other than that required for their current position.

· Priority 4 – Employees occupying non-acquisition positions.
eIDP Instructions:
Step 1:  Log on to CTMS by clicking on the DCMA Course icon on the DCMA Training Portal, and signing on with your CAC or social security number/date of birth.

[image: image4]
Fig. 2: Logging on to CTMS

Login to CTMS:

Step 2:  (Fig 3), Click “I Agree” to proceed to the next screen.
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Apply For Training Privacy and Security Notice

Create/Update Profile =
You are accessing a U.S. Government (USG) Information System (IS) that is provided for USG-authorized use only.

Review Training Request

Training Status - History Record By using this IS (which includes any device attached to this IS). you cansent to the following conditions:

Manage Indiidual Development Plan

- The USG routinely intercepts and monitors communications on this IS for purposes including, but not limited to, penetration testing, COMSEC monitoring, network
Resend Approval Email operations and defense, personnel misconduct (PM). law enforcement (LE). and counterintelligence (CI) investigations.

Course Search/Lookup

- Atany time, the USG may inspect and seize data stored on this IS
Logoft B

- Communications using, or data stored on, this IS are not private, are subject to foutine monitoring, interception, and search, and may be disclosed or used for any USG.
authorized purpose

Course Attendance Roster for

Instructors - This IS includes security measures (e.g., authentication and access controls) to protect USG interests—not for your personal benefit or privacy.

Course Evaluation Form - Classroom

Training - Notwithstanding the above, using this IS does not constitute consent to PM, LE or Cl investigative searching or monitoring of the content of privileged communications, o
work product, related to personal representation or senices by attomeys, psychotherapists, or clergy, and their assistants. Such communications and work product are
DCMA Course Evaluation Form for private and confidential. See User Agreement for details.

CBTs/Onine Courses

NASA WST Application Process

NASA WST MTTCE Registration
Form

NASA WST MTTCW Registration
Form

Visual Acuity Exam

KEYS100 Registration Form v
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Fig. 3:  Privacy & Security Notice

Note:  Prior to proceeding to the next step review DCMA CTMS Menu (left-hand column); so that you become familiar with the different sections CTMS has to offer.  In addition, review the CTMS Announcement Board (CAB) for class offerings and/or latest CTMS News (right-hand column). It is recommended for all employees to review the CAB at least once a week to be informed of any new postings.
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Notice to First Time Users

The Defense Contract Management Agency (DCMA) Civilian Training Management System is for use
only by DCMA civilian government employees to submit training applications for DCMA Training. This
includes classroom, Distance Learning classes and Continual Learning classes.

Sign In Options:
CAC O SSN/EIN and DOB O

Announcements
09 Jul 2009
E!\IGR 220 - travel update

08 Jul 2009

CTMS & ACQTAS Profile:
Full Name is used for DTS
T

07 Jul 2009
CTMS Enrollment

06 Jul 2009

Systems Engineering
Training - Aug 11-14
Orlando, FL

ENGR 120 - Phoenix, AZ_
Sep 15-16, 2009

24 Jun 2009
CONTRACT FINANCING
COURSES (CFIN110, 120,
130 & 140

[

f Trusted sites
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Fig. 4:  CAC or Social Security Number and DOB Notification
*Step 3:  (Fig. 6), User can login using their CAC.  
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Fig. 5: Login Screen Using CAC

*Step 3:  (Fig. 6), User can login using their SSN and DOB.  Note:  SSN is now masked to secure the privacy of the user.
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Fig. 6: Login Screen Using Social Security and DOB

Confirm Your Division, CMO, Supervisor and/or Acting Supervisor Information:
Step 4:  (Fig. 7), User should reconfirm the Division, CMO, Supervisor and/or Acting Supervisor’s email, and student email after login.  By reconfirming this information, it reduces the response time and prevents misrouting of the eIDP and/or enrollment application in CTMS.
                           ***NEW ENHANCEMENT***

[image: image28.png]Acquisition Training Application System (ACQTAS) Main Menu Log Off

10202008
Acquisition Training Application System (ACQTAS)

"X Piease verityenter your information below. Be sure to be as accurate as possible, misinfomation may prevent your applications from being processed.

Important! Fields marked with an asterisk (*) are auto populated from DCPDS through Data Mart. fthere is any missing or incorrect data in your profile, you may
request correction through your supenvisor and Human Resource (HR) Department. Once DCPDS has been corrected, your profile will reflect updated information.

Verify/Enter Student Information

SN 123121235  Last ame: 07 | Frstome: SAPLE |

Genders[Male | pateorir[ 1 v/ Jan v][1930 v|
Home StreetTEST | oyt | state: [VA %] z: [zz130 .|

Disabiities:[ N0 Y] _Special Requirements| Fease selecta Spedial RequrementfDisabied V]

orii irort Code: A cick heret search o an aipartcode

'DAC Membership Date: ACQ Workforce Member: N

Note: There are currently no position careerfeld for tis profile

Note: There are curently no cerifications for his profile

| city:[rseT ] state: VA | zp: [z2150 |
Comyhers ety oo DTS
prone: [z22_|-[z2 |-z Jetlz2 ]

osw[m | [m2 | rclm | ] p2 ]

Important. Since AQCTAS

il to notify students, ensure you enter your correct email address.

<

o/ Trusted sites. H100%





Fig. 7: CTMS Profile Confirmation Notification

*Step 5a:  (Fig. 7), If the information is correct - click “Yes - Apply for training” and proceed to Step 7: Manage Individual Development Plan (MIDP).  Note:  User must submit an eIDP, prior to enrolling in a class offered in CTMS.  

Update Your CTMS Profile:
*Step 5b:  (Fig. 7), If the information is NOT correct – click “No – Return to CTMS Profile and update your profile.  Update your profile thoroughly to ensure the following information listed below is updated and/or corrected.  
· Answer each entry that is listed on your profile.  

· Ensure to answer the question regarding the Government Credit Card (yes/no), this entry must be completed in order for HR WD PM to review/approve/disapprove any future enrollment application in CTMS.
· Fields marked with an asterisk (*)/grayed are auto-populated by DCPDS.  If there is any missing or incorrect data in your profile, you and/or supervisor should request correction by initiating a Helpdesk Ticket at CPOL Portal, under the “Employee Data Tab.”  For guidance with initiating a Helpdesk Ticket in CPOL reference: “Quick Guide – CAC Enabling DCPDS, My Biz & My Workplace.”   The turn-around for the update/changes is 45 days, after the supervisor has finalized the request in CPOL.  Any updates pertaining to Acquisition are managed by DAU not DCMA.  Therefore, if the change in CPOL is not updated/corrected after 45 days, the supervisor needs to contact their local TC and in turn he/she will contact the Lead HR WD DAU PM for assistance.

· To guarantee proper electronic routing of the eIDP, the user should verify the supervisor's email addresses in both CTMS and ACQTAS to ensure they match. If the supervisor's email addresses are not a match in both CTMS and ACQTAS, the supervisor will not receive the eIDP.
· If the employee's immediate supervisor is out of the office or is unable to approve the eIDP by the suspense date and/or class start date, the employee will need to update the eIDP to reflect the "Acting Supervisor's" email address.  This needs to be updated in both CTMS and ACQTAS profiles.
· We recommend the employee copy and paste their email address as well as the supervisor/acting supervisor’s email addresses directly from the DCMA Global -  Outlook email address book - to alleviate misspellings or format errors. 

· By entering the correct email addresses in both CTMS and ACQTAS profile, this will decrease the number of misrouted enrollment applications and eIDPs in CTMS.
· Be sure to provide your supervisor’s contact information.

Step 6a:  (Fig. 8.1-8.2) Update CTMS Profile  
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Fig. 8.1: CTMS Profile Information

Step 6b:  (Fig. 8.1-8.2), Update the CTMS Profile and click “Update Profile” at the bottom of the screen to proceed.  
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Fig. 8.2: CTMS Profile – Supervisor Contact Information 

Manage Individual Development Plan (eIDP):
*Step 7:  (Fig. 9), in the left-hand menu bar, click on “Manage Individual Development Plan.”
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Fig. 9: eIDP Location on CTMS Menu Bar
Notice to Non-Acquisition Workforce Members:

Your eIDP will be blank as in Fig. 10.1 below.  From this point, you can add DCMA courses or DAU courses.
Notice to Acquisition Workforce Members:  
Based on your current Defense Acquisition Workforce Improvement Act (DAWIA) certification requirements, the eIDP will apply a Master Development Plan (MDP) for your current Defense Acquisition University (DAU) training requirement.  An MDP contains all training requirements to achieve a specific level of certification.  The eIDP will check the “Student’s Certification Information” in your ACQTAS profile (See Fig. 1) to determine your certification career field, level of certification required and level of certification achieved.  Your certification career field and level will be determined from the information in the Position Career Field and Level Required fields.  Your level of certification achieved will be determined from the information in the Career Field, Level Achieved, and Date Certified fields.  If you believe this information is incorrect, please see the instructions on page 4, 5, and 9 to take corrective action. 
Examples of how the eIDP works: 
1.  If you are an 1102, GS-09, you are required to be DAWIA Level II certified in contracting.  The eIDP will verify your DAWIA certifications, and level, achieved against your position career field and level required.  If you have achieved the DAWIA certification and level required for your position the eIDP will do nothing.  If you have not achieved your current DAWIA certification requirements, the eIDP will:


a. load the MDP for the certification training requirements (see Fig. 10.2);

b. checks the training history to verify DAU course completions and match them against   the MDP requirements.
DAU and DCMA Course Completion Information:  
· DAU: CTMS will only display a completion date for those courses that are currently in the employee’s ACQTAS Student Transcript.  If you have completed a DAU course and it does not appear on your DAU transcript, contact your local TC and those courses will need to be handled separately by HR WD PM.

· DCMA:  Student will need to provide their completion certificate to the local TC and in turn he/she will forward it to the HR WD PM.

· Skillport:  Skillport does not automatically place the completion date in CTMS; nor is CTMS on the same platform.  However, we are working on this issue and hope to have a resolution to this problem.  In the meantime, please retain your completion certificate until the self-declaration of course completion date is deployed in ACQTAS/Skillport.   

To view your Official CTMS Training Record, click on “Your ATRRS Training Record” in the left-hand menu bar under “User Tools.”
Add a DCMA Course:

Step 8: (Fig. 10.1-10.2), Your eIDP is ready for development.  Note: CTMS and ACQTAS work jointly to support CTMS training requirements and DAU training requirements.  From this point on your eIDP screens will appear in ACQTAS.  This is why we ask that you confirm your supervisor's email addresses are a match in both CTMS and ACQTAS.  
From this screen, you can add DCMA or DAU courses and submit your IDP to your supervisor for review.  
Note: You must click the “Add” button after each course.  The “Submit” button forwards your eIDP to your supervisor for review.  Your supervisors must approve or disapprove it before you can make additional changes.
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Fig. 10.1: No DAWIA Certification Courses Required
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Fig 10.2: Contracting Career Field, Level II, Master Development Plan

Loaded for 1102, GS-09 

Step 9:  (Fig. 11.1), Add a DCMA course by clicking on “Add Another DCMA Course” and select the course type you want to add: CTMS, Skillport, Local Training, Rotational/OJT Event, or Tuition Assistance.  
Add a Civilian Training Management System (CTMS) Course:

Step 10:  (Fig. 11.1 – 11.4), Adding a CTMS Course

Add a DCMA course by clicking on “Add Another DCMA Course” and select the course type you want to add: CTMS, Skillport, Local Training, Rotational/OJT Event, or Tuition Assistance.  
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Fig 11.1: Adding a CTMS Course 

Step 11:  (Fig. 11.1 – 11.4), To add a CTMS course click on the “CTMS” radio button and select the Fiscal Year (FY) (Step 1), select the course type (Step 2), select the course (Step 3), click on course scope to view the description and prerequisites, add course priority and justification  in the “Notes” box, and click on “Add.”  Note: Your justification must address how the course will improve your performance in your current position; list the training priority, per the CTMS Business Practice and page 5 above. 
Note:  HR WD is awaiting enhancement for “recertification” courses.  Once this action item is activated, you will notice the field in this section of the eIDP.  If you require a "recertification" course, please enter the expiration date of your current certification.  This will allow HR WD PM to schedule classes prior to the expiration date.  As the schedules are established in CTMS, the student should apply for the "recertification” course at least 90-60 days prior to their expiration date.  

If you currently have a course that is on your eIDP and you did not receive approval from the HR WD PM to attend this FY, you will need to move the course to the next FY, or enter the date and/year you would like to be considered to take the course.  This information is needed to ensure HR WD plans the agency funded class offerings appropriately.

[image: image15]
Fig. 11-2: Selecting a CTMS Course

Review of Course Descriptions:

Step 12:  (Fig. 11.3-11.4), Viewing DCMA course scopes (description and prerequisites).  Once you select a course click on the magnifying glass to the right of the course dropdown menu (Fig 11.3), the course scope will open on the screen (Fig. 11.4).  To close, click on the “x” in the top right-hand corner of the course scope.
.
[image: image16]
Fig. 11-3: DCMA Course Scope Link


[image: image17] 

Fig. 11.4: DCMA Course Scope

Add a Skilport Course:
Step 13:  (Fig. 12), Add a Skillport course by clicking on the “Skillport” radio button, type in a key word and click on “search.”  Select the course from the dropdown menu and click “add” to add the course.

[image: image18]
Fig. 12:  Selecting a SkillPort Course

Add a Local Training:
Step 14:  (Fig. 13) Add a Local Training course by clicking on the “Local Training” radio button and adding the information listed in the text box in the illustration below.

[image: image19]
Fig. 13: Adding a Local Training Course

Add a Rotational Assignment or On-The-Job-Training Event:
Step 15:  (Fig. 14), Add a Rotational/OJT event by clicking on the “Rotational/OJT Events” radio button and adding the information listed in the text box in the illustration below.


[image: image20]
Fig. 14: Adding a Rotational or On-The-Job Event

Add Tuition Assistance:
Step 16:  (Fig. 15), Add a Tuition Assistance course by clicking on the “Tuition Assistance” radio button and adding the information listed in the text box in the illustration below.
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Fig. 15:  Adding a Tuition Assistance Course
Add a DAU and Continuous Learning Courses (CLCs): 
Step 17:  (Fig. 16), Add a DAU course by clicking on “Add Another DAU Course” and select the course type you want to add: DAU Course, DAU Continuous Learning (CL) Module, or Other Course.
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Fig. 16: Adding a DAU Course
Step 18: (Fig. 17), To add a DAU Course or DAU CL Course, click on the appropriate radio button and select the course from the dropdown menu (Step 1), add justification in the “Notes” box (step 2), and click on the “Add” radio button (step 3).  
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Fig. 17: Adding a Continuous Learning Course (CLC)
Request to Add – Master Development Plan (MDP): 
Requests to add DCMA MDPs must be accomplished by your supervisor.

Note:  Master Development Plan (MDP), MDPs are loaded one of three ways:
1. for DAWIA certification requirements, by the eIDP;
2. for DCMA MDPs, by the supervisor ONLY;
3.   for Keystone MDPs, by the Keystone Program Manager.
Step 19:  (Fig. 18), Once you have finished adding your training requirements, you must add dates and goals for all courses selected.  You must decide when you require the courses and add a date (MM/DD/YYYY) or the FY you need to attend the training.  You can forecast course requirements for two fiscal years (current, plus one), so you can spread the training out.  You should be very specific with the date (MM/DD/YYYY) and annotate “Priority 1” for this training.

[image: image23]
Fig. 18: Adding Course Dates and Goals

Deleting a Course or Master Development Plans (MDPs): 
Step 20:  (Fig. 19), Deleting a course(s) or MDP from eIDP: 

If a course appears on your eIDP due to your assigned DAWIA Career Field and Master Development Plans (MDPs) that was established for your specific career, and you have completed the course, your supervisor will need to delete the MDP from your eIDP.  

Note:  Neither the CTMS Helpdesk POC, HR WD PM, TC, nor the employee can delete an MDP.  Deletions can only be accomplished by the employees’ supervisor/acting supervisor. Your supervisor can add courses or MDPs, but he/she cannot delete a course you have added.

If the course is NOT generated by the MDP, you can remove the course by clicking “X” in the "delete" column.

[image: image24]
Fig. 19: Deleting a Course or MDP

Submit Your eIDP to Your Supervisor for Review: 
Before clicking on the “submit” button at the bottom of the page, ensure your requirements are:

· training directly related to improving your performance in your current position;

· within reason when compared to the Agency’s training budget;
· executable, meaning your supervisor and organization will commit to allow you the duty hours to complete the training; 
· in addition, that you included the priority and justification in the course comment block;
· be sure you selected the dates and goal ranges.
Your eIDP is electronically submitted to your supervisor when you click on the “submit” button at the bottom of the page.  CTMS generates notification emails to notify:

· your supervisor that you have submitted your eIDP for review;
· your Training Coordinator;
· you, informing you that your eIDP has been successfully forwarded for review.
Step 21:  (Fig. 20), System is reconfirming submittal of your eIDP to your supervisor for review.  If you have entered all courses on your eIDP, click “OK” and your eIDP will be submitted to your supervisor/acting supervisor for approval or disapproval.
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Fig. 20: Confirmation Submittal of the eIDP to Supervisor/Acting Supervisor 
(Fig. 21), When your eIDP is submitted successfully, you will receive message stating your “Your IDP has been submitted.”  *Note:  Once you receive this message you will not be able to see your eIDP until your supervisor/acting supervisor has approved or disapproved your eIDP.  
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Fig. 21: eIDP Submitted to the Supervisor/Acting Supervisor 
Once you submit your eIDP, you should schedule a time to sit-down with your supervisor to discuss your training plan and review the course(s) you requested as well as any courses your supervisor has added. 

Note: Your supervisor has the final approval authority. 
Update Your eIDP:

Once your eIDP is approved, you can update it by clicking on “Update” in the top left-hand corner, making your changes, and submitting it to your supervisor for approval.
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Fig. 22: Update eIDP  

HR Workforce Development will compile the FY requirements and work with Division and Directorate training advocates to determine the training priorities and requirements.  Once the training priorities are established, HR Workforce Development will load the FY training schedule in CTMS and the courses will be open for application enrollments.  
Friendly reminder, please review the CTMS Announcement Board for new class offerings and latest news regarding DCMA training.  

For any questions pertaining to a specific training program, please contact your local TC.  For Technical Questions regarding CTMS, please contact the CTMS Helpdesk Inbox.

Verify your DAWIA Certification Information





This is the DCMA Portal.  Select DCMA Courses (CTMS) to submit your eIDP.








Select Manage Individual Development Plan (eIDP)





From this screen, you can:


Add DAU courses


Add DCMA Courses (CTMS, Skillport, Local Training, Rotational/OJT Events, or Tuition Assistance)


Or Submit Your eIDP to your supervisor for approval


Note: Once you submit your eIDP to your supervisor, you cannot make changes until he/she approves or disapproves it.





Once you click on “Add another DAU Course,” you can select from CTMS, Skillport, Local Training, Rotational/OJT Events, or Tuition Assistance 





1. Select “Fiscal Year”


2. Select “Course Type”


3. Select “Course,”


4. Click “Course Scope” to view the course syllabus and prerequisites � HYPERLINK  \l "Fig_7_1" ��(Fig. 11.3� and � HYPERLINK  \l "Fig_7_2" ��Fig. 11.4�)


5. Add course priority and justification in the notes block.


6. Click on “Add’


Note:  You will add all classes to your eIDP, prior to proceeding to step 7.


7. After you add all course, then click “Submit IDP to Supervisor.


 








Notes are optional for Skillport courses only.





When adding a Skillport course, you can do a keyword search to locate your desired course.


Note:  You will need to add all classes to your eIDP prior to clicking the “Submit IDP to Supervisor” button.








For Local Training you must:


1. Add the Vendor’s Course Number


2. Add the Vendor’s Course Title


3.  Add the Tuition Cost


4.  Add the TDY Cost


5.  Add the State and Zip Code of the course location


6.  Add the Vendor’s Name


7.  In the notes block you must add how this course directly relates to improving your performance in your current position. 


Note:  You will add all classes to your eIDP, prior to proceeding to Step 8. 


8. Click “Submit IDP to Supervisor 





Click here to delete a course requirement





Add the Goals Range


Present position – course is required for  current FY


Short-Range = 1-2 years


Long Range = 2-5 years











Add the specific date


 (MM/DD/YYYY) or FY 


Specific dates are required for


Priority 1 


training requirements





Update IDP – User will click this button to update/add a course to the eIDP.  Upcoming Enhancement: The “Update” button will moving to the center of the page.





Click on “Add Another DAU Course” 





For Rotational/OJT Events you must include the following:


1. Vendor’s Course Number = N/A


2. In the Course Title block, briefly describe the event


3. Tuition Cost = 0


4. TDY Cost = if required


5.  Add the State and Zip Code of the event location


6. Vendor = N/A


7.  In the notes block you must add how this event directly relates to improving your performance in your current position.


Note:  You will add all classes to your eIDP, prior to proceeding to Step 8. 


8. Click “Submit IDP to Supervisor 








For Tuition Assistance courses, you must include the following:


1. Course Number (from the school catalog)


2. Course Title (from the school catalog)


3. Tuition Cost


4. University Name


5. Degree Type


6.  In the notes block you must add the actual degree you are pursuing and/or how this course will improve your performance in your current position. 








To view the course description and prerequisite(s), click on the magnifying glass.





Supervisor’s email addresses in both CTMS and ACQTAS must match.  Note:  If you annotate an “Acting Supervisor’s email in CTMS, you must update it in ACQTAS.
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