
FAQs – Loading Training Content in TWMS

Background
TWMS provides the ability to offer a wide variety of training courses that can be taken by employees who have self-service access in TWMS. These courses must first be received either by the CNIC Government Enterprise Help Desk or the TWMS Support Team before it can be loaded into TWMS.
Upon completion of the training, TWMS will allow the employee to view and/or print a certificate containing the employees’ digital signature. Only by ‘landing’ on the TWMS certificate page will TWMS record the employee’s training as complete and automatically update his or her TWMS training record.
Those with administrative access in TWMS can easily identify who has completed or not completed a particular course loaded in TWMS by generating one of several available training reports. Individual completions can also be tracked and identified by viewing that employee’s training record in TWMS.
FAQs
How do I get a course loaded into TWMS?
If you have an @navy.mil email address then send all course content as an attachment via email to the CNIC Government Enterprise Help Desk at TWMSAdministrator@navy.mil. If you have any other type of email address then send your course content as an attachment to eas@cnihelp.com. 
If the file size is too large to send then a CD can be mailed to the TWMS Support Team at the following address:

	USPS
	FedEx, UPS, etc.

	HQ Commander Navy Installations Command

937 N Harbor Dr. Box 20

San Diego, CA 92132-0020
	HQ Commander Navy Installations Command

Attn: TWMS Training

937 N Harbor Dr. 

Bldg. 1, 3rd Floor, Room 317

San Diego, CA 92132-0020


What file types are accepted?
The following file types are accepted:

· MS PowerPoint – .ppt or .pptx (not .pps or .ppsx)
· MS Word – .doc or .docx

· Text files - .txt

· Adobe Acrobat - .pdf

· Adobe Flash – .swf (it is mandatory that we also have the ability to access the source code so we can add the code that is needed to attach the TWMS certificate at the end of the training)

What should I be aware of when sending an accepted file type?

Except for Adobe Flash files, it is important to remember that when employees are viewing courses that have been loaded in TWMS they are not using the program that the file was originally created in. In the process of loading a course in TWMS, each slide or page is captured as a separate static image. As a result, some functionality will be lost and can cause your content to not behave as you might expect. If you have questions about your course please contact the CNIC Government Enterprise Help Desk at 1-888-264-4255.
Examples of lost functionality:
1. Multimedia/Animation/Hyperlinks - any video, audio, text animation or embedded hyperlinks will not display or function as it normally would if using the program the file was originally created in.

2. Testing/Feedback - Most tests designed to capture answers to track percentages or feedback that is based upon employee input will not function as designed.
3. Legibility – We capture each PowerPoint slide at about 90% of their original size. Each page of a Word or Adobe PDF document is captured at about 65% of their original size. Therefore, very small text may be an issue when displayed in TWMS. Please check your file at this size for legibility. One way to resolve this is to provide the Word/PDF document in landscape view. 
What other information do I need to send along with the course content?

There are four pieces of information to include when sending course content to be loaded in TWMS:
1. Recording of Training
As stated above, it is recommended that you include, usually on the last page or slide of the course, some verbiage to instruct the employee that they must continue to the TWMS certificate page. Every employee MUST land on the TWMS certificate page in order to record their training as complete and to update their TWMS training record. You may use the following verbatim or use as a guideline for your particular course:


“Congratulations, you have completed this course. You must continue to the next page to record your training as complete and to view or print your certificate.”
2. Course Title
What is the exact title of the course as it will appear in TWMS? This is the title that will result when searching the TWMS Course Catalog and how it will appear in the Available Training area of self-service (See #4). You must complete and submit the support document, “Course Title Request Form” found on the Documentation & Training page of TWMS. Please make sure Java is enabled for this Adobe .pdf document. The file is located here:

https://twms.nmci.navy.mil/docs
You do not have to have a TWMS account to open and complete this document. 
3. Notes
What notes, if any, do you want to appear alongside the course when it is displayed in the Available Training area of self-service? See below for some examples.
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4. Visibility Options
Who do you want to be able to view/complete this training from the Available Training area of self-service? If you choose, you can limit who can see this training by employee type, BSO (e.g. CNIC, SPAWAR, NAVSEA, OPNAV, USMC, NAVFAC, etc.), SMC, UIC, or any combination of these. If you don’t have a restriction then the widest scope your training will appear will be at the BSO level. So, for example, if a course is received from CNIC and no visibility options are included then the visibility will be restricted to only CNIC employees (BSO NV52). You can also choose to not have it listed in Available Training at all. If the course is not listed it will still be searchable in the TWMS Course Catalog and can still be selected as part of a training requirement.
Examples of visibility options:
1. “I would like this course to be visible to only civilian employees in UIC 00067.”

2. “I would like this course to be visible to all employees in SMC HQ of BSO NV52.”

3. “I don’t have any restrictions as to who can view or take this course.”

How long does it take to get a course loaded into TWMS?
Please allow a minimum of 10 working days from the day the course is received by the TWMS Support Team to when it will be available on TWMS.
