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Based on continuous feedback through key leadership development trainings, there is a high demand
signal for a program to enable government Civilians to engage and readily connect with a Senior
Executive with the intent to garner mentorship.

ot

We will employ the Mentor Functionality in TWMS to bridge the gap between Navy Civilians and the
Senior Executive cadre.

The objective of the TWMS Functionality is to deliver a mechanism by which Civilians can engage and
seek mentorship relationships. This will allow Senior Executives the opportunity to engage with the

Civilian community, develop/advance the next generation naval leaders, foster a continuous learning
culture, and promote personal/professional development.
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a The following slides will walk you through the Registration (less than 20 minutes)!
Prior to Registering: Have your Senior Executive Service Biography saved and available to

upload!
Request: Establish your Mentor Profile NLT 30 March 21 y




Find Me a Mentor Program Registration Process
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U Step 1: Go to TWMS in your browser

TWMS Link: https://mytwms.dc3n.navy.mil/my.policy

UStep 2: On the left-side Navigation, click on “Mentoring” under “Tools/Actions”

T

Employee Self-Service 2.0 ff Generd

Logout

Assignment/ Position Info

Benefits/Leave Info
Pay Info (MyPay)
Training/Educ/ Cert & Skills

Personal/Recall Information

Security Clearance Info
SF50s/Work History
CSWF/Cyber IT Info
Mew CSWF/Cyber IT Info

Awards Info

Military Information

Acquisition Workforce Info

Assigned Assets

Tools/Actions:

Daily Muster

Employee Locator

Online Training & Notices
SAAR-MN/DD-2875
Event Notification Service

SF182 Training Request

Mentoring

My IDP
VSIP/VERA Survey

Telework Request

View My Other Records
Information:

Contact Us/ Help

POCs/Contacts

Data Update Status

Privacy Act Statement

Correcting your Data

User Guide



https://mytwms.dc3n.navy.mil/my.policy
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O Step 3: There will be the below pop-out window. Confirm the “Mentor” Role is selected and click, “Next”

¥ Total Workforce Management Services (TWMS)

(Workforce Manager 2.0 // Login: ELIZABETH.BRANDWEIN - SELFSERVICE

Mentor Match Service

** FOR OFFICIAL USE ONLY - PRIVACY ACT SENSITIVE **
** Any misuse or unauthorized disclosure of ti nformation may result in both civil and criminal penalties **

[ NAVIGATION:

| Exit Mentor Match | L A S
Choose Role Add Skills Experience Documents Done

Profile Registration
Choose Role

® mentor

O Mentee

|

U Step 4: Read through the “Terms of Agreement” and if you are in concurrence, select the box next to “I confirm |
have read and agree to the terms.”

TERMS OF AGREEMENT

Mentor Match
Module Terms and Conditions

Use of the Mentor-Match Services module is strictly voluntary.

The Mentor-Match Services serves as a registry for individuals interested in either finding a Mentor te
support technical or professional development, or providing mentoring to these registrants seeking the
same. As part of the module, non-binding, non-legal mentoring agreements will be entered into for sat
durations established only at the consent of both participants. Either participant can decline an agreement,
or invitation sent via the medule for an initial meseting without fear of reprisal or personal/prefessional
impact.

Use of the Mentor-Match Services provides consent by participants to share information displayed by the
program or modified by the user, with other participants in order to facilitate mentor-to-mentee associations.
No information other than what is displayed or inputted during registration will be available to other
participants.

At the conclusion of a m - ed and agreed
tn hv hath narticinante hofh narticinants ransent tn recaivinn an evaluation form from thefimadule ta assise
[J1 confirm I have read and agree to the terms.
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Find Me a Mentor Program Registration Process

0 Step 5: Review and confirm your Personal Information is accurate in the next box.
¢ [fitis accurate, select “I confirm my information is correct” and hit “Next”

¢ [f your information is incorrect, return to the TWMS home screen, specifically the “Navigation” panel on the left
hand side. Update your Work Location under “General Information” —and Work Phone and Unclassified Email

under “Personal Recall”

If corrections are necessary, make them in TWMS and/or the appropriate

[T confirm my information is correct.

U Step 6: In the next window, you have the opportunity to Identify Strengths. Select a compatible “Functional
Strength” based on your experience. Upon selection, use the “Specific Functional Skill” dropdown to capture
a niche. Once you have the “Functional Strength” and “Specific Functional Skill” populated, select “Add Skill”
— Repeat Step #6 two more times so you have a total of 3 “Identified Strengths”
— Once you have three items in the “Identified Strengths” and select “Next”

tal Workforce Management Services (TWMS)
¢ 0 //

an; Login: ELIZABETH.BRANDWEIN - SELFSERVICE

** Any misuse or

NAVIGATION:

Exit Mentor Match

Select 3-20 Identified Strengths

Functional Strength Identified Strengths

Specific Functional Skill

[select sk~
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Step 7: You will now be brought to a page where you can add “Experience” and “Comments”

¢ Recommendations: In the “Experience” section, include your previous assignments. In the “Comments” section,
include why you want to serve as a mentor

orkforce Management Services (TWMS)
27/ Loges EimmETH A - SELPSRVIC

1500 Gt f

U Step 8: You have the option to upload one document to your profile
— Recommendation: Upload your SES Biography
— Once you uploaded your document, select “Next”

** FOR OFFICIAL USE ONLY - PRIVACY ACT SENSITIVE **
rized disclosure of this information may result in both civil and criminal penalties **

NAVIGATION:
Exit Mentor Match

ChooseRole ~ AddSkills  Experience Documen ts D
Add Documents

You may upload 1 document (Word, Excel, POF,  Uploaded Documents
Powerpoint)

Description (optional)

Finii>>
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U Step 9 and Next Steps: Now you are ready to mentor! With this established profile, Navy Civilians are able to reach
out, view your profile, and inquire if you are amenable to serving in a mentor relationship.

U Total Workforce Management Services (TWMS)

Workforce Manager 2.0 // Login: ELIZABETH.BRANDWEIN - SELFSERVICE

Mentor Match Service
** FOR OFFICIAL USE OMNLY - PRIVACY ACT SENSITIVE **
** Any misuse or unauthorized discosure of this information may result in both civil and criminal penalties **

= o—0 C O o

Start a Search Choose Role Add Skills Experience Documents Done

My Invitations
My Agreements Your Mentor profile has been created!

Register as a Mentee

Would you like to register as a Mentee? Click here to register
My Mentor Profile ¥ g ==

Would you like to search for a match?
Opt Out

Resources Start a Search

Exit Mentor Match
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/ Find Me a Mentor Program

* If a Navy Civilian “matches” with you, they can invite you to be their mentor. TWMS will send you an auto-
generated email stating:

[Civilians” Name] has invited you to be a Mentor. Before entering into any agreement, Mentors and Mentees
must first have a personal meeting.

Log in to TWMS Self Service at https://no-click.mil/?https://mytwms.dc3n.navy.mil, and then copy and paste
this URL into a separate tab:

https://no-click.mil/?https.//twms.dc3n.navy.mil/mentor/invitation.aspx?id=RCxiy4TFBpg=&p=0

You may view the details of all invitations you have sent or received by clicking "My Invitations" in the mentor
module in TWMS Self-Service.

Comments: [Any notes the Civilian included when they initiated the initiation]
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