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1.0  About this Guide 

1.1  Version and Release Number of the Current CMS Software

This User Guide supports Version 1, Release 1 of the Competency Management System.  As subsequent versions and releases of this software are implemented, revised versions of this User Guide will be disseminated.    

To ensure that this version of the User Guide is the most current one in circulation, you will need to check the version and release information on the CMS software itself. This information will appear on the Home Page.

1.2  Who Should Use this Guide

Every NASA employee will provide data on his or her competencies for the Competency Management System.  Therefore, all employees will benefit from the information that appears in this Guide.  

Please note, however, that some portions of this Guide will be used only by individuals who will be performing specialized review, interpretation, and reporting functions.   In this user guide, these functions are referred to as “managerial” and “data admin.”     

Unless otherwise stated, a section is intended for general use.  

1.3  User Guide Conventions  

Throughout these instructions:

· Bold text will indicate that the user is to take an action.

· “Click” will mean pressing the left mouse button unless other instructions are given.

· All references to “left” or “right” mouse clicks are based on a standard, right-hand mouse configuration.

· All sequences refer to actions taken with the Microsoft Internet Explorer (IE) browser only. 

· Underlined Blue text is used to indicate a hypertext link.  Clicking on such a link will display the linked item.   

1.4  Comments and Suggestions for Improvement

This NASA CMS User Guide will undergo continuous revision as this product is refined and its functionality expands.  We are very interested in any suggestions that you have for increasing the readability and usefulness of this Guide.  

You may enter your feedback through the Feedback tab.  Further information about this online option is available in the section, “Providing Online Feedback.”

Alternatively, you may feel free to use the form that appears in Appendix C to record your input.  

1.5  Creating a Backup of this Guide

The User Guide was created as a free-access Word document.  As a safeguard, please make an archive copy of this Guide on your hard drive.

This will permit you to freely use and annotate your working copy of the Guide without the fear of losing critical data.  

2.0  About the NASA Competency Management System (CMS)

2.1  What is the CMS? 

The NASA Competency Management System (CMS) is an Agency wide, computerized tool that allows managers to identify, track, and manage our most valuable resource – the intellectual capital of our people. This information is needed to better manage what we do today and what we can do in the future.

2.2  What is the CMS Intended to Do? 

The CMS directly links the Agency’s strategic objectives with the specific needs and capabilities of its organizations and people. It does this by:

· Recording the competencies of every NASA employee

· Recording the competencies assigned to every position

· Making calculations based on these two sets of data to identify gaps and surpluses in our capabilities 
2.3  Where to Find More Background Information 

For more information about the Competency Management System, please refer to the Awareness Briefing Slides, located in Appendix B.  For your convenience, a glossary of key CMS definitions is contained in Appendix A.

3. 0  Getting Started with CMS

3.1  Browser Considerations

The Competency Management System should be accessed with Microsoft Internet Explorer.  While it is possible to access and use the system with Netscape, there are significant technical difficulties associated with doing so.  

Therefore, you are STRONGLY urged to use Microsoft Internet Explorer, version 5.0 or higher.

3.2  Accessing and Logging on the System

1.  Access Microsoft Internet Explorer.

2.  Enter or select from the dropdown listing this URL: 

https://128.159.175.207/CMSTOOL/

3.  Click the GO key, as required. 

4.  Click the NASA Competency Management System hyperlink.  The following logon screen will appear: 
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5.  In the Center block, access the drop down menu and highlight the abbreviation of the Center to which you are assigned. Click on the highlighted named to record it in this block. 

6.  In the UserID block, enter your WebTADS User ID.  

For more information about this ID, please refer to the WebTADS web site at https://webTADS.nasa.gov
7.   In the Password block, enter your WebTADS Password.  

For more information about your WebTADS password, including how to reset it, please refer to the WebTADS web site at https://webTADS.nasa.gov
8.  Click the Logon to CMS button to be taken to the Main Screen. 

3.3  Navigation and Printing Issues 

3.3.1  Navigating Through the Document 

This User Guide was created with a hyperlinked Table of Contents.  To move immediately to any section, simply position your cursor over the name of that section in the Table of Contents and click anywhere on the title of that section.  

You may also scroll through the document using your:

· Scroll bar

· Up and down arrow keys

· Page up and page down keys

3.3.2  Screen View Issues 

Sometimes, depending on your browser settings, you cannot see all pertinent elements of the CMS screens on your monitor.  

The simplest solution to this problem is to press the F11 key once to expand Internet Explorer (IE) to the full screen mode.  This will hide the IE, Office toolbars and other menus, and allow you to navigate freely in CMS.  

Press F11 again to restore the previous screen and navigate outside of CMS.  

3.3.3  Printing and Copying Reports 

Due to wide variations in browser and desktop settings, some of the direct printing methods available in CMS may not work.  

If you have this problem, it is best to use the following procedure:

1.  Move your cursor over the area you wish to print.

2.  Click your right mouse button and then click Select All from the pop-up menu.

3.  Print, by either clicking the browser Printer icon on the menu bar or clicking File, Print from the File menu. 

4.  To copy to another application, follow steps 1 & 2.  Then click the right mouse button and select Copy from the pop-up menu.  Open the target application and then use right mouse button to select Paste.

Note: Most reports look best in Landscape.

3.3.4  Viewing Screen Shots

This User Guide was created to be usable in 100% mode.  However, to see the detail on most screen shots, you will need to “zoom in.”   The easiest way to accomplish this is to expand your view mode to 150%.
This feature appears as a drop down menu on the standard Microsoft tool bar.  Click the arrow of the drop down menu, select the desired % view by scrolling to the appropriate listing with your mouse, and click again to change the view. 

4.0  Working in CMS (Employee Functions)

This section contains instructions for all employees who will be working with their own portfolios to add and delete competencies, and to provide information about their skills and experience.  

If you will be performing work with the competencies of others – including data input or data interpretation, please refer to the section, “Working in CMS (Other Functions).” 

4.1  The Main Screen (Employee Privileges Only) 

The Main Screen of the Competency Management System looks different, depending on the type of competency management duties you are able to perform.   The information in this section relates to individuals who have employee privileges only.   

If you have other privileges in the Competency Management System, please refer to the section, “The Main Screen (Employees with Other Privileges).”  
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This is the screen that you, the employee, will access immediately upon logging into the system.  For information about logging in, please see the section, “Accessing and Logging on the System.”

On this screen, please note that:

· Your name appears on the right side of the screen, under today’s date.  

· At the far left of the screen is the Logoff System option.  Clicking this icon will immediately remove you from the system.

· The Help function is not activated at this time. 

· This screen offers some basic information about competencies and the way in which this part of the tool is to be used

4.2  The Main Screen (Other Privileges)
The Main Screen of the Competency Management System looks different, depending on the type of competency management duties you are able to perform.   The information in this section relates to individuals who have other privileges in addition to their employee privileges.   

If you do NOT have other privileges in the Competency Management System, please refer to the section, “The Main Screen (Employee Privileges Only).” 
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The Main Screen is currently showing “data admin” as the CMS role.   This box appears on the blue CMS Menu Bar. 

To perform an employee function, such as adding a competency for yourself, you must change your role to that of “Employee.” 

To do so, follow the steps below.  

1.  Click on the drop down menu.

2.  Highlight Employee.

3.  Click on Employee to make it appear in the “your CMS roles” block.

4.  Click the Change Roles button.
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Before you proceed, please note that:

· Your name appears on the right side of the screen, under today’s date.  

· At the far left of the screen is the Logoff System option.  Clicking this icon will immediately remove you from the system.

· The Help function is not activated at this time. 

· Your CMS Role is now showing as “employee (current)”

· This screen offers some basic information about competencies and the way in which this part of the tool is to be used

4.3  Working with the Portfolio

To access this area, click on the My Portfolio tab.   This tab is located in the CMS Screen Tabs area.  (Note that when tabs are accessed, they turn from gray to blue.)   

A screen similar to the one shown below will appear. 
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From this screen, you can perform a number of options.   These are described below in a logical order; please select from among the options the one that you wish to pursue. 

4.3.1  Reviewing Current Competencies 

To perform this function, you must be located in the My Portfolio tab, as shown below. 
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If current competencies are associated with your name, they will appear in the “Competency” column located in the third column, third row of the Portfolio form.  

1.  To review a short description of a current competency, position your cursor over the item.  A short text block will appear.    This description is the official definition of the competency.  

2.  If the box disappears before you have a chance to finish reading the description, re-position the cursor to refresh the text.  Do this as many times as necessary to complete your review. 

4.3.2  Reviewing Workforce Competency Dictionary Listings 

To perform this function, you must be located in the My Portfolio tab, as shown below. 
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You may wish to study other listings to determine if you can rightfully claim these competencies as your own

To use the Workforce Competency Dictionary:

1.  Click on the Download Dictionary option listed on the blue CMS Menu Bar. 

2.  Scroll through the dictionary index to locate the competencies in which you are interested.  

Note:  To more quickly help you locate the desired information, the dictionary is divided into five major areas:  Business Related; Engineering-Related; Mission-Related; Scientific-Related; and Technical Related. 

3.  Record the title and designators of competencies that you feel are a “good fit.”  

4.3.3  Adding Competencies 

1.  From any area in the My Portfolio tab, click on the Competencies option, located on the blue CMS Menu Bar.    A screen similar to this one will appear. 
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2.  Locate the hyperlink text at the bottom of the screen, entitled “Click here to ADD competencies (not shown in the list above) to your portfolio.”  

3.  Click on the hyperlink.  A screen similar to this one will appear. 
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4.  Click on the symbol located by the category containing the competency that you wish to add.    A screen similar to this one will appear.  
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Note:  If you are uncertain of the category, check the Workforce Competency Dictionary.  For instructions on this function, see the section, Reviewing Workforce Competency Dictionary Listings. 

5.  Click to place a checkmark in the desired box.

Note:  You may select as many competencies as desired in this category. 

6.   Use the right scroll bar to move up and down the listing of competencies to view other portions of the screen

7.  As desired, click on other “+” signs to access other categories. 

Note:  you may make all of your competency selections at one time.  

8.   When you have completed your selections, click on the “Add Competencies” button located at the bottom of the screen.   A screen similar to the one shown below will appear.
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9.  The new competencies will appear in the Competency list.  Inventory these listings against your original list to ensure that everything is now properly listed.  

10.  Note that the competencies appear next to today’s date and with an “Employee Self Validated” label.  This means that it was the employee himself or herself who entered this data, and that it has not been confirmed by anyone else to date.  

4.3.4  Adding Tier Levels 
When this feature is completed and approved, it will permit individuals to indicate the degree to which they have mastered a competency.  

However, at this time, this feature is not in use.  

4.3.5  Removing Competencies 

It is possible to remove any competency from your portfolio.  However, the system differentiates between removing a competency that is required for your position and removing a competency that is not required for your position.  Therefore, we will treat these removals separately. 

4.3.5.1  Removing Required Competencies 

1.  From any area in the My Portfolio tab, click on the Competencies option, located on the blue CMS Menu Bar.    A screen similar to this one will appear. 
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2.  To remove a competency that has a “yes” in the Required (Rqd) column, click inside the red “Remove” box located directly across from the competency.

3.   Click on the “Delete” button located directly under the Red “Remove” boxes.

4.  A screen like the one shown below will appear, informing you that you have removed a competency that is required for your position.
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5.  If you change your mind about removing this required competency, click inside the Green “Add” box located directly across from the removed competency.  

6.  Click the “Add” button located directly under the Green “Add” box.

7.  The competency screen will return to its original state; the caution note will no longer appear. 

4.3.5.2  Removing Non-Required Competencies 

1.  From any area in the My Portfolio tab, click on the Competencies option, located on the blue CMS Menu Bar. The following screen will appear. 
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2.  To remove a competency that has does NOT have a “yes” in the Required (Rqd) column, click inside the red “Remove” box located directly across from the competency.

3.   Click on the “Delete” button located directly under the Red “Remove” boxes.

4.  The screen will be modified to show the removal of the non-required competency. 

5.  If you change your mind about deleting this competency, follow the procedures listed in the section, Adding Competencies.

4.3.6  Listing Additional Skills

1.  From any area in the My Portfolio tab, click on the Skills option, located on the blue CMS Menu Bar.    The following screen will appear.
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2.  Click to position the cursor inside the Additional Skills block.  

3.  Review for accuracy any items that currently appear in this block, and change them as required. 

4.  Record any other skills that you feel are of value to the Agency, but are not captured in the list of competencies.  These skills may include foreign languages, physical capabilities, professional certifications, etc.

5.  When you are finished, click the “Submit Updates” button, located underneath the Additional Skills block. 

6.  The screen will now display the date and time of your most recent update.  A sample is shown below. 
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4.3.7  Listing Experience 

1.  From any area in the My Portfolio tab, click on the Experience option, located on the blue CMS Menu Bar.    The following screen will appear.
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2.  Click to position the cursor inside the Applied Experience block.  

3.  Review for accuracy any items that currently appear in this block, and change the text as required. 

4.  Add references to your experience that you feel will be of assistance to the Agency.  To the greatest extent possible, use terms and phrases that are commonly understood at NASA. 

For example, “I have served as an evaluator on a Source Evaluation Board”, is better than, “I have done technical and business systems evaluations in support of contract procurements.”  This will help ensure that searches in this area are as fruitful as possible.  

5.  When you are finished, click the “Submit Updates” button, located underneath the Applied Experience block. 

6.  The screen will now display the date and time of your most recent update. 
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5.0  Working in CMS (Managerial Functions) 

This section is to be used by individuals who are performing managerial functions in the Competency Management System such as working with the competency lists of others, or interpreting competency data.   

5.1  Accessing this Area  
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This is the screen that you, as an individual with additional system privileges, will access after logging on to the system.  Before you can function in this expanded capacity, you must change your role. 

5.1.1  Selecting the Manager Role

To select the “Manager” role:

1.  Locate the “your CMS roles” drop down menu on the blue CMS Menu Bar.

2.  Click on the down arrow, highlight  “Manager” and click again to display “Manager” in the block.

3.  Click the Change Roles button, located immediately to the right of the drop down menu. 

4.  A screen similar to the one below appears.
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From this screen, you can select a variety of functions, as indicated by the tabs in the CMS Tab Bar.  Tabs in this bar appear gray until they are selected – at which time, they turn blue. 

5.2  Working in the Employees Tab 

In this area, as the name implies, individuals with expanded privileges are able to perform competency-related work with one or more employees.

To access this area, click on the Employees tab. A screen appears that is similar to the one shown below. 
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You may now perform a number of competency-related tasks with employees.  However, you must first decide if you will be working with individual employees and their competencies or with groups.  

5.2.1  Performing Single Edits by Employee

This function is the default in this area.  Therefore, after you have clicked on the Employees tab, the screen that appears will allow you to perform single edits by employee.

You can verify that you are on the correct screen by ensuring that the screen text says, “Employee Portfolio”, as shown below. 
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5.2.1.1  Choosing Your Organizational Filter

To access this area, click on the Employees tab.  In the second of the two blue CMS Menu Bars, there is a Filter drop down menu, as shown on the screen below. 
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In order to search for specific employees more quickly and efficiently, you may wish to specify which of your organizations you wish to work with.  

To engage a filter:

1.  Click on the down arrow of the Filter drop down menu.

2.  Use the mouse to highlight the desired organization and click to move the desired item to the drop down window. 

3.  Activate the choice by clicking on the Change List button, located next to the Filter drop down window.    

5.2.1.2  Choosing the Employee

To access this area, click on the Employees tab.  In the second of the two blue CMS Menu Bars, there is an “Employees” drop down menu, as shown on the screen below. 
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To select the specific employee with whose competencies you wish to work:

1.  Click on the down arrow of the “Employees” drop down menu.

2.  Use the mouse to highlight the desired name and click to move the desired name to the drop down window. 

A screen appears, similar to the one shown below. 

[image: image26.jpg]ANA Tosoft Internet Explorer
| Fle Edt Vew Favortes Took Help

NASA Competency Management System
Employees

HELP roup Edit by OraCode | inle Edit by Emple

| Training | Downl

[~ AEROSEN sensors &:Data Sele Validaved 573072003

caiston - Aeonauics
“-MMW fusness Hanacerert ]  Henager Assigmes 10722003

HUMRES tHuman Resources. o] 107272003

Adust postion Ramts | AdseTierevels |

Hanager hssigmed

Clck here to ADD compstencies (not shown on the st above) to the employee's portfoin





Employee_record_75.jpg

5.2.1.3  Adding Employee Competencies 

To perform this function for a single employee, you must have accessed the proper area by clicking on the Employees tab and selecting the desired employee name from the “Employees” drop down menu.

You will then see a screen similar to the one shown below. 
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1.  Click on the hyperlink shown at the bottom of the screen. The following screen will appear.
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2.  Click on the “+” sign located by the category containing the competency that you wish to add.   This will expand the menu to show individual competencies and display checkboxes to select them.   

3.  Click to place a checkmark in the desired box.

Note:   you may select as many competencies as desired in this category. 

4.   Use the right scroll bar to move up and down the listing of competencies to view other portions of the screen

5.  As desired, click on other “+” signs to access other categories and make other competency selections.  

Note:  you may make all of your competency selections at one time.  

6.   When you have completed your selections, click on the “Add Competencies” button located at the bottom of the screen. 

7.  The new competencies will appear in the Competency list.  Inventory these listings against your original list to ensure that everything is now properly listed.  

8.  Note that the competencies appear next to today’s date and with a “Manager Assigned” label.  This means that it the competency was assigned by you, the manager, rather than by the employee himself or herself or as part of a data call that resulted in mass data entries.
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5.2.1.4  Adjusting Tier Levels

When this feature is completed and approved, it will permit managers to assign and adjust numerical codes that indicate the level of competency required for a position and the level of competency demonstrated by individuals.   

However, at this time, this feature is not in use.  

5.2.1.5  Removing Employee Competencies

It is possible to remove any competency from the portfolio of your employees.  However, the system differentiates between removing a competency that is required for a job position and removing a competency that is not required for a position.  Therefore, we will treat these removals separately. 

5.2.1.5.1  Removing Required Employee Competencies 

To perform this function for a single employee, you must have accessed the proper area by clicking on the Employees tab and selecting the desired employee name from the “Employees” drop down menu.

You will then see a screen similar to the one shown below. 
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1.  To remove a competency that has a checkmark in the Required (Rqd) column, click inside the red “Remove” box located directly across from the competency.

2.   Click on the Delete button located directly under the red “Remove” boxes.

3.  A screen like the one shown below will appear, informing you that you have removed a competency that is required for your position.
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4.  If you change your mind about removing this required competency, click inside the Green “Add” box located directly across from the removed competency.  

5.  Click the Add button located directly under the Green “Add” box.

6.  The original screen will reappear; note that the warning note has disappeared. 
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5.2.1.5.2  Removing Non-Required Employee Competencies

To perform this function for a single employee, you must have accessed the proper area by clicking on the Employees tab and selecting the desired employee name from the “Employees” drop down menu.

You will then see a screen similar to the one shown below. 
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1.  To remove a competency that has does NOT have a checkmark in the Required (Rqd) column, click inside the red “Remove” box located directly across from the competency.

2.   Click on the Delete button located directly under the Red “Remove” boxes.

3.  The screen will be modified to show the removal of the non-required competency. 
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4.  If you change your mind about deleting this competency, follow the procedures listed under “Adding Competencies.” 

5.2.1.6  Adjusting Position Requirements

As an individual with expanded privileges, it is your right to adjust position requirements as you see fit.  Specifically, you may add or remove competencies from the “required’ list.  You may also change the competency that you consider to be the primary competency for the position.  

One area in which to do this is the “single employee” view of the Employees tab.  To adjust position requirements in this area, you must be located in the single employee view, and have an employee competency record open as illustrated below.
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Note:  The competency that is currently required has a checkmark in the Rqd column.  Because this competency is ALSO the primary requirement for that position, it has a radio button under the Pri column.  Note also that this specific competency is coded blue to mark its special status. 

1.  To make a competency required for a specific position, locate the Rqd column in the employee record.

2.  Click in the Rqd column to place a checkmark next to the competency that you wish to make a requirement. 

3.  Click the Adjust Position Requirements button located directly underneath the Position column. 

The change is recorded, as shown in the sample below.
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Note:  the new requirement now has a purple color band, and an empty circle under the Pri column.  This option has been provided so that the individual with expanded privileges may make the new competency the primary one if desired. 

4.  To change the primary competency for a position, click on the radio button next to the competency that you wish to make the primary competency. 

5.  Click the Adjust Position Requirements button located directly underneath the Position column.

The change is recorded, as shown in the sample below.
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5.2.1.7  Listing Skills & Experience

This function is not currently active.  However, when it is, it will allow the individual with expanded privileges to view the skills and experience listed by their employees.   



5.2.1.8  Listing Training

This function is not currently active.  However, when it is, it will allow the individual with expanded privileges to view the training taken by their employees.  This information will be obtained from the A Star Training system.


5.2.1.9  The Download Function 

This function is not currently active.  However, when it is, it will allow the individual with expanded privileges to download the employee portfolios.  These portfolios include competencies, skills, experience, and training.   


5.2.2  Performing Group Edits by Organizational Code

Sometimes, it will be more convenient to perform work with groups of individuals.  In that event, you will want to select the “Group Edit by Organizational Code” option. 

5.2.2.1  Accessing the Group Edit Function

To perform this function, you must click the Employees tab.  You will then receive the following screen:

[image: image38.jpg]| Fle Edt Vew Favortes Took Help

NASA Competency Management System
Employees
HELP up Edit by | Single Edit by Empl |

Allorgs = change st _|JRERRL Select an employee

Employee Portfolio

To visw 2 list of competencies, Please sefect an employee from the drop down list above,





employee_portfolio_70.jpg

Click on the Group Edit by OrgCode option.  This option, which is illustrated by a series of building blocks, is found on the CMS menu bar.  The screen shown below appears. 
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5.2.2.2  Selecting an Organization

Before you can work in this area, you must select an organization.   

1.  Click on the arrow of the Organizations drop down box.  This area is located on the second blue menu bar of the Employees tab, which appears after you have selected to work in Group Edit mode.   

2.  Use the mouse to highlight the desired organization, and click to feature it in the drop down window.   Immediately, a screen of the type shown below will appear.  This is, by default, the View mode of the Organizational Matrix. 
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5.2.2.3  Viewing Organizational Portfolio Data 

This view is the default screen in the Group Edit by OrgCode option of the Employee tab.  
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In this area, you can see the following information at a glance:

· The names of the employees in the organization

· The names of the competencies associated with the group

· The total number of employees who have the specific competencies listed

· An individual listing of the employee competencies 

If this information is sufficient for your purposes, you may end your work here.  However, if you wish to see information related to another organization, please refer to the section, “Selecting an Organization.” 

If you wish to change information related to this view, please refer to the sections, “Adding Competency Information” or “Deleting Competency Information.”    

5.2.2.4  Adding Competency Information 

Individuals with expanded privileges can use the organizational portfolio area to assign any competency to one or more of their employees.  
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However, the mechanics of the process differ, depending on whether one is assigning an employee a competency that already appears on the organizational list, or assigning a competency that does not currently appear on the list. 

Therefore, two sets of instructions have been provided for the adding process.  

5.2.2.4.1  Assigning Current Competencies 

These instructions are to be used when a competency already appears on the organizational list, and you want to assign that competency to one or more of your employees

Before attempting to perform this function, ensure that you are in the Group Edit by Organization Mode under the Employees tab.  
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1.  Locate the “Add” option on the second of the two blue CMS Menu Bars. It is to the right of the organization drop down menu.

2. Click on Add.  A screen similar to the one shown below will appear. 
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3.  Locate the line containing the name of the employee for whom you wish to add a competency.  The names appear in the far left column of the screen.

4.  Identify the competency that you wish to add for the employee.  These competencies are listed at the top of the colored columns.  

5.  Click to place a checkmark in the box that corresponds to the employee and competency.

6.  Repeat steps 3-5 as many times as necessary to select all desired employee names and competencies.  

7.  Verify that all of your checkmarks appear in the correct checkboxes.  If you have made an error, click again to remove the checkmark. 

8.  Click the ADD Competencies button that appears at the bottom of the column area.  It is important that you use this ADD option to correctly register your changes. 

9.  The screen will quickly refresh, and show your changes.   Note that in the sample shown below, Craig Conlin’s Business Management block has been colored in, and the total number of people with Business Management competencies has risen by 1, to a total of 8.  
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5.2.2.4.2  Assigning New Competencies

These instructions are to be used when you want to assign one or more employees to a competency that does NOT currently appear on the organizational list.  

Before attempting to perform this function, ensure that you are in the Group Edit by Organization Mode under the Employees tab, and that you have selected an organization with which to work. 
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 1.  Click the “Add competencies” hyperlink that appears at the bottom of the Organizational Portfolio screen.  A screen similar to the one below will appear. 
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2.  Click on the checkboxes of all employees for whom you wish to add a competency. Note that the checked boxes now have a thick blue border to make it easier to see which names have been selected. 

3.  Click on the “+” located next to the category containing the competency that you wish to add.  

4.  Use the scroll bar to navigate through the choices. 

5.  Click to place a checkmark next to the competency that you wish to add.  Note that the competency title and box change color.  

6.  Repeat steps 3-5 as many times as necessary to add all of the desired competencies for the employees whose names you checked.  

7.  When you have completed your work and double-checked its accuracy, click the Add Competencies button at the bottom of the screen.

8.  The main portfolio screen is returned, showing your changes.  The sample shown below is typical – the numbering scheme for competencies changes frequently on the screen.  Do NOT confuse this temporary “C” numbering scheme for the permanent designators that are assigned to each competency.  
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5.2.2.5  Deleting Competencies 

In the Group Edit by Organizational Code option of the Employees tab, there is only one type of deletion – the removal of competencies that appear in the organizational portfolio. 
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1.  From the default view screen shown above, click the “delete” option.  This option appears on the second blue CMS Menu Bar.  You will then receive a screen similar to the one shown below.
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2.   Locate the names of the employees for whom you wish to delete competencies.

3.  Locate the columns containing the checkboxes related to the competencies that you wish to remove. 

4.  Click in the appropriate checkboxes to indicate the items that you wish to delete.

5.  Double-check that you have indicated the appropriate boxes.  

6.  Click on the REMOVE competencies button, located at the bottom of the columns.  

7.  The new screen is returned immediately, and reflects your changes.  

[image: image51.jpg]NASA Competency Management System
» Employees

H e GroupEdtby OrgCode | @ Single Edit by Employee |

FMA0000000 - | [ i | Download |

Organization Portfoliofr Employees

FMAO0000000 : MANAGEMENT SYSTEMS DIVISION

Caencor & Dt Acqiston
 Fob |-

| Errr—

J c2tuman Rssouross | coiaamiisatve Support fee
1 caiatvanced wision Anahs
N c:

ProgramiProject Management

ca = o =0 ca cs

3 5
s

# of employees with comp 1 1

carlson, christopher

coniin, craig

T
=

dodson, tussday.
qause, arne

(ross, denize

i |
m

izzarelle, fames.
simpkins, patrick

=

= I

7 Checkbox indicates that the employee DOES HAVE the competency
To remove compatancias from awployass, chack tha bos than click tha "REMOVE"
button

RewovE campstandies
Cick bore b A0D compencis (not shown o et dbove)
Eitone 1S [

mith, fovee

sulvan, timothy





new_group_competency_deleted_150.jpg

5.2.2.6  The Download Function 

This function is not currently active.  However, when activated, it will allow individuals with expanded privileges to download an Excel spreadsheet that maps competencies to lists of employees.   

5.3  Working in the Positions Tab

In this area, as the name implies, individuals with expanded privileges are able to perform competency-related work with one or more positions.  

To access this area, click on the Positions tab.  A screen appears that is similar to the one shown below. 
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You may now perform a number of tasks with positions.  However, you must first decide if you will be working with individual positions or groups of positions.   

5.3.1  Performing Single Edits by Position  

The default value for the Position Portfolio screen is “Single Edit by Position.”  Therefore, you will receive the screen shown below when you click the Positions tab. 
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5.3.1.1  Choosing Your Organizational Filter

To access this area, click on the Positions tab.  In the second of the two CMS Menu Bar areas, there is a Filter drop down menu, as shown on the screen below. 
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In order to search for specific positions more quickly and efficiently, you may wish to specify which of your organizations you wish to work with.  

To engage a filter:

1.  Click on the down arrow of the Filter drop down menu.

2.  Use the mouse to highlight the desired organization and click to move the desired item to the drop down window. 

3.  Activate the choice by clicking on the Change List button, located next to the Filter drop down window.    

5.3.1.2  Choosing the Position 

To access this area, click on the Positions tab.  In the second of the two blue CMS Menu Bar areas, there is a “Positions” drop down menu, as shown on the screen below. 
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To select the specific position with which you wish to work:

1.  Click on the down arrow of the “Positions” drop down menu.

2.  Use the mouse to highlight the desired item and click to move the desired position to the drop down window. 

A screen appears, similar to the one shown below. 
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5.3.1.3  Adding Competencies 

To perform this function for a single position, you must have accessed the proper area by Clicking on the Positions tab and selecting the desired position from the “Position ” drop down menu.

You will then see a screen similar to the one shown below. 
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1.  Click on the hyperlink shown at the bottom of the screen.  A screen similar to the one shown below will display. 

[image: image58.jpg]ANASA Competency Management System - Microsoft Internet Explorer

| Fle Edt Vew Favortes Took Help

NASA Competency Management System
Positions

Logeff HELP Group Edit by O e Edt by

orss Change Lt E01565 PROGRAM ANALYST(carlson, shristopher fma0)

Employee Portfolio

To visw 2 list of competencies, Please sefect an employee from the drop down list above,

JADD COMPETENCIES for E01565:PROGRAM ANALYST

1. Selectthe competencies you wart to ADD by checking onthe fems below. 2. Check each employes that you wart to add
competencies ta tier portalo. 3. Click the "ADD Competeney” bton below

Business Related Competencies

B Technical Related Competencies

Add Compatendias

€] Done. [ |8 [@ wemet




add_position_competencies_menu_165  

2.  Click on the “+” sign located by the category containing the competency that you wish to add.    

3.  Click to place a checkmark in the desired box.

Note:   you may select as many competencies as desired in this category. 

4.   Use the right scroll bar to move up and down the listing of competencies to view other portions of the screen

5.  As desired, click on other “+” signs to access other categories. 

Note:  you may make all of your competency selections at one time.  

6.   When you have completed your selections, click on the “Add Competencies” button located at the bottom of the screen. 

7.  The new competencies will appear in the Competency list.  Inventory these listings against your original list to ensure that everything is now properly listed.   A sample screen is shown below.
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5.3.1.4  Adjusting Tier Levels

When this feature is completed and approved, it will permit managers to assign and adjust numerical codes that indicate the level of competency required for a position and the level of competency demonstrated by individuals.   

However, at this time, this feature is not in use.  

5.3.1.5 Removing Position Competencies

To perform this function for a single position, you must have accessed the proper area by Clicking on the Positions tab and selecting the desired position name from the “Positions ” drop down menu.

You will then see a screen similar to the one shown below. 
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1.  To remove one or more competencies, click inside the red “Remove” box located directly across from the competency.

2.  Verify your desired deletions. 

3.   Click on the “Delete” button located directly under the Red “Remove” boxes.

4.  A new screen will immediately appear, indicating the deletion.   

5.3.1.6  Adjusting Position Requirements

As an individual with expanded privileges, it is your right to adjust position requirements as you see fit.  Specifically, you may change the competency that you consider to be the primary competency for the position.  

One area in which to do this is the single employee view of the Positions tab.  To adjust position requirements in this area, you must be located in the single employee view, and have a position record open as illustrated below.
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Note:  The primary competency for this position has a radio button under the Pri column and is coded blue to mark its special status. 

1.  To change the primary competency for a position, click on the radio button next to the competency that you wish to make the primary competency. 

5.  Click the “Adjust Position Requirements” button located directly underneath the Position column.

The change is recorded, as shown in the sample below.  Remember that you may change the primary competency as often as required by following these steps. 
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5.3.2  Performing Group Edits by Organizational Code

5.3.2.1  Accessing the Group Edit Function

To perform this function, you must click the Positions tab.  You will then see a screen of the type shown below. 
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Click on the Group Edit by OrgCode option.  This option, which is illustrated by a series of building blocks, is found on the CMS menu bar.  The following screen appears. 
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5.3.2.2  Selecting an Organization

Before you can work in this area, you must select an organization.   

1.  Click on the arrow of the Organizations drop down box.  This area is located on the second blue menu bar of the Positions tab after you have selected to work in Group Edit mode.   

2.  Use the mouse to highlight the desired organization, and click to feature it in the drop down window.    Immediately, a screen of the type shown below will appear.  This is the View mode of the Organizational Matrix. 
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5.3.2.3  Viewing Organizational Portfolio Data 

This view is the default screen in the Group Edit by OrgCode option of the Positions tab.  
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In this area, you can see the following information at a glance:

· The names and numerical designators of the positions in the organization

· The names of the competencies associated with the group

· The total number of positions associated with the specific competencies listed

· An individual listing of the position competencies 

If this information is sufficient for your purposes, you may end your work here.  However, if you wish to see information related to another organization, please refer to the section, Selecting an Organization 

If you wish to change information related to this view, please refer to the section, Adding Position Competency Information or the section, Deleting Position Competency Information. 
5.3.2.4  Adding Position Competency Information 

Individuals with expanded privileges can use the organizational portfolio area to assign any competency to one or more of their organizational positions.   
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However, the mechanics of the process differ, depending on whether one is assigning a position a competency that already appears on the organizational list, or assigning a competency that does not currently appear on the list. 

Therefore, two sets of instructions have been provided for the adding process.  

5.3.2.4.1  Assigning Current Position Competencies 

These instructions are to be used when a competency already appears on the organizational list, and you want to assign that competency to one or more of your positions. 

Before attempting to perform this function, ensure that you are in the Group Edit by Organization Mode under the Positions tab and that you have selected the organization with which you wish to work.
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1.  Locate the “Add” option on the blue menu bar.  It is to the right of the organization drop down menu.

2. Click on Add.  A screen similar to the one shown below will appear. 
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3.  Locate the line containing the name of the position for which you wish to add a competency.  The names appear in the far left column of the screen.

4.  Identify the competency that you wish to add to the position.  These competencies are listed at the top of the colored columns.  

5.  Click to place a checkmark in the box that corresponds to the position and competency.

6.  Repeat steps 3-5 as many times as necessary to select all desired employee names and competencies.  

7.  Verify that all of your checkmarks appear in the correct checkboxes.  If you have made an error, click again to remove the checkmark. 

8.  Click the ADD Competencies button that appears at the bottom of the column area. 

9.  The screen will quickly refresh, and show your changes.  

5.3.2.4.2  Assigning New Position Competencies

These instructions are to be used when you want to assign one or more positions a competency that does NOT currently appear on the organizational list.  

Before attempting to perform this function, ensure that you are in the Group Edit by Organization Mode under the Employees tab and have selected the organization with which you wish to work. 
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1.  Click the “Add competencies” hyperlink that appears at the bottom of the Organizational Portfolio screen.  A screen similar to the one below will appear. 
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2.  Click on the checkboxes of all positions for which you wish to add a specific competency, such as BUSDEV.    Note that the checked boxes now have a thick blue border to make it easier to see which names have been selected. 

3.  Click on the “+” located next to the category containing the competency that you wish to add.  

4.  Use the scroll bar to navigate through the choices. 

5.  Click to place a checkmark next to the competency that you wish to add.  Note that the competency title and box change color.  

6.  Repeat steps 3-5 as many times as necessary to add all of the desired competencies for the employees whose names you checked.  

7.  When you have completed your work and double-checked its accuracy, click the Add Competencies button at the bottom of the screen.

8.  The main portfolio screen is returned, showing your changes.  The sample shown below is typical – the numbering scheme for competencies changes frequently.  Do NOT confuse this temporary “C” numbering scheme for the permanent designators that are assigned to each competency.  
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5.3.2.5  Deleting Competencies 

In the Group Edit by Organizational Code option of the Positions tab, there is only one type of deletion – the removal of competencies that appear in the organizational portfolio. 
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1.  From the default view screen shown above, click the “delete” option.  This option appears on the second blue CMS Menu Bar at the top of the screen.   You will receive a screen similar to the one shown below.
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2.   Locate the names of the positions for which you wish to delete competencies.

3.  Locate the columns containing the checkboxes related to the competencies that you wish to remove. 

4.  Click in the appropriate checkboxes to indicate the items that you wish to delete.

5.  Double check that you have indicated the appropriate boxes.  

6.  Click on the REMOVE competencies button, located at the bottom of the columns.  

7.  The new screen is returned immediately, and reflects your changes.  

5.3.2.6  The Download Function 

This function is not currently active.  When it is activated, it will allow individuals with expanded privileges to download Excel spreadsheets that show a listing of positions matrixed to competencies. 

5.4  Working in the Projects Tab 

Individuals with expanded privileges will use the Projects tab to allocate competency requirements to programs and projects.

To access this area, click the Projects tab.  The following screen will appear:
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As explained on the Projects screen, you now have the ability to:

· Assign positions or employees to future programs and projects, specifying the FTEs and competencies that will be used on each project

· Adjust the totals for future programs and scenarios by forecasting future mission demands

Each of these options is explained at greater depth in the sections below.  

5.4.1  The Competency Assignments Option

This option will allow individuals with expanded privileges to assign positions or employees to future programs and projects, specifying the FTEs and competencies that will be used on each project.

To access this area, click the Projects tab. You will receive the screen below.
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Then click on the Competency Assignments option, located on the blue CMS Menu Bar.  This option is illustrated by a multi-box graphic.  You will then receive this screen:
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On the second of the two blue CMS menu bars, select an organization with which to work from the drop down menu.  Note that you cannot make any further selections without making this choice first.   Then click on the name of the selected organization.  A screen like the one shown below will immediately appear.
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Note that the default value of this screen is the FY03 option.  These options are located on the second blue CMS menu bar, next to the organizations drop down menu.  

5.4.1.1  Editing FY03 Information in the Competency Assignments Option

As soon as you enter an organization in Competency Assignment Option of the Projects tab, you will receive a screen like the one below:
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Now you have the option of changing either the FTEs or the Competencies, as shown on the blue bar that appears under the organization title.  

5.4.1.1.1  Changing FY03 FTEs in the Competency Assignments Option

The FTE view is the default screen, as shown below.  Note that the selected option appears as a lighter shade of blue on the menu bar. 
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This screen shows you at a glance the:

· Position designator

· Primary competency associated with that position

· Number of FTEs allowed

· Number of FTEs assigned

· Number of FTEs unused (calculated by subtracting the FTE Assigned figure from the FTE Allowed figure)

Now follow these procedures to make changes to the FTEs assigned.

1.  Locate the position code containing the positions that you wish to change.   These codes are located at the far left side of the screen.

2.  Locate the Program/Project codes that contain the information you wish to change.  These codes are the column headers that appear under the green “Programs/Projects” banner on the right side of the screen. 

3.  Position your cursor in the block containing the number that you wish to change and click immediately after the number. 

4.  Use your backspace key to remove the old number.  Then type in the new number.

5.  When you have completed your changes, click on the Submit FTE Changes button located at the bottom of the screen.

6.  The screen will immediately refresh and display your changes.  Double-check to ensure that all of your desired changes are reflected properly. 

Note:  If you have more than three changes to make, click the Submit FTE Changes button after every few changes.  This will ensure that no data is lost during a lengthy transaction.  

5.4.1.1.2 Changing FY03 Competencies in the Competency Assignments Option

To access this area from the Competency Assignments option of the Projects tab, you must click on the COMPS option, located on the third blue menu bar.  Note that the tab turns a lighter shade of blue when you select it.   You will then receive a screen that looks like this. 
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This screen will tell you at a glance the:

· Position designator

· Primary competency associated with that position

· Each project code

To make a change in the competency shown for a project, follow the instructions below.

1.  Locate the drop down box containing the information that you wish to adjust.

2.  Click on the arrow of the drop down menu to reveal the potential selections.

3.  Click on your choice to place the competency into the window.

4.  When you have completed your work, click the Submit Competency Changes button located at the bottom of the screen. 

5.  When the screen refreshes and displays your choices, double-check your work to ensure that all items appear as you wish. 

5.4.1.2 Editing FY04 Plan FTEs in the Competency Assignments Option

To access this option, select FY04 Plan in the Competency Assignments option under the Projects tab.  Then follow the instructions given for FY03 Actual; the sections are identical.   

5.4.1.3  Editing FY07 Forecast FTEs in the Competency Assignments Option

To access this option, select FY07 Forecast in the Competency Assignments option under the Projects tab.  Then follow the instructions given for FY03 Actual; the sections are identical.   

5.4.2  The Delta Adjustments Option

This option will allow individuals with expanded privileges to adjust the totals for future programs and scenarios by forecasting future mission demands

To access this area, click the Projects tab. You will receive the screen below.
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Then click on the Delta Adjustments option, located on the blue CMS Menu Bar.  This option is illustrated by a single box graphic.  You will then receive this screen:
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On the second of the two blue CMS menu bars, select an organization with which to work from the drop down menu.  Note that you cannot make any further selections without making this choice first.   Then click on the name of the selected organization.  A screen like the one shown below will immediately appear.
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Note that the default value of this screen is the FY04 option.  These options are located in the drop down box on the second blue CMS menu bar, next to the organizations drop down menu.  

5.4.2.1 Editing FY04 Information in the Delta Adjustments Option 

After you have selected the Delta Adjustments option under the Projects tab and designated an organization, you will receive a screen like this one:
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5.4.2.1.1  Navigating in the Delta Adjustments Option

To the far right of the third blue CMS menu, there is an area that contains the words “First”, “Next” and “Last” as well as a number drop down menu.  You will use this area to access different screens associated with your editing work.  

Clicking:

· “First” takes you to the first screen

· “Next” advances you one screen

· “Last” moves you to the last screen of data

· On the drop down menu arrow, selecting a number, and clicking on it advances you to that page

5.4.2.1.2.  Adding a Competency in the Delta Adjustments Option

To access this area, click on the Add Comp option, located on the third blue CMS Menu Bar of the Delta Adjustments option. A screen similar to the one shown below will appear.
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Then follow these steps to add a competency. 

1.  Click on the “+” sign to expand the competency category that contains the competency which you wish to add. 

2.  Place a check mark in the box of the competency that you wish to add.  Note that the selected box is highlighted and the text of the selected item changes color. 

3.  Repeat steps 1 and 2 as many times as necessary to select all desired competencies. 

4.  When you have completed your work, click the Add Competencies button, located at the bottom of the page.  

5.  When the screen refreshes, double-check your entries to ensure that all competencies are now properly displayed.    

5.4.2.1.3  Adding a Project in the Delta Adjustments Option 

To access this area, click on the Add Project option, located on the third blue CMS Menu Bar of the Delta Adjustments option. A screen similar to the one shown below will appear.
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Click on the project that you wish to add.  Then click the Add Project button at the bottom of the screen to record your change.  Do this as many times as necessary to record the new projects. 

5.4.2.1.4  Displaying Organizational Project Totals

To access this area, click on the Upn Total option, located on the third blue CMS Menu Bar of the Delta Adjustments option. A screen similar to the one shown below will appear.
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Note that this screen will show you at a glance the:

· Project code

· Project name

· FY03 figures

· FY04 NASA Budget System (NBS) figures

· FY04 Forecast figures

· FY07 NBS figures

· FY07 Forecast figures

5.4.2.1.5 Changing Numeric Values in the Delta Adjustments Option 

The screen from which you will be working is the main screen in the Delta Adjustments Option.  It will look like the screen below. 
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To change a value displayed in a box, follow these steps:

1.  Position your cursor inside the box whose value you wish to change and click immediately behind the figure shown.  

2.  Use your backspace key to delete the old value

3.  Type in the new value.

4.  After every few changes, click the save changes button located at the top of the screen. 

5.  Note that the Center Total figure at the top of the screen changes as you change the boxed figures. 

6.  After you have completed your work, double-check the refreshed screen to verify that the displayed figures are correct.   

5.4.2.2  Editing FY07 in the Delta Adjustments Option

To access this option, select FY07 from the drop down menu in the Delta Adjustments option under the Projects tab.  Then follow the instructions given for FY04; the sections are identical.   

5.5  Working in the Future State Tab

Individuals with expanded privileges will use this area when specific scenarios are to be addressed within the Center or across the Agency.  

These “what if” scenarios are conducted n response to various requirements related to the evaluation of the Agency’s workforce from a competency perspective.  An example would be the workforce impacts from Return to Flight requirements. 

To access this area, click the Future State tab.  The following screen then appears:
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5.5.1  The Scenario Info Option 

This feature allows individuals with expanded privileges to access organization competency forecasting data for a variety of periods. 

To access this area, you must first click the Future State tab. 
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Note that the Scenario Info option appears on the blue CMS Menu Bar.

Then select the scenario by clicking on the Scenario drop down menu, scrolling to the desired item, and clicking again to display the item. 

Depending on your choice, you will receive a screen that looks somewhat like this:
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You will then be able to review, at a glance, the following information about the data that you requested:

· Title

· Abbrev

· Scope

· Status

· Purpose

· Guidelines

5.5.2  The Forecast Option

This option is not currently available.  However, when it is activated, it will allow individuals with expanded privileges to enter competency information in response to the scenarios discussed in Section 5.5.1.  

5.6  Working in the Search Tab

This area permits the individual with expanded privileges to answer questions regarding other sources of competencies and multiple applications of competencies.  

To access this area, click on the Search Tab.  Because this area defaults to a Quick Search, the following screen will appear: 
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5.6.1  The Quick Search Option

This function will allow the individual with expanded privileges to set specific criteria and perform a quick search of competency data in the CMS.

To access the Quick Search option, click on the Search tab.  The following screen will appear. 
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Note:  The Quick Search option is the default value for this screen.  If you wish to return to the Quick Search option after doing other work in this tab, click on the Quick Search option, located on the blue CMS Menu Bar. 

1.  In the block labeled 1, “Select a competency and tier for criteria,” click on the drop down menu that currently shows a value of “No competency specified for this criteria”.  

Note:  If you do not select a competency, you will receive NO search results, regardless of the other search criteria you establish.  Be certain to select a competency before continuing. 

2.  Use your mouse or down arrow key to highlight the desired competency and click to register your choice.

3.  Do not use the Tier drop down menu as this area has not yet been approved for use. 

4. Click on the drop down menu that currently shows a value of “Any Validation Method”, use the mouse or down arrow key to highlight the desired validation method, and click to register your choice. 

5.  In the block labeled 2, “Scope,” use your mouse or down arrow key to highlight the Center and/or the organizations within the Center and click to register your choice. 

6.  In the block labeled 3, “Exact Match,” put a checkmark in the block if you want the search to pick up elements that match or exceed the stated standards.

7.  In the section labeled “Go”, you are given two choices of buttons to activate the search – Locate Employees or Locate Positions.   

Note:  The Locate Positions is not yet functional.  

8.  Click the Locate Employees button.  You will receive a screen similar to the one shown below.
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9.  Note that this report gives you the following information at a glance:

· The Center

· The name of the employee

· The organization in which the employee works

· A recap of your search criteria (The last column, header row)

· The tier level (currently showing as 0)  

· A total of the number of employees that were found that matched the criteria.  

5.6.2  The Advanced Search Option 

The advanced search option permits the individual with expanded privileges to create a much more complete and robust search, using several different competencies and keywords as desired.

To access this area, click on the Search tab.  You will receive the following screen:
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Then click on the Advanced Search option, the middle of the three choices on the CMS Menu Bar.   

You will immediately be taken to this menu.
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1.  Click on the “+” symbol next to the category that contains the competencies for which you want to search.

Note:  the maximum number of competencies that can be chosen is 3.

2.  Click to place checkmarks in the boxes next to the competencies for which you want to search.   Note that the boxes and text change color to help you quickly identify your choices. 

3.  Repeat steps 1-2 until you have marked up to 3 desired competencies.   

4.  Click on the “Next Step” button at the bottom of the page.  You will immediately receive a screen similar to the one shown below. 
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5.  In the blocks containing the competencies (which will vary in number based on how many competencies you have selected), click on the drop down menus to highlight and select the desired validation method.  

6.  If desired, enter a MMDDYY date in the “Filter Search on Validation Date” block.  

7.  If desired, enter keywords to search the employee’s applied experience and additional skills set.  

Note:  Be certain to click “AND” or “OR” in the drop down menu to ensure that the search is properly configured.  

8.  In the “Scope” block, click on the drop down menus to highlight and select the proper Center and/or Directorate names. 

9.  In the “Exact Match” block, click to place a checkmark in the box if you want to display only records that match or exceed the selected competency tier.

10.  In the “Optional” block, enter a report name if desired.  

11.  In the “Go” block, you are given two choices of buttons to activate the search – Locate Employees or Locate Positions.   

Note:  The Locate Positions button is not currently activated. 

Click the Locate Employees button.  You will receive a screen that looks similar to the one below. 
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Note that this report gives you the following information at a glance:

· The Center

· The name of the employee

· The organization in which the employee works

· A recap of your search criteria (The last columns, header row)

· The tier level (currently showing as 0)

· A total of the number of employees that were found that matched the criteria.  

5.6.3  The Library of Searches Option

This option is not currently available.  However, when it is activated, it will allow individuals with expanded privileges to store, access, and execute their archived (saved) searches.   This area will also contain pre-defined searches that individuals may use.  

5.7  Working in the Reports Tab

The Reports section of the Competency Management System gives individuals with expanded privileges an opportunity to collect, interpret, package, and disseminate a large amount of information about staff capabilities and staffing requirements.  

To access this area, click the Reports tab.  You will receive the following screen:  
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5.7.1  The Dictionary Option

To access this area, click the Reports tab; you will receive the following screen:
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Clicking on the Dictionary option will immediately generate a second Menu Bar, entitled “Competency Dictionary.”   This screen is shown below.
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At this time, you are presented with the option of viewing the Workforce Competency Dictionary or downloading the document for future use. 

5.7.1.1  View Dictionary

Note:  This option is not currently active. 

5.7.1.2  Download Word Document

Note:  This option is not currently active. 

5.7.2  The Agency Profile Option

This area offers a number of robust data views and configurations related to the Agency Workforce Inventory.  

To access it, click the Reports tab.  You will receive the following screen:  
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Then click on the Agency Profile option located on the blue CMS Menu Bar. The following screen appears:

[image: image104.jpg]ANASA Competency Management System - Microsoft Internet Explorer

| Fle Edt Vew Favortes Took Help

NASA Competency Management System
_ PReports

| Dictonary| Ages ofect Pral Download] £ JAMES W PIZZARELLE
<how competeney tatals far:
Employees B
st All

Bifusiness Related Competencies:
EEnaineering Related Competencies:
MiMision Related Competencies:
SiScientfic Reloted Competencies
TiTechnical Releted Competencies

Click on an organization level to Qisplay the profils

[ 1B @ et




agency_profile_260.jpg

You now have the option of showing competency totals in a number of views.  Because each of these options results in different data views, they will be handled separately.

5.7.2.1  The Employees Option

To select this option, click on Agency Profile.   You will receive this screen:
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Note:  The Employees option is the default value for this screen – notice that the word “employees” highlighted in the drop down menu on the left side of the screen. 

1.  If you wish to see competency totals for all employees (no competency filters), click on the List All command located directly under the drop down menu.   

After a brief delay, a screen of the type shown below will appear. 
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all_employees_265.jpg

Note that this screen shows you at a glance:

· The type of Agency Workforce Inventory that you are viewing

· The name of each competency

· The total number of employees holding that competency

· The number of employees at each Center holding that competency

2.  If you wish to filter the information by competency, click on the title of the competency category that you wish to display.  The screen will refresh, and display the Agency Workforce Inventory listing for that competency category. 
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3.  To display a subcategory of a competency, click on the symbol located next to the category containing the subcategory that you wish to select.  Then click on the title of the subcategory when it appears.  A screen of the type shown below will appear.
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business_operations_employees_275.jpg

4.  To select a specific competency, click on the symbol next to the category containing the competency that you wish to select.  Then click on the specific competency when its name appears.  A screen of the type shown below will appear.
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Note that this screen tells you at a glance:

· The type of Agency Workforce Inventory that you are viewing

· The exact description of the competency selected

· Grand totals for the selected employee competency, position competency, and primary competency

· Totals per Center for the selected employee competency, position competency, and primary competency

· A list of projects that assigned the competency as a Primary for FY2003

5.7.2.2  The Positions Option

To select this option, click on Agency Profile.  You will receive the following screen:
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agency_profile_260.jpg
Then locate the drop down menu on the left side of the screen. 

1.  Click to highlight and select the “Positions” option in this menu.  If you which to receive a list of ALL positions (no competency filters) click on the List All command, located directly under the drop down menu.  The following screen will appear:
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All_positions_285.jpg

Note that this screen shows you at a glance:

· The type of Agency Workforce Inventory that you are viewing

· The name of each competency

· The total number of positions associated with that competency

· The number of positions at each Center associated with that competency

2.  If you wish to filter the information by competency, click on the title of the competency category that you wish to display.  A screen displaying all of the competencies within that category will display, similar to that shown below. 
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All_business_related_positions_290.jpg 

3.  To display a subcategory of a competency, click on the symbol located next to the category containing the subcategory that you wish to select.  Then click on the title of the subcategory when it appears.  A screen of the type shown below will appear

[image: image113.jpg]ANASA Competency Management System - Microsoft Internet Explorer
| Fle Edt Vew Favortes Took Help

NASA Competency Management System
PReports

o N v el e 4 oo

<how competeney tatals far:
Positions, - |
t All

) fusiness Releted Competencies

HS MRS GRC  LaRC DRFC GSFC BMSFC  SSC  JSC KU

SAiBsiness Operaton frrornoa [SETOR s s0s e 256 s s 760
5 Fitanil perations oo [T o 2es 95 ass a2 s o
o T o [RSVERSEY e 1 28 s 2oz 22 zs
€ EndncerngRebted Conpetendes ETSIEEN eE 1 s 2 e 120 187
itsion Ecbted Congetencies fune [T as w4 e 1 4 s
%’m% frreicomn [T 14 1 14 a7 s £
—— ousoe (S 0 s s oz om o
ESTER s o 0 s 2 s oz a0 o
o c ¢ Hom o EEE o
i 12 [ T
s (S R o aw wm w 1 e
EETEMEe 0 5 s s s 7 13 13w
OEMM s oz o 2 & 1 s 7 0
O wEed 0 0 a5 s 10 14 & 2
CEMEE e < a0z o & 1 4 e
MMM < o s 2z o 3 o o o
EIEEME 1 a0 v 6 1 12 1 s 7 o
ETEMes e ;o 4« 1 1 s 1 o o
EEEEMMwssaS o 1 o oz o 2 1 3 o

& 1B [@ et




business_operations_positions_295.jpg

4.  To select a specific competency, click on the symbol next to the category containing the competency that you wish to select.  Then click on the specific competency when its name appears.  A screen of the type shown below will appear.
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Note that this screen tells you at a glance:

· The type of Agency Workforce Inventory that you are viewing

· The exact description of the competency selected

· Grand totals for the selected employee competency, position competency, and primary competency

· Totals per Center for the selected employee competency, position competency, and primary competency

· A list of projects that assigned the competency as a Primary for FY2003

5.7.2.3  The Positions (Primary) Option

To select this option, click on Agency Profile.   You will receive the following screen:
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Then locate the drop down menu on the left side of the screen. 

1.  Click to highlight and select the “Positions ({Primary)” option in this menu.  If you which to receive a list of ALL primary positions (no competency filters) click on the List All command, located directly under the drop down menu.  
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all_primary_positions_305.jpg

Note that this screen shows you at a glance the:

· Type of Agency Workforce Inventory that you are viewing

· Name of each competency

· Primary count associated with that competency

· Number of positions at each Center associated with that primary competency

2.  If you wish to filter the information by competency, click on the title of the competency category that you wish to display.  A screen displaying all of the competencies within that category will display, similar to that shown below. 
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3.  To display a subcategory of a competency, click on the symbol located next to the category containing the subcategory that you wish to select.  Then click on the title of the subcategory when it appears.  A screen of the type shown below will appear.
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4.  To select a specific competency, click on the symbol next to the category containing the competency that you wish to select.  Then click on the specific competency when its name appears.  A screen of the type shown below will appear.
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Note that this screen tells you at a glance:

· The type of Agency Workforce Inventory that you are viewing

· The exact description of the competency selected

· Grand totals for the selected employee competency, position competency, and primary competency

· Totals per Center for the selected employee competency, position competency, and primary competency

· A list of projects that assigned the competency as a Primary for FY2003

5.7.2.4  The Emp/Pos/Primary Option 

To select this option, click on Agency Profile.  You will receive the following screen:
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Then locate the drop down menu on the left side of the screen. 

1.  Click to highlight and select the “Emp/Pos/Primary” option in this menu.  If you which to receive a list of with no competency filters, click on the List All command, located directly under the drop down menu.  
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Note that this screen shows you at a glance the:

· Type of Agency Workforce Inventory that you are viewing

· Name of each competency

· Primary count, position count, and primary count associated with that competency

2.  If you wish to filter the information by competency, click on the title of the competency category that you wish to display.  A screen displaying all of the competencies within that category will display, similar to that shown below. 
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3.  To display a subcategory of a competency, click on the symbol located next to the category containing the subcategory that you wish to select.  Then click on the title of the subcategory when it appears.  A screen of the type shown below will appear.
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4.  To select a specific competency, click on the symbol next to the category containing the competency that you wish to select.  Then click on the specific competency when its name appears.  A screen of the type shown below will appear.
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Note that this screen tells you at a glance:

· The type of Agency Workforce Inventory that you are viewing

· The exact description of the competency selected

· Grand totals for the selected employee competency, position competency, and primary competency

· Totals per Center for the selected employee competency, position competency, and primary competency

· A list of projects that assigned the competency as a Primary for FY2003

5.7.2.5  The FTE for FY2003 Option

To select this option, click on Agency Profile.  You will receive the following screen:
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Then locate the drop down menu on the left side of the screen. 

1.  Click to highlight and select the “FTE for FY2003” option in this menu.  If you which to receive a list with no competency filters, click on the List All command, located directly under the drop down menu.  
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Note that this screen shows you at a glance:

· The type of Agency Workforce Inventory that you are viewing

· The name of each competency

· An agency total for all competencies

· The total Full Time Equivalent (FTE) count associated with that competency

· The FTE count at each Center 

2.  If you wish to filter the information by competency, click on the title of the competency category that you wish to display.  A screen displaying all of the competencies within that category will display, similar to that shown below. 
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FY2003_business_related_350.jpg 

3.  To display a subcategory of a competency, click on the symbol located next to the category containing the subcategory that you wish to select.  Then click on the title of the subcategory when it appears.  A screen of the type shown below will appear
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FY2003_business_operations_355.jpg

4.  To select a specific competency, click on the symbol next to the category containing the competency that you wish to select.  Then click on the specific competency when its name appears.  A screen of the type shown below will appear.
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FY2003_admin_support_results_360.jpg 

Note that this screen tells you at a glance:

· The type of Agency Workforce Inventory that you are viewing

· The exact description of the competency selected

· Grand totals for the selected employee competency, position competency, and primary competency

· Totals per Center for the selected employee competency, position competency, and primary competency

· A list of projects that assigned the competency as a Primary for FY2003

5.7.2.6  The FTE for FY2004 Option 

To access this option, please follow the instructions provided in the FY2003 Option area.  Simply substitute “FTE for FY2004” in the drop down menu.  

5.7.2.7  The FTE for FY2007 Option

To access this option, please follow the instructions provided in the FY2003 Option area.  Simply substitute “FTE for FY2007” in the drop down menu.  


5.7.3  The Center Profile Option

This area permits individuals with expanded privileges to view the staffing profiles of their organization.    

To select this option, click on Reports tab.  The following screen will appear:
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Then click on Center Profile.   A screen similar to the one shown below will appear:
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center_profile_365.jpg

1.  If you wish to see competency data for the entire center, click the Center title (shown here as HQS) located at the top left corner of the screen. After a brief delay, a screen of the type shown below will appear. 
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headquarters_profile_all_370.jpg

Note that this screen shows you at a glance:

· The name of each competency

· The total number of employees holding that competency

· The total number of positions associated with that competency

· The total number of positions for which the stated competency is primary

2.  If you wish to view the information of a specific organization, click on the title of the subordinate organization whose data you wish to display.  A screen displaying all of the competency data related to that organization will appear, similar to the one shown below. 
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office_of_the_administrator_375.jpg

3.  To display a lower organizational level, click on the symbol located next to the category containing the organization that you wish to select.  Then click on the title of the organization subcategory when it appears.  A screen of the type shown below will appear.
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chief_engineer_380.jpg

4.  To select the lowest organizational level, click on the symbol next to the category containing the desired organization.  Then click on the title of the organization that you wish to select.  A screen of the type shown below will appear
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office_of_the_chief_engineer_385.jpg

Note that this screen gives you the same type of information that was provided at the higher levels of the organization. 

5.7.4  The Project Profile Option

This option permits individuals with expanded privileges to better understand – and generate reports about – the competencies being applied to programs and projects. 


To access it, click the Reports tab.  You will see the following screen:
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reports_tab_250.jpg
Then click on the Project Profile option located on the blue CMS Menu Bar. The following screen appears:
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center_project_profile_390.jpg 

You now have the option of showing data in a number of views.  Because each of these options results in different data views, they will be handled separately.

5.7.4.1  The FY03 ACTUAL Option

To select this option, click on Project Profile.  You will receive the following screen:
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center_project_profile_390.jpg
Then locate the drop down menu on the left side of the screen.  Note that FY03 ACTUAL is the default value for the drop down menu.  

1.  If you wish to receive a list with no filters, click on the List All command, located directly under the drop down menu.  
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Note that this screen shows you at a glance:

· The type of Agency Workforce Inventory that you are viewing

· The name of each competency

· A total employee count

· The employee count at each Center 

Note:  The functionality required to display a specific competency is not yet active.  

5.7.4.2  The FY04 Option 

This option is not yet available.  

5.7.4.3  The FY07 Option

This option is not yet available.  

5.7.5  The GAPS Option

This area permits individuals with expanded privileges to work with critical data related to the gaps between identified needs and current resources.  

For a more complete description of the reports in this area, see the results of the June 2003 Workforce Analysis Activity.   

To access this option, click the Reports tab.  You will receive the following screen:
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Then click GAPS, located on the blue CMS Menu Bar.  This will immediately bring up a second menu bar, entitled GAPS; this screen is shown below.
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GAPS_menu_bar_400.jpg

Using the drop down menu located on the second CMS Menu Bar, it is possible to access eight competency-related reports.  Because all of these GAP reports offer data in different views, they will be documented separately. 

5.7.5.1  GAP REPORT:  At Risk (only)

To access this report, follow the steps below. 

1.  Click the Reports tab.

2.  Click on the GAPS option, located on the blue CMS Menu Bar

3.  Locate the drop down box on the second blue CMS Menu Bar, entitled GAPS

4.  Click to select GAP REPORT:  At Risk (only) from the drop down menu. The following screen will appear.
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Note that this screen provides at a glance information about:

· Each workforce competency

· The total number of positions at risk that require the stated competency considered to be at risk

· The number of positions at each Center considered to be at risk for the stated competency

5.7.5.2  GAP REPORT:  Freshouts (only)

Note:  Freshout refers to the Agency’s desire to address its aging workforce by recruiting recent college graduates. 

To access this report, follow the steps below. 

1.  Click the Reports tab.

2.  Click on the GAPS option, located on the blue CMS Menu Bar

3.  Locate the drop down box on the second blue CMS Menu Bar, entitled GAPS

4.  Click to select GAP REPORT:  Freshouts (only) from the drop down menu.  The following screen will appear.
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Note that this screen provides at a glance information about:

· Each workforce competency

· The total number of positions affected by the Fresh Out Initiative 

· The number of positions at each Center affected by the Fresh Out Initiative

5.7.5.3  GAP REPORT:  Future Performance

To access this report, follow the steps below. 

1.  Click the Reports tab.

2.  Click on the GAPS option, located on the blue CMS Menu Bar

3.  Locate the drop down box on the second blue CMS Menu Bar, entitled GAPS

4.  Click to select GAP REPORT:  Future Performance from the drop down menu.  The following screen will appear.
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Note that this screen provides at a glance information about:

· Each workforce competency

· The current workforce

· The forcecasted workforce

· Future demand

· The Agency GAP between future demand and the forecasted workforce

· The % change within the competency.  This is calculated by dividing the Agency Gap by the Current Workforce Supply.

· The Center GAP between future demand and the forecasted workforce for the selected competency  

Note:  A negative number in a column means that there is a greater supply than demand – a projected excess capacity.  

5.7.5.4  GAP REPORT:  FY04 What If Only

To access this report, follow the steps below. 

1.  Click the Reports tab.

2.  Click on the GAPS option, located on the blue CMS Menu Bar

3.  Locate the drop down box on the second blue CMS Menu Bar, entitled GAPS

4.  Click to select GAP REPORT:  FY04What If Only from the drop down menu. The following screen will appear.
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Note that this screen provides at a glance information about:

· Each workforce competency

· The current workforce

· Future demand

· Return to Flight

· At Risk

· Fresh Out Initiative 

· Total FY04 Amendment 

· The distribution of the total number of positions (in reference to the total FY04 column) across the Centers   

5.7.5.5  GAP REPORT:  FY09+FY04 WhatIf

To access this report, follow the steps below. 

1.  Click the Reports tab.

2.  Click on the GAPS option, located on the blue CMS Menu Bar

3.  Locate the drop down box on the second blue CMS Menu Bar, entitled GAPS

4.  Click to select GAP REPORT:  FY09+FY04WhatIf from the drop down menu. The following screen will appear.
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Note that this screen provides at a glance information about:

· Each workforce competency

· The current workforce

· The forcecasted workforce

· Total future demand

· FY09 demand

· RTF demand  
· The Agency GAP between future demand and the forecasted workforce

· The % change within the competency.  This is calculated by dividing the Agency GAP by the Current Workforce Supply

· The distribution of the total number of positions (in reference to the total FY09 +FY04 WhatIf column) across the Centers   

Note 1:  A negative number in a column means that there is a greater supply than demand – a projected excess capacity.

Note 2:  RTF is an abbreviation for Return to Flight  

5.7.5.6  GAP REPORT:  Org Mission Shift

To access this report, follow the steps below. 

1.  Click the Reports tab.

2.  Click on the GAPS option, located on the blue CMS Menu Bar

3.  Locate the drop down box on the second blue CMS Menu Bar, entitled GAPS

4.  Click to select GAP REPORT:  Org Mission Shift from the drop down menu. The following screen will appear.
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Note that this screen provides at a glance information about:

· Each workforce competency

· Current requirements

· Future demand

· The gap between future demand and current requirements (mission shift)

· The distribution of the “missing” or “excess” competencies across the Centers 

5.7.5.7  GAP REPORT:  Return to Flight (only)

Note:  “Return to Flight” refers to the requirements associated with resuming space shuttle launch activity.

To access this report, follow the steps below. 

1.  Click the Reports tab.

2.  Click on the GAPS option, located on the blue CMS Menu Bar

3.  Locate the drop down box on the second blue CMS Menu Bar, entitled GAPS

4.  Click to select GAP REPORT:  Return to Flight (only) from the drop down menu. The following screen will appear.
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Note that this screen provides at a glance information about:

· Each workforce competency

· The total Return to Flight figures 

· The distribution of the competencies across the Centers related to Return to Flight 

5.7.5.8  GAP REPORT:  Workforce Shift

To access this report, follow the steps below. 

1.  Click the Reports tab.

2.  Click on the GAPS option, located on the blue CMS Menu Bar

3.  Locate the drop down box on the second blue CMS Menu Bar, entitled GAPS

4.  Click to select GAP REPORT:  Workforce Shift from the drop down menu.  The following screen will appear:
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GAPS_workforce_shift_440.jpg

Note that this screen provides at a glance information about:

· Each workforce competency

· The current total employee count

· The forecasted total employee count

· The workforce shift (forecasted-current)  

5.7.6  The Status Option

This option is not available at this time.  When it is activated, it will allow individuals with expanded privileges to view the percent complete related to a particular scenario. 

5.7.7  The Download Option 


In this area, there are currently three competency related documents that may be downloaded.  

To access this area, click on the Reports tab.  You will receive the following screen:

[image: image150.jpg]| e Edt vew Faver

NASA Competency Management System
PReports

| Dictonary | ‘ | & irload

Coupatency Reports





reports_tab_250.jpg
Then click on the Download option, located on the blue CMS Menu Bar. The following screen appears, displaying a list of downloadable reports.   
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1.  If you wish to save the documents directly to your computer, follow the on-screen instructions.

2.  If you wish to view any of these documents, click on the appropriate hyperlinks.  

3.  You may wish to view or download the NASA Competency Dictionary if you are attempting to verify the appropriateness of an employee or position association with a competency or select additional competencies for yourself or your people.   

4.  You may wish to view or download the Competency Inventory Excel spreadsheet to further analyze various competency-related data elements. 

5.  You may wish to view or download the Competency Project Profile Excel spreadsheet to further analyze various competency-related data elements.

6.0  Other Functions (Data Admin) 

6.1  Accessing this Area

When you sign in with Data Admin privileges, you will receive a screen similar to the one shown below.  Note that “data admin” is the default value shown in the “Your CMS Roles” drop down menu located on the blue CMS Menu Bar.  
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6.2   Working in the User Accounts Tab   

 To enter this area, click the User Accounts tab, available from the Data Admin Main Screen.  You will receive a screen similar to this one:
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6.2.1  Using the Organizational Filter

Depending on the work that you wish to perform, it may be easier for you to select an organization with which to work.  This will shorten the list of employees available, and make your searches less time-consuming. 

To engage the filter:

1.  Locate the Filter drop down menu, which appears on the first blue CMS Menu Bar under the User Accounts tab. 

2.  Click on the down arrow key of the drop down menu and click on your organizational choice to place it in the drop down window. 

3.  Click the Change List button located to the right of the Filter drop down menu to register your choice. 

Note:  Your choice will NOT be activated until you click the Change List button.

6.2.2  Selecting the Employee

To select the employee with whose record you wish to work:

1.  Locate the Employees drop down menu, which is located on the second blue CMS Menu Bar.

2.  Click on the down arrow key of the Employees drop down menu and click on the name of the person whose record you wish to view.  A screen of the type shown below is immediately displayed.
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6.2.3 Working with the Employee Data Fields 

Prior to working with this data, you must have accessed the User Accounts tab and selected an employee with which to work.  You will receive a screen similar to the one shown below. 
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The Employee Data fields appear at the top of the screen.  Although you can obtain a wealth of information that may be useful to you, you CANNOT alter information that appears in this area.  Note that there are no shaded areas, drop down menus, or activation buttons in this area. 

6.2.4  Working with the CMS Account Information Fields 

Prior to working with this data, you must have accessed the User Accounts tab and selected an employee with which to work.  You will receive a screen similar to the one shown below. 
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There are two types of actions that you can take in this block – changing account information and resetting the password.

6.2.4.1  Changing Account Information 

To change account information for the selected employee:

1.  Click to place your cursor in the blue box containing the information to be changed.

2.  Use the backspace key to remove unwanted information and type the desired input.  

3.  Record your choices by clicking the Change Account Info button at the bottom of the CMS Account Information field. 

4.  The screen will immediately refresh, and show your changes.  Double-check your work to ensure that the screen now reflects the correct data.  

6.2.4.2  Resetting the Password

To reset the password for this individual:

1.  Click the Reset Password button located at the bottom of the CMS Account Information.  

2.  The screen will immediately refresh.  Note that the only record of the action is the code that now appears to the left of the Reset Password button. 

6.2.5  Working in the CMS User Roles/Permissions Area

Prior to working with this data, you must have accessed the User Accounts tab and selected an employee with which to work.  You will receive a screen similar to the one shown below. 
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You may perform two main activities in this area – changing the individual’s active roles and changing the person’s permissions.  

6.2.5.1.Changing Active Roles

To change roles for an employee:

1.  Click in the box associated with the role that you wish to change to remove the check mark.

2.  Click in the box associated with the role that you want to assign. 

Note:  You may assign multiple roles.  However, if an employee has a guest account, you CANNOT assign any other roles.  

3.  Register you change by clicking the Change Role button located at the bottom of the CMS User Roles/Permissions area. 

4.  The screen will immediately refresh and display your changes.  Double-check your work to ensure that you have assigned the desired roles. 

6.2.5.2  Changing Permissions 

To change permissions for an employee, you must have selected a role that matches the permission that you wish to assign.  

For example, if an individual has the role of a general user and you want to assign privileges to view future state data, you must first change the role of the user. 

To change permissions for an individual:

1.  Click the “+” symbol by the permissions that you wish to review. 

2.  Click in the block containing the permission that you want to add to add a checkmark.

3.  Click in the block containing a permission that you wish to remove to erase the check mark.  

4.  When you have completed your work, click on the Change Permission button located at the bottom of the CMS User Roles/Permissions area.  

5.  To view your changes, click on the “+” symbol by the permissions that you have modified.  Note that the activated privileges appear in blue.  

6.2.6  Working in the CMS Span of Control Area

Prior to working with this data, you must have accessed the User Accounts tab and selected an employee with which to work.  You will receive a screen similar to the one shown below. 
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You may perform two main activities in this area – removing control areas and adding control areas. 

6.2.6.1  Removing Control Areas  

To remove a control area:

1.  Click to place a check mark in the red Remove Control box located next to the Control Area that you wish to change. 

2.  Click on the Remove Control Area button located at the bottom of the CMS Span of Control area.  

Note that the statement of control that appeared above the button now says, “NONE – there are no controls that have been assigned to this user.”  

6.2.6.2  Adding Control Areas

There are several different types of control areas that may be added.  As they look different, each will be discussed in a separate section. 

6.2.6.2.1  Adding the Assign Controls by Employee Name Control

To add this control area:

1.  Locate the Assignment Type drop down menu, which is at the very bottom of the screen. 

2.  Click on the down arrow of the drop down menu to reveal the possible choices.  

Note that, because of the screen configuration, the choices appear above the menu, rather than below. 

3.  Click to select the desired control and display it in the drop down menu.

4.  Click the Add Control Area button, located immediately to the right of the Assignment Type drop down menu.  You will see a menu that looks like this.
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5.  In the Search drop down menu, click on organization housing the employee that you wish to add to the user’s span of control

6.  In the Last name block, type all or part of the name of the individual that you would like to add.

7.  Click on the Search for Employee tab, located to the right of the Last Name field.

8.  Click to highlight the desired name. 

9.  Click the Add employee(s) to User’s span of control button, located at the bottom of the screen. 

10.  You are returned to the user’s screen, and the name of the employee you added to the span of controls appears in the Control Area. 

6.2.1.2.2  Assign Controls by Organization Code

To add this control area:

1.  Locate the Assignment Type drop down menu, which is at the very bottom of the screen. 

2.  Click on the down arrow of the drop down menu to reveal the possible choices.  

Note that, because of the screen configuration, the choices appear above the menu, rather than below. 

3.  Click to select the desired control and display it in the drop down menu.

4.  Click the Add Control Area button, located immediately to the right of the Assignment Type drop down menu.  You will see a menu that looks like this.
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5.  To add a high level organization, click to place a checkmark in one or more boxes that are currently displayed. 

6.  To add an organization whose name is not shown, click on the “+” symbols until the name that you are looking for appears.

7.  Click in the boxes to place a check by each desired organization.

8.  When you have completed your work, click the “ADD checked organizations to User’s span of control button” at the bottom of the screen.  

9.  You are returned to the user’s screen, and the name of the organization that you added appears in the Control Area.  

6.2.1.2.3  Adding Level 2 Organization Groups

To add this control area:

1.  Locate the Assignment Type drop down menu, which is at the very bottom of the screen. 

2.  Click on the down arrow of the drop down menu to reveal the possible choices.  

Note that, because of the screen configuration, the choices appear above the menu, rather than below. 

3.  Click to select the desired control and display it in the drop down menu.

4.  Click the Add Control Area button, located immediately to the right of the Assignment Type drop down menu.  You will see a menu that looks like this.
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5.  To add a high level organization, click to place a checkmark in one or more boxes that are currently displayed. 

6.  To add an organization whose name is not shown, click on the “+” symbols until the name that you are looking for appears.

7.  Click in the boxes to place a check by each desired organization.

8.  When you have completed your work, click the “ADD checked organizations to User’s span of control button” at the bottom of the screen.  

9.  You are returned to the user’s screen, and the name of the organization that you added appears in the Control Area.  

6.2.1.2.4  Adding Level 1 Organizational Groups

This menu choice is not yet functional.

6.2.1.2.5  Adding Project UPNs

This menu choice is not yet functional. 

6.3  Working in the Reports Tab

To enter this area, click the Reports tab, available from the Data Admin Main Screen.  You will receive a screen similar to this one:
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In future versions of the CMS software, this area will be populated with information regarding the reports that individuals with data administration privileges may access, use, and print.  

7.0  Providing Online Feedback 

Click on the Feedback tab.  You will receive the following screen:
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At this point, you may choose to look at previous comments you have submitted or submit new feedback.

7.1  Viewing Previous Feedback Submissions 

If you wish to view your previous submissions prior to providing additional feedback, click the Feedback tab and follow these steps:

1.  Click on “View past comments” located on the blue CMS Menu Bar.
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2.  After reviewing the CMS feedback listed, you may move immediately to the “Submit New Feedback” option by clicking on that menu option.

7.2  Submitting New Feedback 

To submit new feedback, click the Feedback tab.   You will receive the screen shown below.
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Then follow the instructions below. 

1.  In the dropdown menu, highlight and click on the type of comment that you would like to make.  

Note:  If you have several comments on different issues, please send separately coded messages to facilitate a quick response. 

2.  Click to position your cursor in the Feedback Comments block and type your comments.  

Note:  This block will hold a large amount of text, so please provide as many details as possible regarding your comments.    

3.  When you have completed your comments, click the Submit CMS Feedback button that appears directly under the Feedback Comments block.     You will then receive a notice stating that “Your Comments were successfully recorded.”  
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Note:  After you have typed your input, be certain to click the Submit CMS Feedback button prior to selecting ANY other feedback options.   Otherwise, your submission will be lost!
8.0  Logging Off the Competency Management System 

Clicking the Logoff System icon at any point in your work will take you to the screen shown below.
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After you see this screen, you may safely exit by selecting the Close option from the File menu, or clicking the X located in the upper right corner of the screen.   

This will close the Internet Explorer application.  

Appendix A

Key CMS Definitions

Additional Skills – Any other capabilities that are not currently identified in the Competency Management System.  These are capabilities you believe can benefit the Agency in some way.  For example, foreign languages are ideal entries in this area. 

Agency Core Capabilities – The highest-level and broadest categories of capabilities for the Agency. These capabilities are the primary sources or drivers of customer value and/or are vital for our success.

Applied Experience – The general statements of work experience either at NASA or at any other job outside of NASA. Experiences are part of the employee portfolio, entered in the free text ‘Applied Experience’ box. They support and add context to the competencies entered in the employee portfolio.

Competency Title/Definition – The name and description of any particular competency in the system.  It defines the scope and context of the competency as it applies to NASA.  It is important to read both competency titles and definitions when making selections for employee portfolios and position competencies.  

Employee Portfolios – The competencies held by every NASA employee.  Employee portfolios capture the total combined capabilities of a NASA employee, not just those required for his/her current position. In other words, capabilities acquired over time from numerous jobs and experiences accumulate in the employee portfolio.  In addition, employees should document their applied experiences and any additional skills in their portfolio.

Forecasting – A Center projection of needs 

Future State – A response to pre-determined, designated future requirements

Gaps – The difference between requirements and actuals.    

Position Portfolios  – The specific mix of competencies assigned to every civil service position at NASA.

Primary Competency – a competency that has been coded as the key (most critical) competency for a particular position.  A primary competency must be a required competency.  However, only one competency may be designated “primary”, even though a position may have several required competencies.  

Project Portfolio –  Competencies assigned to a specific project or program.

Required Competency – a competency that has been designated as a “must have” for a particular position. 
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