
AFPC/DPIBH
Force Support NAF Career Program 
Transition-Civilian Development Plan (T-CDP) Guide
VIEW THIS INSTRUCTION GUIDE BEFORE STARTING T-CDP

[image: image39.png]¥ T-CDP - Transition — Civilian Development Plan

Ble Edt Vew Gookmarks Sdebar Tabs Sonin Toos Heb

4.-%0 @ 2

Home  Customize

03 heeps://wwww.t-cdp.ha.af.miPresentation/common/index.cfm

L))

n~nDP

Transition-
Civilian Development Plan

Welcome to T-CDP!

T-CDP User Options.
T-CDP Info

printT.cop| Welcome to the Transition-Civilian Development Plan (T-CDP). Please provide any
comments to your AFPC/DPK Career Field Management Team (CFMT) Program
Manager. Click the ‘Contact’icon to contact your CFMT POC.

To Update your Profile
Information, select Update Profile
option below.

COMPLETE FCDP  UPDATE PROFILE

HOME CONTACT  HELP  LOGOUT

“This site is intended for the use of the Air Force only. Do not reproduce or distribute the
contents of this site to a wider audience without coordinating with the information owner

and your units public affairs office. Use of this site constitutes consent to monitoring. This site is compliant with
Please read the Privacy and Security Notice. 508 Rehabilitation Act as of 2005

Done.
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REQUIRED DOCUMENTS
We recommend you set aside approximately one hour to complete the         T-CDP process.  

Before you begin, we recommend you have a copy of your most current resume to assist you in completing your T-CDP.  In addition, we recommend you obtain a copy of your most recent NAF Civilian Career Brief from your local Human Resources Office (HRO) to ensure it is current and accurate.   This document will be used to verify your experience, education and training.  If it is not accurate, you must contact your local HRO who will verify the inaccuracies and update it for you. The following items will assist you in completing your T-CDP:
1. The completed NAF-DT Participant Worksheet. (Scan and save the worksheet to your computer as a PDF file.  You will be required to upload the completed worksheet to the T-CDP.)
2. A copy of your current/accurate NAF Civilian Career Brief.  

3. A copy of your current resume.  (You can obtain a copy of your resume at www.nafjobs.org, if you previously uploaded it.) 

4. An accurate email address for your 1ST level Supervisor.

REQUESTING A USER ACCOUNT
1. Go to the Login Page.   
https://www.t-cdp.hq.af.mil/presentation/authorization/login.cfm
2. NOTE: You cannot log into T-CDP until you have successfully created an Employee profile in the system.
3. NOTE: If you will be accessing T-CDP only as a SUPERVISOR or ENDORSER, DO NOT create or modify user profile.  Your profile is established by the system at the time an Employee submits a completed T-CDP to you for review.  [Go to “Supervisor Assessment” section, Page 19; “Endorsement (Designated Endorser)” section, Page 24] 
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WELCOME TO THE T-CDP WEBSITE

Go

: Right Person, Right Place, Right Time

Please enter your Email and Password below to access the system.

FIRST TIME USERS fEma 1
Create a Profile Here
Fassnord
ALREADY HAVE AN ACCOUNT Foraot Pasmuordt
Login Here. _togin |

Employees:
Please take a few moments to enter your career experience into this civilian development plan
(CDP) tool, as well as identify your own future career goals. If you do not already have an
employee account, please create your user profile by clicking "Create a Profile Here” above.
CDPs will be used by career field management (CFM) teams, in concert with each career field's
senior leadership, to assess employees’ achievements and goals, provide feedback (mentoring),
and project potential training and leadership positions that may fit your skills and goals. This
information will be used collectively to better manage entire career fields, provide employees
with individual objectives that can be used to achieve appropriate goals, and provide senior
leadership with information to better develop future leaders. This process is meant to encourage
‘communication between the individual and the supervisor(s), as well as with the career field
management teams and senior leaders. v





4. Click on the message in the middle left of the page, "FIRST TIME USERS, Create a Profile Here." This opens a form for you to create your unique “Employee” profile.  At the end of this process you will be provided a temporary password.
You will also see a list of POCs.  Donna Brewer and Monique Hinderman are the NAF Career Program POCs.  Donna Brewer can be reached at DSN 665-1747, Comm 210-565-1747.  Monique Hinderman can be reached at DSN 565-1717, Comm 210-565-1717 or by email at AFPC.NAFCAREERS@US.AF.MIL. 
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Complete T-COP
Step 10f4

EXPERIENCE HISTORY

List your experience history, in chronological order, beginning with your most recent assignment (do
ot include your current job.)

Experience History for: Ima Ready

COMPLETE FCDP  UPDATE PROFILE

HOME CONTACT  HELP  LOGOUT

“This site is intended for the use of the Air Force only. Do not reproduce or distribute the
contents of this site to a wider audience without coordinating with the information owner
and your units public affairs office. Use of this site constitutes consent to monitoring. This site is compliant with
Please read the Privacy and Security Notice. 508 Rehabilitation Act as of 2005

Done.
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Create Profile

To Create this User Profile, please complets information below

Create User Account

* EmailfUser ID: [ima ready@kirtland af.mil |

* Role: Employee
* Rank / Grade: [65-13 v Title:

* First Name iddle it
* Last Name: [Ready ! —

* Career Field: | Q - Contracting

Duty Title: Lead Negotiator, Stealth Sys. Series; | 1102-Contracting

* Office Symbal: [PKxS |

<

* MAICOM: | AFOTEC - AF Op Test & Eval Center

* Address: [111 F-22 Way |

* City  Bass: Kirtland aF8 * state

* postal Code: (85302

* Comm Phone: [(606) 825-1117 * DSN: [524-1117

# SN (with dashes): [111-02-3333

# Last Promotion # Current
Date: Position Start
Date:

2 @ memet
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Manage Profiles

Confirmation: Create a User Profile

User Prafile:

ima.ready@kirtiand.af.mil

has been added with passuard:
Aim_High_1

Please make nate of this user's password!

HOME CONTACT  HELP  LOGOUT

“This site i intended for the use of the Air Force only. Do not reproduce or distribute the
contents of this site to a wider audience without coordinating with the infarmation owner
and your units public affairs office. Use of this site constitutes consent to manitaring. This site is compliant with
Please read the Privacy and Security Notice 508 Rehabilitation Act as of 2005

&l pone 2 @ memet




[image: image35.png]¥ T-CDP - Transition — Civilian Development Plan
Fle Edt Vew Soomarks Sdebar Tabs Sonln ook el

488 @. .2

Home  Customize

(3 hieps://www.t-cdp.hq.af.mil Presentation/Survey/SurveyExpHtory.cim ~[>] et [ m. N search the web <[] [ sidebar

T-CD%

Civilian Development P

You are
Complete T-COP
Step 10f4

EXPERIENCE HISTORY

List your experience history, in chronological order, beginning with your most recent assignment (do not include your current.
Job.)

Experience History for: Ima Ready

ASSIGNMENT 1
plan/Series/Grade: 05110212 puberkin uyer
B e — o - =
Office Symbol: 197 CONS/LGCA MAICOM: [AETC - Air Education & Training Command x|
O Py
=09 apNiC [Altus AFB, OK

= Type

= Level

e [Ar-Operational Contracting s [D-Wing/Base -
R P r— | 5 5
e eor [6-Non-Supervisory Years/Months [2 /10
in Position:
Assignment
[~ Civilian of the Quarter (2003) =
S xamments | Formuiated acquisition strategy and faciitated BRAG for first $1.4M Grounds
[Maintenance contract (with award fee incentive provision) =

limit):
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You are in:
Complete T-COP
Step 2 of4

CAREER PROJECTIONS/RETIREMENT PLANNING

PROFILE
. What is Your Long-Term Career Goal? Gperational Leadership =

Name: Mr. Ima B Rea

Aesignment: Lead Nogstiator, Stzalth Sy& Earlest Retirement Date an=l[2007 =

SSN: 111-22-3333 = Estimated Retirement Date: Feb =] [2007 =

Email: ima.ready@kirland.afmil = Certainty: CFlexible @ Certain

[EIeTE a = Are you Mobile/Willng to Relocate? o ©
o it re you Mobile/Wiling to Relocate Yes  @No

MAJICOM: AFOTEC = Are You Willing to Deploy? CYes CNo @N/A

Address: 111 F-22 Way = When do you expect to vacate your current position? Feb 5 [2007 &

City State, Zip: Kirtland AFB, NM 85302 = Do you wish to Opt Out this DT Cycle? Gyes Cno

Last Promotion Date: January 1, 2004 (1F yes, provide reason)

Current Position Start Date: February 1, 2005 T reEre 33 2007 =

PREFERENCES

You may make up to three separate career plans. Unless you wish to opt out of this DT cycle, select at least a near-term preference under Plan 1. The beginning date will automatically equal the.
date on which you expect to vacate your current position. You must make a near-term entry in any plan to make a mid-range one, and so on. Each beginning date for the next period will
correspond to the end date of the previous period.

LAN 1

Time  Begi Assignment ‘Geographic Location
NEAR N/A [select [ [Select & [Select H[select H[select =
MID /A [elect [ [Select ] [Select H[select H[select =
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CREATING YOUR USER PROFILE
Note: You must make entries in all fields with an asterisk (*) or a pound sign (#) in front of the field names.  These are mandatory/required entries and must be completed to successfully create a user profile.  Enter the appropriate information or select from the drop down menus. PLEASE NOTE: THIS IS A SECURE WEBSITE and Privacy Act of 1974 as Amended Applies- must be protected IAW DoD 5400.11R, AFI 33-119, and AFI 33-129, and is For Official Use Only (FOUO).
3. Enter your .mil email address in the “*Email/User ID” field.  A given email address can be attached to one and only one account. If you try to save an email address already associated with another T-CDP account, the system will reject the information.      NOTE:  Be careful to ensure the email address is exact, and that there are no misspellings or spaces.  The T-CDP system is .mil address oriented.   These email addresses are also used to send out system notifications and the DT’s final vector letters.
4. IMPORTANT: In *Career Field: you must select “2 – Services—NAF ONLY”. Employees who select any other Career Field ID, to include Force Support, will not be included in the DT, as the team will be unable to identify the record.   

5. When you are finished completing all required fields, click “Submit”.  

6. If you have omitted essential (mandatory) information, the T-CDP screen will display a message telling you which fields need entries. Add them and click “Submit” again. T-CDP will save the record and display a message showing your username (which will be your email address) and the temporary password you will use to initially enter the T-CDP tool. 


[image: image4]
7. Make a note of the temporary password and click the “Continue” button. T-CDP will return you to the Login screen. The first time you log in using the temporary password, the system will ask you to change the temporary password to a personal (unique) password.  See Changing Your Password.  Note: You are given 3 attempts to successfully enter the username (email address) and temporary password.  After the 3rd failed attempt, you will be locked out of your account.  Click on the “Contact” icon (mailbox) from the toolbar at the top of the page to reach your AFPC NAF Career Field POCs for assistance.
LOGIN
Your username is your entire .mil email address (i.e john.doe@us.af.mil). If you have forgotten your password, click on “Forgot Password” and the webmaster will send you a new one.  The password you create is valid for 90 days, after which time you will be prompted to change your password.  Note: Your account will be “Disabled” after 60 continuous days of no T-CDP activity.   See Changing Your Password.
CHANGING YOUR PASSWORD
The T-CDP system will allow you to enter once with a temporary password and immediately require you to change it. Follow the directions below.

1. Enter your username (your .mil email address) and the temporary password. T-CDP will ask you to create a replacement password.  

2. Passwords must be at least eight letters long and contain at least one upper case letter, lower case letter, number, and symbol.  Enter your new password (twice) and click “Submit”. 

3. T-CDP will inform you that your password has been changed and offer you a button taking you to the “Home Page”. Make sure you remember your newly created password before you click on it.  Note: You are given 3 attempts to successfully enter the username (.mil email address) and unique password.  After the 3rd failed attempt, you will be locked out of your account.  Click on the “Contact” icon (mailbox) from the toolbar at the top of the page to reach your AFPC NAF Career Field POCs for assistance.
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Congratulations!  You have successfully created a user profile and are now ready to begin filling out your T-CDP.    
Reminder: Frequently click on the “Save and Continue” button as You Proceed to Ensure Data is Saved
Although there is a 2-hour timeout feature in this T-CDP tool, your own server may time you out earlier and entered data is saved only when a function is performed (e.g., click “Save and Continue”) allowing server interface.
In General

Overview

The Transition-Civilian Development Plan (T-CDP) is a Privacy Act and Secure web-based tool that enables Air Force civilians to identify their future career goals and development opportunity preferences. An employee uses the Plan in this system to open a dialogue about her/his future career with her/his supervisor and endorser. The AFPC NAF Career Program Management Team uses the results of your T-CDP to assist Force Support leaders with your succession planning.  Your Force Support NAF Development Team (NAFDT) reviews the T-CDP as part of the NAF Career Program workforce developmental assessment and vectoring process.  

Navigation

Each page has:

· Tabs taking you to the major T-CDP functions;

· Icons at the top right and bottom of the page that open:

· The Home Page, represented by a house;

· A point of contact, phone number, and email address for your AFPC Career Field Management Team T-CDP Program Manager, represented by a mailbox;
· A help file represented by a question mark;

· An arrow pointing through an open door for Logout; and

· Underlined text links at the foot of the page taking you to the same functions listed above. 
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Internet Explorer Reminder: Before starting your T-CDP, check your desktop PC to ensure Cookies are enabled in your Internet Explorer Browser.  You can check Internet Explorer set-up by following these simple steps:
· From the Internet Explorer toolbar click “Tools”
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SUPERVISOR INFO

= Supervisor Rank/Grade: [65.15 =]
= Supervisor Frst Name: [iies
Supervisor Middle Initial: [
= Supenvisor Last Name: [poss
Swpervisorsuoc [
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Click “Internet Options”
· Click “Privacy” 
· Click “Advanced”

· Click “OK” 
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T-CDP Navigation Elements 

To see instructions about using T-CDP, click the “Help” icon at the top or the label at the bottom right of the screen. If you still have problems, click on the “Contact” icon at the top right or bottom of the page to find your AFPC NAF Career Field POCs for assistance. 
T-CDP displays a security message from the Air Force identifying the owner of the web page and the legitimate uses to which you can put the information on these pages. T-CDP also displays a link to the Privacy Act statement at the bottom of each page. 

Modifying Your Profile

Click the “Update Profile” button or the Manage Profile tab to review or correct the data that identifies you to the system. All users must enter data in the fields preceded by an asterisk (*). All ‘Employee’ users must also enter data in those fields preceded by a pound sign (#).  T-CDP will display the screen shown below.

If any of the data is incorrect, type over them or select a replacement from the appropriate drop-down menu. When you are satisfied, click “Submit”.  This will update your profile data as verified by a Confirmation screen.  Then click on the “Continue” button to return to the Home Page.
You are now ready to start preparing your T-CDP.

Advance Preparations
1. Complete the NAF-DT Participant Worksheet. Scan and save the worksheet to your computer as a PDF file.  You will be required to upload the completed worksheet to the T-CDP.
2. Update your current resume so you can cut and paste the information from your resume into the T-CDP.  If you previously uploaded your resume to nafjob.org, you can obtain a copy at www.nafjobs.org.

3.  Review your NAF Civilian Career Brief and ensure it is current and accurate.  Obtain a copy from your local HRO.  Do not upload your Career Brief, just review and ensure it is accurate.
4. Ensure you have an accurate email address for your 1st level Supervisor and the name is spelled correctly.  Do not guess at the address. If the email address is incorrect, your T-CPD will not forward to your supervisor which could result in you missing the suspense date.  

….
Completing the T-CDP: 4-Step Employee Process
To successfully complete your T-CDP, you will accomplish the following four sequential steps.  Note: You must begin with Step 1 and proceed to the next step in order (Step 2; Step 3; Step 4).
Step 1: Experience History: Describing an Assignment – List (up to 10) previous Assignments.
Reminder: Recommend you click on the “Save and Continue” button after entering each Assignment to ensure the data is properly saved to the system.  This action may also prevent you from being kicked out of the page and sent back to the T-CDP Log-In screen with no data saved.  You may log-out of T-CDP at any time; however, ensure you click the “Save and Continue” button before exiting to save entered data.

[image: image7]
· You must add at least one Assignment in Step 1, Experience History. A maximum of 10 assignments may be entered. 
· Type in the appropriate data or select from a drop-down menu. You are able to type-in specific comments within each assignment.   
· The purpose of this optional type-in field is to identify the key job responsibilities,  achievements and noteworthy accomplishments associated with the specific position and experience; not a full-blown resume. There is a 1,000 character limit.  You will not be able to proceed until the field content is 1,000 or fewer total characters. An error message will appear when you have entered over 1,000 characters. You may enter Assignments in any order.  
Helpful Hint:  You will find it easier to create your narrative for each job on a separate word document for easy editing and character counting.  Once you are sure you have less than 1000 characters for each job narrative and spelling and grammar are acceptable, you can then copy/past each one into the appropriate block. 
· Use the “Move Up” and “Move Down” buttons to arrange the list of assignments in the preferred order. Use the “Remove” button to delete an assignment record. 
Note: Do not include assignment data for the position you presently occupy; that data was collected when you created your user profile. Begin with the most recent (your last) assignment and work back in chronological order, up to 10 total assignments.

[image: image8]
Once you are satisfied with the number of Assignments, content and order, click on the “Save and Continue” button to save the data.  This will take you to T-CDP Step 2.  The Step 2 screen will display an “Experience History Updated” message at the top of the page.  
Step 2: Plan Preferences: Career Goal and Projections – Fill out a development plan.
Your profile and current assignment data is displayed in the box in the upper left side of the page.  A confirmation message “Experience History Updated” will appear at the top of the Step 2 page.
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NEAR N/A Select 7] [Select ] [Select = [select =] [select =l
MID N/A Select 7] [Select ] [Select = [select =] [select =l





You must make entries in all fields with an asterisk (*) in front of the field names.  These are mandatory/required entries and must be completed to successfully complete Step 2. Enter the appropriate information or select from the drop down menus.

Note: You may need to scroll page right to bring all fields into viewing.

To file a T-CDP you must:

· (Mandatory) Identify a Long-Term Career Goal by selecting from the drop-down menu.

· Select the earliest month and year at which you are eligible to retire. (May be an estimate for NAF employees.)
· Select the month and year at which you expect (estimate) to retire.

· Indicate whether the date on which you expect to retire is Flexible or Certain.

· Indicate whether you are Mobile/Willing to Relocate to move to another position.  Note: The date you enter in “When Do You Expect to Vacate Your Current Position?” also indicates when you would be mobile/willing to relocate.    
· Select the month and year at which you expect to vacate your current position.

Opt-In or Opt-Out of This Development Team (DT) Cycle.  At this point in T-CDP, you have the choice to continue completing the remainder of the T-CDP by selecting “No” to the question “Do You Wish to Opt-Out This DT Cycle?” OR you may elect to not continue T-CDP completion by selecting “Yes” to the question.

Note: You are highly encouraged to “Opt-In” by fully completing a T-CDP and submitting it forward to your supervisor.  Doing so ensures your T-CDP, along with supervisor and endorser assessments, will be viewed by the NAFDT. Career Program employees who opt out will not be considered for Training or Tuition Assistance.      
Opt-Out Procedures

· Select the “Yes” button for the question: “Do You Wish to Opt-Out This DT Cycle?”  
· Enter a short reason for electing to opt-out this DT cycle.
· DO NOT ATTEMPT TO COMPLETE THE REMAINDER OF STEP 2.  AS YOU HAVE ELECTED TO OPT-OUT, THE SYSTEM WILL NOT ALLOW YOU TO COMPLETE FURTHER ENTRIES.
· Scroll to the bottom of the page.  You may click the “Print” button to print this page for your records.  Click the “Save and Continue” button.  This will take you to Step 3 screen page.  
· At Step 3, simply click the “Logout” button (arrow pointing through an open door) in the toolbar located at the top of the page.

· You have successfully opted-out this DT cycle and are now finished with T-CDP.  No further action is required.      


[image: image10]
Reminder: Frequently click on the “Save and Continue” button as You Proceed to Ensure Data is Saved
Although there is a 2-hour timeout feature in this T-CDP tool, entered data is saved only when a function is performed (e.g., click “Save and Continue”) allowing server interface.
Opt-In Procedures

· Select the “No” button for the question: “Do You Wish to Opt-Out This DT Cycle?”  Clicking the “No” button indicates that you have elected to Opt-In.
· Verify the month and year that you entered in the field “When Do You Expect to Vacate Your Current Position?”

· You will now proceed to entering your career planning preference.  The T-CDP provides a space for completing up to three (3) Plans with each plan you can identify a Near, Mid, and Far developmental opportunity.  NOTE:  You only need to complete Plan 1.  It is not necessary for you to complete Plan 2 or Plan 3.  At a minimum, you must enter a Near assignment in Plan 1.  
Listing Your Developmental Opportunity (Assignment) Preferences

· List preferences (near, mid, far) within Plan 1. It should reflect your most desired preferences.  
· The beginning date of the Near preference will automatically equal the date you entered in”When Do You Expect to Vacate Your Current Position?” You must make a near-term entry in order to make a Mid-range one, and so on.

· Select the “Experience Level” from the drop-down menu.  This field indicates the organizational level at which the experience will be gained.

· Select one of the available “Assignments” from the drop-down menu.  NOTE: The drop-down menu lists Assignments; Education (e.g., PME, Civilian Development Education); Long-Term Full-Time Training
· Select a “Geographic Location” from the drop-down menu.
CAREER PROJECTION PLAN COMMENTS BOX
· Use the “Career Projection Plan Comments” field to type-in supporting rationale tied to your Plan preferences.  This area is very important.  Take advantage of your opportunity to “speak” to the DT about the plans you completed just above this area.  They do read the narratives closely!
· When you are satisfied with your Career Plan, click the “Save and Continue” button at the bottom of the page.  This will take you to Step 3 screen page.  A confirmation message “T-CDP Updated” will appear at the top of the Step 3 page. 
Reminder: Frequently click on the “Save and Continue” button as You Proceed to Ensure Data is Saved

Although there is a 2-hour timeout feature in this T-CDP tool, entered data is saved only when a function is performed (e.g., click “Save and Continue”) allowing server interface.
Sample of Completed Step 2, Plan Preferences: Career Goal and Projections: [image: image11.png]P
Edit

4

rans n Development Plan

Vew ookmarks Sdebar Tabs Sonin Toos Heb

Re @ 2

Home  Customize

O https:

/www.£-cdp.ha.af.mil Presentation/ Survey/ Survey.cfm?userID=D7DSD3BC-65BE-D157-8D19FD5763887999

AUt

ES

Address: 111 F-22 Way = When do you expect to vacate your current position?
(e S, 2= (il A, RN G = Do you wish to Opt Out this DT Cycle?
Last Promotion Date: January 1, 2004 (If ves, provide reason)

Current Position Start Dat

February 1, 2005

PREFERENCES
You may make up to three separate career plans. Unless you wish to opt out of this DT cycle, select at least a near-term preference under Plan 1. The beginning date will automatically equal
the date on which you expect to vacate your current position. You must make a near-term eniry in any plan to make 3 mid-range one, and 5o on. Each beginning date for the next period will
correspond to the end date of the previous period.

pLAN 1

Time  Begin End Experience Level Assignment ‘Geographic Location
NEAR Jun/2009 [Jul =][2012 =] [8-Test Center/Range (Not in Pgm Office) ] [A-Test Experience =] [Edwards AFB, CA =l
MID Ju/2012  [Aug =][2013 =] [H-Other (Not Listed) =] [ED-AiIr Command & Staff College (ACSC)  ¥] [Maxwell AFB, AL =l
FAR Aug/2013 [ul =][2015 =] [7-ALC (Air Logistics Center) =l [A-Career Broadening (X-Functional) =] [Robins AFB, GA =l
Time  Begin End Experience Level Assignment ‘Geographic Location

NEAR Jun/2009 [Jul =][2012 =] [B-SPO (Systems Pgm Office) =l [A-Specialized Experience =] [Wright-Patterson AFB, OH =l
MID 2012 [Aug =l[2015 =] [S-MAICOM =1 [A-MAICOM Staff Experience = [Cangiey A7B, VA =
FAR Aug/2015 [Aug ¥|[2018 =][D-Wing/Base =l [A-Operational Leadership =] [Kadena AFB, Japan =l
Time  Begin End Experience Level Assignment ‘Geographic Location

NEAR N/A Select =] [Select =] [select =] [select =] [select =
MID N/A Select =] [Select =] [select =] [select =] [select =
FAR N/A Select =] [Select =] [select =l [select =l [select =

CAREER PROJECTION PLAN COMMENTS:
[Mobility: Organizational

Plan 1: Gain test experience for technical depth followed
by in-residence ACSC. A cross-functional 1101 career
[broadening tour, Acq Program Manager, enhances my
1102 and PME experiences.

sidebar





Step 3 – Upload NAF-DT Participant Worksheet.  Skip the section in the T-CDP that states “Instructions for Employee Career Brief Upload” and follow these instructions instead.

· NAF employees do not access their Career Briefs thru the AFPC Secure Website. Do not click on the link provided. You will not have a record as it indicates.  NAF employees who wish to obtain a copy of their NAF Civilian Career Brief can contact their local HRO.  It is strongly recommended that you review your career brief and ensure it is current and accurate.  We will pull a copy of this document and it will be used to verify your experience, education, and training.  If it is not accurate, notify your local HRO who will verify the inaccuracies and update it for you.  
· Instead of the Career Brief, NAF employees must complete the NAF DT Participant Worksheet that was provided as an attachment to the call memo.  Scan and save the worksheet to your computer as a PDF file.  Name the file with your lastname.firstname (i.e., Brown.John.pdf).  The document cannot be bigger than 1 MB.
· To upload your worksheet to the T-CPD, click the “Browse” button.  Locate the file that you saved to your computer and double click it.  

· Click the “Submit” button at the bottom of the page.  The PDF file name you saved the worksheet under will display towards the top of the page.
· Once you are satisfied with the worksheet you uploaded, click the “Continue” button.  This will take you Step 4.
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Transition-
Civilian Development Plan

T-CDP has been updated

You are in:
Complete T-CDP

Career Brief Step 3 of 4

BMIT CAREER BRIEF

A previous Career Brief has been uploaded on April 22, 2006.

Please "right dlick” on the filename and choose "Save Target As” to
download the file.

read

You may upload a new Career Brief. Please note, it will replace your
existing Career Brief.

Print This Instruction Page for Reference
INSTRUCTIONS FOR EMPLOYEE CAREER BRIEF UPLOAD

View your brief to ensure it is current and accurate,
and update it as needed

Access your Civilian Employee Career Brief and save it to your computer
by following these steps

1. Access the AFPC Secure Website at:
https c.randolph.af. mil/afocsecure/default.as

2. Login by entering your User Name and Password.

3. At the Main Menu, dlick the button titled: "Civiian Career Brief";





Reminder: Frequently click on the “Save and Continue” button as You Proceed to Ensure Data is Saved

Step 4: Identifying Your Supervisor

Select the rank or grade of your immediate 1st level Supervisor. NOTE: You must make entries in those fields with an asterisk (*).  Enter her or his first name, middle initial, last name, a suffix if any, and the Supervisor’s correct .mil email address.  If the grade is not listed, please use “Other.”  
NOTE:  Be careful to ensure the email address of your supervisor is correct, and there are no misspellings or spaces.  Do not guess or assume the email address.  The T-CDP system is .mil address oriented. If the email address is incorrect your T-CDP profile will not reach your supervisor. 

[image: image13]
You can either click “Submit to Supervisor” which will send your completed T-CDP to the Supervisor you have identified; OR you can click “Save (Do Not Submit)” to retain it to review and submit later. Click “Cancel” to return to the Complete T-CDP page. If you cancel the data entered in this Step 4 will not be saved. 
When you click “Submit to Supervisor” your completed T-CDP will be available in the system for Supervisor review and assessment.  The T-CDP system will send her or him an email indicating that your T-CDP is ready for their action.  You will view the following confirmation screen.  We strongly recommend you follow-up with your supervisor to ensure he/she received your T-CDP.  

[image: image14]
Click the “Continue” button which will direct you to the “Complete T-CDP” page.  From this page you may perform the following functions:  Recall T-CDP or Print T-CDP.  You may also logout from this page.

[image: image15]
NOTE: Should the Supervisor disagree with your Career Plan(s), your T-CDP will be returned to you for correction and resubmission. The T-CDP system will send you an email indicating the Supervisor disagrees, and instructs you to contact the Supervisor to discuss/resolve the disagreement, and correct the T-CDP BEFORE you resubmit.  
Recalling a T-CDP

If you have submitted a T-CDP to your supervisor (successfully completed Step 4 of 4) and wish to make changes to it, you can recall it by clicking on the “Recall T-CDP” button. The system will ask you to confirm; click “Continue” to do so. You will not lose the information you have saved. 

The system will return you to the home page and send an email to your supervisor advising that you have withdrawn your T-CDP for reconsideration.
NOTE:  You can recall your T-CDP as many times as needed; HOWEVER, you will not be able to recall T-CDP once the Supervisor you identified in Step 4 has begun her/his assessment.   

Re-Submitting a T-CDP That Was Supervisor Disapproved

· Log into T-CDP using your .mil email address and your password. 

· Access the T-CDP Step that you intend to modify based on discussions with your Supervisor when she/he disapproved the original T-CDP you submitted.  The data you previously entered will have been saved in the system. 

· Make necessary edits to your T-CDP.  Reminder: Frequently click on the “Save” or “Save and Continue” button as You Proceed to Ensure the New Data is Saved.
· Once you are satisfied with your edits, proceed to Step 4 and click “Submit to Supervisor”.  This action sends the Supervisor an email advising that you have submitted the modified/updated T-CDP for review.         
Supervisor Assessment
Logging-In
Follow the instructions below to review and assess an Employee's T-CDP:
· When an Employee identifies you as her or his 1st level Supervisor, the T-CDP system creates your user profile and will automatically send you an email saying that a T-CDP is ready for your review and assessment.  The email will contain a hyperlink to the T-CDP webpage and a temporary log-in password.

· Note: You do not create a user profile.  T-CDP will recognize your position as supervisor after the Employee submitted their T-CDP. 
· Enter your .mil email address and the temporary password to log in.  The system will require you to change your password; do so, and make sure you remember it before you leave the Change Password page.

· Note:  You will probably need to use the temporary password even if you have used T-CDP in the past as an employee.

· When you have finished logging in, you will be directed to the ‘Manage T-CDP’ page which lists the T-CDP(s) that are ready for your review, the Employee’s name, the date on which the last action was taken, the status of each, and the icons associated with the parts of the Employee’s T-CDP.
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Reviewing a T-CDP
Click on the “Complete Assmt” icon (represented by a thumbs-up hand).  This will open the “Complete Assessment” page where you will enter your assessment and comment on the Employee’s plan.  You can view the Employee’s profile and current position data, and can click on all other Employee information needed to complete the assessment from this page:  
· Click employee’s T-CDP (profile, career goals and plans),

· Click employee’s NAF DT Participant Worksheet,

· Click employee’s experience (assignment) history
Note:  Do not click on or use the “Modify Profile” button.  Your Supervisor profile was entered into the system when the Employee submitted their T-CDP to you.  No further profile data is required.
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Go To: Profile - T-CDP
EMPLOYEE PROFILE —
Name: GS-13, Mr. Ima B Ready Duty Title: Lead Negotiator,
Stealth Sys
Office Symbol: PKXS View Career Brif |
E-mail: ima.ready@kirtland.af.mil  Address: 111 F-22 Way
SSN: 111-22-3333 Kirtland AFB, NM 85302 View Experience History |
ASSESSMENT —
SUPERVISOR PROFILE _ Modify Profile |
GS-15 Theo Boss. /
theo.boss@kirtland.af.i
SUPERVISOR'S RECOMHENDATION
o Review the attached member's T-CDP.
e Select a Developmental Assessment. Evaluate the employee’s performance and assess his or
her potential using the definitions below. Provide an accurate, unbiased assessment free from
|considerations of race, sex, ethnic origin, age, religion, marital status, physical or mental
handicap, or political affiliation.
o A short narrative justification is required.
» Provide the employee with constructive feedback within 30 days of receiving the Development
Team assessment.
» Agree or disagree and comment on the Employee's T-CDP Information below.
* Developmental Assessment: ~ READY
Ready now to assume greater responsibility in a more
challenging position at the same or higher grade than
currently held. L
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Completing Supervisor Assessment
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handicap, or political affiliation.

o A short narrative justification is required.

« Provide the employee with constructive feedback within 30 days of receiving the Development.
[Team assessment.

« Agree or disagree and comment on the Employee’s T-COP Information below.

* Developmental Assessment:  READY

Ready now to assume greater responsibility in a more
challenging position at the same or higher grade than
currently held.

~ GROOM
Demonstrated growth potential (employee would benefit by
an assignment in a related specialty or different
organizational level). Ready now for new developmental
opportunities.

© ON-TRACK
Needs further development at current assignment, but has
growth potential and may be ready for developmental
position or greater responsibility in the future.

 CURRENT ASSIGNMENT
Stay in current assignment (required for specific expertise or
announced retirement, etc.)

I In-Residence Civilian Development Education (CDE) as Next
Assignment/Development Opportunity

* Supervisor's Assessment: ([ AGREE with the plan(s) provided by GS-13, Mr. Ima B
Ready . Comments, if any, are in the area below.

1 DISAGREE with the plan(s) provided by GS-13, Mr. Ima B
Ready - See my comments below.

Supervisor's Justification

_Sawe | Submit | _Print | Cancel |
) start] || 27 58 Yahoo! Mai -rockc... || 27 7-CoP - Transition — .| ) 0P Gude._1102.1.





Note: You must complete those required fields with an asterisk (*).
· You must select a Developmental (readiness) Assessment (Ready, Groom, On-Track, or Current Assignment) for the employee, based on the provided definitions. You are assessing where the employee is currently at in their career, and their potential to assume increased responsibility and leadership experiences. Note: You are required to enter a justification, for the selected Developmental Assessment, in the ‘Supervisor's Justification’ field.
· Please disregard the opportunity to recommend In-residence Civilian Development Education (CDE) as the employee’s next development opportunity. In-residence CDE is not currently available for NAF personnel.
· You must ‘Agree’ or ‘Disagree’ with the employee's career plan(s).
· Your justification and comments are very important in this process.  You should have met with the employee and discussed their plans.  You work closely with the employee and have a responsibility to advise them.
· When you disagree with the Employee’s T-CDP, click the “Submit” button.  This action sends an email to the Employee informing her/him that you disagree with the plan(s), and requests the Employee make contact with you to resolve the disagreement.  Once you and the Employee resolve the differences, the Employee will correct/edit the plan(s) and resubmit for your review and final Assessment.  See section titled, ‘Reviewing a T-CDP’.
Sample: Supervisor Agree 
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* Developmental Assessment: () READY
Ready now to assume greater responsibility in a more
challenging position at the same or higher grade than
currently held.

® GROOM
Demonstrated growth potential (employee would benefit by
an assignment in a related specialty or different
organizational level). Ready now for new developmental
opportunities.

© ON-TRACK
Needs further development at current assignment, but has.
growth potential and may be ready for developmental
position or greater responsibilty in the future.

(O CURRENT ASSIGNMENT
Stay in current assignment (required for specific expertise or
announced retirement, etc.)

[ In-Residence Civilian Development Education (CDE) as Next
Assignment/Development Opportunity

Supervisor's Assessment: () [ AGREE with the plan(s) provided by GS-13 Ima B Ready .
Comments, if any, are in the area below.

(OI DISAGREE with the plan(s) provided by GS-13 Ima B Ready
— See my comments below.

Although Ima is ot currently mobile, I have discussed &
both of her plans with her and feel that she has given
considerable thought to her future. She should be able
to obtain the experience in another type of contracting
here at her current location as noted in her plan. This
would give her more technical depth and ready her for ¥

Comments:

Ima puts considerable effort into every assignment she 4|
is given as demonstrated by her performance

appraisals and can always be counted on to project a
professional image to our customers. She has a great
future in front of her and deserves continued support
towards achieving her objectives.

9]




Sample: Supervisor Disagree 
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« Provide the employee with constructive feedback within 30 days of receiving the
Development Team assessment.

Developmental Assessment: ~ READY
Ready now to assume greater responsibility in a more
challenging position at the same or higher grade than
currently held.

~ GROOM
Demonstrated growth potential (employee would benefit

& ON-TRACK
Needs further development at current assignment, but has
growth potential and may be ready for developmental
position or greater responsibility in the future.

 CURRENT ASSIGNMENT
Stay in current assignment (required for specific expertise
‘or announced retirement, etc.)

I” In-Residence Civilian Development Education (CDE) as
Next Assignment/Development Opportunity.

I AGREE with the plan(s) provided by GS-13, Mr. Ima B
Ready . Comments, if any, are in the area below.

I DISAGREE with the plan(s) provided by GS-13, Mr. Ima B
Ready -- See my comments below.

Supervisor's Justification: [ima Ready is On-Track at this time. Needs more
[technical Contracting depth as preparation for increased

[challenges.

Ima Ready should reconsider the plan to better align =]
with gaining needed technical depth in the area of
(Operational contracting - as a first priority.
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· Click the “Print” button to create a printer-friendly version of the employee's assignments and T-CDP and your own Assessment of it. To print a copy of the employee's Participant Worksheet, Click on “Career Brief” and click the printer icon on your browser toolbar or File/Print. Click the [image: image21.png]


 in the upper right corner of the browser to close the window.

· Click the “Cancel” button to leave the page without saving data. Click the “Save” button to retain the data until you are ready to send it. 

Identifying an Endorser
When you are satisfied with your final Assessment, click “Submit” to forward the Assessment to Endorser. This brings you to a screen where you will enter the Endorser information. The message “Assessment has been saved” appears near the top:
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You are in:
Complete T-COP
Step 4 of 4

SUPERVISOR INFO

= Supervisor Rank/Grade: [Lt Col

= Supervisor First Name: [Maya
Supervisor Middle Initial
= Supervisor Last Name: [Turn

Supervisor Suffix:

= Supervisor Email: [maya.turn@kirtiand.af.mil

COMPLETE FCDP  UPDATE PROFILE

HOME CONTACT  HELP  LOGOUT

“This site is intended for the use of the Air Force only. Do not reproduce or distribute the
contents of this site to a wider audience without coordinating with the information owner

and your units public affairs office. Use of this site constitutes consent to monitoring. This site is compliant with
Please read the Privacy and Security Notice. 508 Rehabilitation Act as of 2005





IMPORTANT:  FOR THE NAFDT THE ENDORSER AT BASE LEVEL IS THE SQUADRON COMMANDER/DIRECTOR; THE ENDORSER AT THE FOA AND MAJCOM IS THE 2ND LEVEL SUPERVISOR. 
NOTE: You must make entries in those fields with an asterisk (*). Select the Endorser’s rank or grade. Enter his or her first name, middle initial, last name, a suffix if any, and the Endorser’s correct .mil email address.  NOTE:  Be careful to ensure the email address is exact, and that there are no misspellings or spaces.  The T-CDP system is .mil address oriented.

· Please ensure the Endorser will be available during the Endorsement window.  Time frames are established in advance and cannot be extended to allow the endorser additional time.
· You can either click “Submit to Endorser” which will send your Assessment to the Endorser you have identified; OR you can click “Save (Do Not Submit)” to retain it to review and submit later. Click “Cancel” to return to the Complete T-CDP page.  If you cancel the data entered in this step will not be saved. 

When you click “Submit to Endorser” your completed Supervisor Assessment will be available in the system for Endorser review.  The T-CDP system will send her or him an email indicating that your T-CDP is ready for their action.  You will view the following confirmation screen.  We strongly recommend you follow-up with the endorser to ensure he/she received the T-CDP.
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Endorsement (Designated Endorser)
Follow the instructions below to complete the Endorsement.  As endorser, you will assess both the Employee’s T-CDP (plans) and the Supervisor Assessment.
· When the Supervisor identifies you as the Endorser, the T-CDP system will automatically send you an email notifying you that a T-CDP is ready for your review.  It will contain a hyperlink to the T-CDP webpage and a temporary log-in password.

· Enter your .mil email address and the temporary password. The system will require you to change your password; do so and make sure you remember it before you leave the Change Password page.

· When you have successfully logged in, you will be directed to the ‘Manage T-CDP’ page which list those T-CDPs that are ready for your review, the date on which the last action was taken, and the status of each.  Sample screen shot follows:
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Completing Endorsement

Click on the “Complete Endrsmt” icon (represented by a thumbs-up hand).  This will open the “Complete Endorsement” page where you will enter your endorsement and comment on both the Employee’s plan and Supervisor’s assessment.  You can view the Employee’s profile and current position data, and view the Supervisor’s assessment.  Click on all other Employee information needed to complete the assessment from this page:  

· Click employee’s T-CDP (profile, career goals and plans),

· Click employee’s NAF DT Participant Worksheet,

· Click employee’s experience (assignment) history

Note:  Do not click on or use the “Modify Profile” button.  Your Endorser profile was entered into the system when the Supervisor submitted their assessment to you.  No further profile data is required.
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Entering Endorsement
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Note: You must complete those required fields with an asterisk (*).
· Indicate whether you ‘Agree’ or ‘Disagree’ with the employee’s development plan(s). Note: Please provide comments.  Your comments are important to the overall vectoring process.  The DT does read your comments.
· Indicate whether you ‘Agree’ or ‘Disagree’ with the Supervisor's assessment. Note: Please provide comments.  Your comments are important to the overall vectoring process.  The DT does read your comments.
· Click the “Print” button to create a printer-friendly version of the employee's assignments and T-CDP and your own Assessment of it. To print a copy of the employee's NAF DT Participant Worksheet, open it and click the printer icon on your browser toolbar or File/Print. Click the [image: image27.png]


 in the upper right corner of the browser to close the window.

· Click the “Cancel” button to leave the page without saving data. Click the “Save” button to retain the data until you are ready to send it. 

Sample: Endorser Agree 
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Submit Endorsement
· When you are satisfied with your Endorsement, click “Submit”. 

· The endorsed T-CDP is forwarded by the system to the AFPC NAF Career Program Team. The message “Endorsement has been submitted” appears near the top.  You will view the following confirmation screen:
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· You may now log out of the system, or click “Complete Endrsmnt” to begin your endorsement of the next T-CDP (employee) listed, as applicable.








Employee’s profile and current position data 











 





Employee’s T-CDP 


(career goals and plans) 











 





Select ‘Agree’ or ‘Disagree’





Employee’s Most Recent 2545 and Resume (if provided) 


Employee’s Experience History 











 





Employee’s T-CDP 


(career goals and plans) 











 





You MUST Select “2 – Services—NAF ONLY”


from the *Career Field drop-down menu


DO NOT SELECT FORCE SUPPORT!








Proper Cookies setting in Internet Explorer Browser  





1,000 Character Maximum Limit











Your *Occupational Series can be found in Box #19 of your most current AF2545. It is the last 4 numbers (i.e. NF-1101). If your Occupational series is not listed, please select “Other.”











Opt-Out Fields (required)


Proceed to Page Bottom and Click “Save and Continue” Button


You may also “Print” this page 











 





Located in Box#’s 19 & 20 of your 2545 for this assignment, if available.








Successfully Uploaded Career Brief 











 





This is the employee’s most recent AF2545 and a resume (if provided). Career Briefs are not available for NAF employees.








 














Please use your Duty Title, not the Position Title from Box #18 of the AF2545.





Please use your Duty Title, not the Position Title from Box #18 of the AF2545.








Comments are optional if “I Agree”


Comments are mandatory if “I Disagree” 











 





Select ONE developmental (readiness) assessment 





Justification 


(comments are mandatory) 











 





Please disregard. In-Residence CDE is not currently available for NAF personnel.











 





Employee’s Career Brief 


Employee’s Experience (assignment) History 











 





Employee’s profile and current position data 











 





Supervisor Data 











 





Supervisor Assessment 











 





Comments mandatory if ‘Disagree’ is selected





This is your chance to tell the NAFDT what YOUR career goals and aspirations are! They read these carefully!
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