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Approving Official

Persons who have been identified by the PMCDP participant as his or her approving
official have the responsibility to act upon requests for competency completion,
certification, and continuing education completion.

Review and Approval of Competency

1. Once you have received an email stating that a certification request is ready for your review
and approval on ESS, login to ESS.

2. Click on the “PMCDP” menu item. Select “Review/approve employee competency.”
Access corporate reports

Set PMCDP profile

Identify managers

Maintain project history
Enter supporting information
Review/update competencies

Supemrvisor/Site Review Report
CE Hour Request Status Report
Competency Status Report
Equivalency Summary Report
Wamwer Summary Report

Certification Request Form
Continuing Education Hour Request Form
PSO Notification/Review Request Form

Approying BEicialdasagacOnfjons

- Review/approve emp competencies )
- RefMevweppreue Gasl lawel retuests

- Review/approve CE Hour requests
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A screen with a table listing all employees who have chosen you as the approving official will
be presented. The table listing is presented alphabetically by the employee’s last name. Also
listed are the competency number being addressed, the current status, and date of the

employee’s initial request for approval, the action taken, and the date of final approval of the
competency.

PMCDP - Employee Smnmary

Designated Approving Official: Your Name Here

Click on any of the links below to view the detatls for each employee. Clck on any of the linked column titles to sort the
accordingly. The table 15 sorted by whichever colurmn title 15 displayed m red.

Sl Date of
MName Competenc Status Enployee’s Action Fi.ual— ]
Initial Request

111 Approved Chatize status
Approval

171
Re od Change status
Approval

191 s Change status

== Reguested
This table can be sorted by clicking on the category title:
e Name
e Competency
e Date of Employee’s Initial Request
e Date of Final Approval

The category title will turn red indicating that you have sorted the table by this category.
To take action on a request, click on Action column, “Change status.”
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4. A summary screen for the employee and the specific competency in question will appear
listing the designation and the employee’s justification.

PMCDP - Employee Stumnary

Designated Approving Official: Your Name Here

NOTE: clicking ow the SAVE bufton will save the sfafus selecfed. Emaill will be senf fo the employee nofifiing fhem of
approval stafus. [fthis competency {5 disapproved, entry is required in the Comments feld

Emplotyes being evaluated: )

Competency being evaluated: 1.1.1 | Competency Level: PMI
Designation: Equivalency - Education & Experience
Employee's justification:

Select Status: Approved w

Ed
Conunents:

* Required field
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Click the down arrow to the right of the “Select a status” field to display a list of choices.
Select the appropriate choice.

e Approved
e Pending

e Disapproved
PRMCDP - Emploves Sumanany
Dresignated Approving Cificial:
NCTE! disking an e SAVE button will save e slas selected. Email will be sent o the

employee notifring tem q,l"appr.:lw..r! statuz, Jf iz COMPESCy £ disgpproved, entry is
reguiired i the Consments freld,

Employes baing

evalusted

l:::-mp-alg_w:y being 121 | Competency Level: FMI
enalusted:

Diasignation Equivalency - Education & Experience

Employea's justification

Select Stabus:™

Dizapprovad
Fending

Cancel |

If a competency is disapproved, entry is required in the “Comments” field. OECM encourages
the approving official to enter comments for any status selection as a form of documentation
regarding his or her decision.

C'ornments:*

N Feguired field

Click on the “Submit” button.
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Review and Approval of Certification Request

1. When an employee has completed all the core competencies for the requested certification
level, an email will be sent to you notifying you that an employee is applying for certification.
Login to ESS, select PMCDP Menu, and “Review/Approve Certification Level Requests.”

]
=
8
.-

Introduction

Instructions (pdf)

Cert and Equivalency Guidelines (pdf)
Access corporate reports

Set PMCDP profile

Identify managers

Maintain project history
Enter supporting information
Review/update competencies

Supervisor/Site Review Report
CE Hour Request Status Report
Competency Status Report
Equivalency Summary Report
Wanver Summary Report

Certification Request Form
Continuing Education Hour Request Form
PSO NotificationReview Request Form

Approving OfficialManager Options
- Review/approye ep competencies
€Reviewlapprove cert level requests
- Revie{Tapprove-SE Henr retud=Ts
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A PMCDP Certification Request Summary will be presented, listing all employees who have
chosen you as the approving official. The table is alphabetical by the employee by last name.

Chel: on any of the hnles helaw to snew the detals for each employes. Chek on any of the bnked column ttles ta sart the table
accordingly. The table is sorted by whichewver cohiran title iz displayed in 1edd.

: Date of
e Finplovee's Date af
Name Level Starys  TIMIOYEES o ction B
Requested Initial Final Approval
Eequest
Approval
M2 Reguested
Ap_prmuf
P Reguested

This table can be sorted by name, competency, date of employee’s initial request, or the date
of the final approval by clicking on the title. The title will turn red indicating that you have
sorted the table by this category.

To take action, click on Action column, “Change Status.”

A screen with the header “PMCDP - set certification status” will be presented. Click the down
arrow to the right of the “Select Status” drop down box to display a list of choices. Select the
appropriate choice.

e Approved
e Pending
e Disapproved

PACEE - Set cererfication status

Mamger

scsed. vl will be sant ta the

FRoTE: chickivg o the SAVE hurtan vl serve e 2
£ encp 15 Armapp rewed, enrry i

employee metifing them of appreeal stane. ith
reqrairesd i Hre oy

Employes beirg evaluated

Cerlibication level raquastad M1
Employes's compeleney datus report. Tk to view
Field'mte rmanager's marnaizomments
Select Fratus:™ Pumling
Comments:”
" Required field

Submit | | Cancel
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4. If a competency is disapproved, an entry is required in the “Comments” field.

It is recommended that comments be made if you choose “pending” to delineate the issue(s)
and an anticipated resolution date. You may enter comments no matter what status is chosen.

PRICEE - Set certfacation stats
Aamager

ected. Ewantl wiill e sant ca the
e 15 Arnenprewnd, e i

NOTE: clicting o the SAFE hutton will sove S rotes oo
emploper wotify g them afaprroe sane. Jiehn
rergraired i Bipe Wooaminy

Employes being evalubed

Cerlification level mequested M1
Emrployeds compelonny dehus report: Olick bo view
Fieldizbe monager's remsicomments

Select Bratus:™ Panding o

" Foquired ficld

Click on “Submit.”
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5. To add comments to the “General Comments” section at the bottom of the first page of the
Supervisory/Site Review Participant Profile, go the PMCDP Menu and select “Enter General
Comments.”

Introduction
Instructions (pdf)
Cert and Equivalency Guidelines (pdf)

Set PMCDP profile

Identify managers

Maintain project history
Enter supporting information
Review/update competencies

Supervisor/Site Review Report
CE Hour Request Status Report
Competency Status Report
Equivalency Summary Report
Wanver Summary Report

Certification Request Form
Continuing Education Hour Request Form
PSO NotificationReview Request Form

ApprgvingLfiieial ManregeSptians —
- Eﬂer General Comments

:
g
\
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6. You will be presented with a screen with the header “Enter general comments FOR [Name of
PMCDP Participant].” Enter comments in text box (2,000 character limit).

Click on “Save Changes.”

Enter general comments for
IETEUCTIONS: First Line MManager andfor Site Manager may enter comments that will appear

m the "General Comments" section at the bottom of the first page of the Supervisory/Site Eewew
Participant Profile (2000 character lmit).

Click on "Save Changes" to save yvour data.

Save Changes/P [ Clear Form
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You will be presented with a screen confirming your action. You may return to the profile and
review your inputs by clicking on “Click here to view this participant’s profile report.”

Enter general comments for

The text you Qltﬂd has been saved.

Click here to view this paﬁduan@ port

This completes your ESS actions for this profile unless additional and/or clarifying
information is requested from the federal project director based upon additional PSO and/or
OECM reviews.
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CE Hour Review and Approval

PMCDP module has two options for the approving official to access continuing education hour
requests:

a. Access request via a URL hyperlink embedded into a notification email, or
b. From the PMCDP menu, “Review/approve CE hour requests.”
1. URL HYPERLINK: When an electronic message is received notifying you that one of your

PMCDP participants is requesting CE hour approval through ESS, you must review the
request and approve, disapprove, or put the request on hold. This process does not require you
to log on to ESS. A URL hyperlink will be embedded into the notification email.

From:

Sent:

To:

Subject: PMCDP request For (EU approval
Importance: High

To:

has made the following request for CE - approval through

Employee Self Service (ESS)

Category:

Title:

Dates earned from/to:
CEUs requested:
Activity description:

To review this request, click on the following link to approve or disapprove the request

< hito/fmisdev2 br doe govess/seourePMCDP_CEL_approval_form >

Click on the hyperlink to access the one page approval form. You are required to enter your
ESS password for security purposes.
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PMCDP MENU: You may also access this information from the PMCDP Menu, select
“Review/approve CE hour requests.”

Instructions (pdf)
Cert and Equivalency Guidelines (pdf)
CEG Addendum (pdf)

Set PMCDP profile

Identify managers

Maintain project history
Enter supporting information
Review/update competencies

Supervisor/Site Review Report
CE Hour Request Status Report
Competency Status Report
Equivalency Summary Report
Waiver Summary Report

Certification Request Form
Continuing Education Hour Request Form
PSO Notification/Review Request Form

Approving OfficialManager Options
- Emter General Comments
] I I

T
=
8
°
|
J

€ Bgvieitapprwe CE Hour requ_eits —
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3. You will be presented with the PMCDP CE Hour Pending Request Summary. To act upon a
CE hour request, choose the participant and click on Action column, “Change Status.”

PMCDP Administration
CE Howr Request Smninary

Manager:

Click on any of the radio buttons to display the requests of a particular status in the CE Hour request queue.
STATUS: Pending® OnHold O Approved O Disapproved O Cancelled O ALL O

4 pending requests in the system.

CE OECM
Hours Status
approved  Daie

Action [Name Tifle CEHours  Date Manager OECM

Reminder
requested Requesied  Siatus Status i

{

Awaiting
: Line
Pending Marnager 1]
Approval

T
]
tad
R

Awaiting
; Line
Pending Manager 0
Approval

[
@
ad
[%

Awatting
g Line
Pending Manager .
Approval

[
i
a3
=%

Awaiting
: Line
Pending Maragar g
Approval

[
i
a3
=%
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4. You will be presented with a CE Hour Request Summary. This summarizes the request and
allows you to assign CE hours and approve, disapprove, or put on hold this request.

PMCDP CE Houwr Request Suinnary

NOTE: Clicking on the SAVE buffon will save the sfafus selected. Email will be senf fo the emplopee nofifiing them of
approval stafus and wmember of CF Hours approved.

Reguestor:

Categony:

Title:

Dates eatned fromto:
CE Houts requested:

Activity description:

Line managet/approval date:

Selen:tStatus:J‘c .~ Select a status — v

Approved
Cancel Request
Disapproved
Flaced On Hold

e
MNumber of CE Hours approved:

3
Comuments:

*
-Reguired field

Subimit ] [ Cancel
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5. To update the status of this request, click the down arrow to the right of the “Select Status”
drop down box to display a list of choices. Select the appropriate choice (required).
e Approved
e Cancel Request
e Disapproved
e Placed on Hold
Seleu:tS‘r,atus:“C — Selecta status — v
—Selecta status —
Approved
*
Mumber of CE Howrs approved: Bif}an;;; Eig ;E <
Flaced On Hold
¥
Comtrients:
£ o
-Fequired field
Submit ] [ Cancel
6. If approved, enter the number of CE hours in the text box next to “Number of CE Hours

approved” (required).

Select Status: —Selecta status — »

Humber of CE Hours approve " ©

*
Comiments:

¥ Required fisld

REV: APRIL 2009
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7. Enter applicable text into the text box next to “Comments” (required).
Humber of CE Houts appru:uved:*
Cumments:*
¥ Required field

8. Submit CE hour decision. Click on “Submit.”

Select Status: — Selecta status — +
Number of CE Hours approve a”

E
Comittetits:

¥ Required field

[ Cancel ]

REV: APRIL 2009
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Once you have approved, disapproved, or put on hold the CE hour request, an electronic
message will be sent to the certified federal project director and OECM notifying him or her
of this action.

From: Administration, PMCDP

Sent:

To:

Cc:

Subject: PMCDP CE Hour Request Approved
Importance: High

To

Your request for CE hours has been approved by your first line and/or site manager. The
Office of Engineering and Construction Management (OECM) has been notified of your
request for CE hours. Final approval by OECM is required for CE hours to be accepted for
biennial continuing education requirements.

Original request date:
Category:

Title:

Dates earned from/to:
CE hours requested:
Activity description:

Approved by line manager on

10.

OECM will take the final action on approval of the CE hour request and notify the approving
official and certified federal project director if his or her determination is different from the
request.
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PSO Certification/Review Approval

1. When an electronic message is received notifying you that one of your PMCDP participants is
requesting PMCDP certification through ESS, you must review the request and approve,
disapprove, or put the request on hold. This process does not require you to log on to ESS.

Click on the electronic hyperlink located at the bottom of the notification email or contact the
PMCDP administrator as directed.

Froma Sent:
Ta:

L4}

Subject:  FMCDP reguest For P50 cerbfication review spproval

Ta:

Tour PMODE participant, . iz requesting PIMCDE cerhificaton through Employes Sell
Service (ESS)

Certification level requested:
To rewew thiz request, chek on the FaIIowmg__]mk. o approve or disapprove the request

IFyou have additional cuestions regarding thus request, please contact the FMCDP adrdristrater at
PMCDP Admaustrationmhe doe gov

@1‘2 e doe, gowessfzecureFRMCDP PED anoraval fD

2. You will be presented with the “PMCDP PSO Notification/Review Approval Form.”

PMCDP PSO Notification/Review Approval Form

Please review the mformation presented in the request below and either approve, disapprove or keep the request on hold by
chicking on the appropriate button at the bottom of this page. Final approwval of the request is at the discretion of OECHL

Your EZS password 15 required. & 'Comment/Beason' 13 required when disapprowing the request.
Approver: .
Requestee's name:

Request date:

Certification level requested:

ESS Password Comment/Reason

Chcli here to view this participant’s profile report

Iapprovel [ | do not approve ] [Putonhold
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3. Your ESS password is required for you to take action on this request. Type in password in
text box labeled: “ESS Password.”

ESS Passworid

4. If you wish to review the participant’s profile, click on the jump site “Click here to view this
participant’s profile report.”

“licl: herve to view tlhas participant’s profile report

[ | approve ] [ | do not approve ] [ Fut on hald

5. Once you have completed your review, you must approve, disapprove, or put this request on
hold. Choose one option.

Chelk here to view tlis participant’s profile report

@rwe ] [ | do not approve ] [ PutunhnlD

6. A comment/reason is required for not approving the request for certification. Enter applicable
comments in text box labeled “Comment/Reason.”

Comment/Reason

< >
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Once you have approved the certification request, you will be presented with a screen
confirming your action. An electronic message will be automatically sent to OECM notifying
him or her of this approval. OECM will begin its review for presentation to the Certification
Review Board.

PMCDP PSO Certification Approval Form

You have approved the PS5O certification request.
OECM has heen notified of this P50 certification approval,

Close windowr
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