ESS Tutorial, Project Management Career Development Program 1
REVIEW/UPDATE COMPETENCIES

Review/Update Competencies

Once you have completed a developmental assignment or training, or you have additional
information to input for a competency, you may update it at any time. You may view comments
from approving officials on competencies in the “Competency Status Report.” See tutorial section
on “Reports.”

1. Click on the PMCDP menu and choose “Review/Update Competencies.”

PMCDP [Time/Leove] Help _

Introduction

Instructions (pdf)

Cert and Equivalency Guidelines (pdf)
Access corporate reports

Set PMCDP profile
Identify managers
Maintain project history

Enter supporting Enrrﬂf_:tiun

g

ew/update competencies

1

2. To update a developmental need, follow steps 3-13 below.
To update an equivalency, follow steps 14-21 below.

To update a waiver, follow steps 22-28 below.
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Changing and / or Submitting a Developmental Need Competency

When the developmental activity or its targeted or actual completion dates has changed, or
when you have completed a developmental activity, you must update this information.

Click on PMCDP Menu, choose “Review/Update Competency.” You will be taken to the

Competency Status screen. Choose a competency and click on “Update this item” for the
applicable competency.

Competency Status
Competency

1] Developmental Need Equivalency? Justification
(elick for | gy Targeted Actual Reguirernents Waiver OF Colnments
description) " mppg Corpletion  Corgpletion et
Date Dare
Updse 111 College
this en — Course
Upgate 112 FMCTDE View

i sieen

Training comenents
Upidate 113 Education & View
thiz e — Exgrience COmTEnLE

1lndzte

After selecting “Update This Item,” a screen with the header “PMCDP FOR [Your Name]”

and the number of the competency will appear. The current status will be highlighted.
PMCOP FOR
Competeney = L1.1

Plase select a status for this compeiency recond:

Davabagrreiial reed V

Tenmloprmactal naed s
Do s

To choose developmental need, click the down arrow in the drop down box and choose
“Developmental Need.”

Click on “Continue.”
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5. A screen will appear with the header “PMCDP FOR [Your Name]” and the number of the
competency, and “Competency designation selection = Developmental Need.”

To choose a different activity for “Developmental Need,” click the down arrow to the right
of “Select a developmental need” drop down box and select a new/different option.

Text-only menn
PMCDPE FOR

Updateg corgetency = 1 4.1
Commpetency desipnation selection = Developmental Nead

" Fequired fields

Comnpetency Status

- Tﬂ"]&“’rf p-‘i‘“‘“} Justification or Comanents
Completion | Compieiton (2000 characrer limit)
Develapmmenial reed Daie Datte

Qo yyy vy | imnddd vy

- Select a developmental necd -+

- Select a developmental need —
Cerification/License
Collene Course
Equivalent Training Course
Mentoring

On-the-job Training

Oral Board Review

Other

PMCDP Course

Rotational Assignment
Selt Study

Written Examination

6. Targeted Completion Date: To update, click on the “Targeted Completion Date” field and
enter the new date (mm/yyyy).

Compelenicy Stanis Justification or Comments
Target Completion Daite | Actual Compleiion Date (2000 character limit)

(mm/yyyy) (mum/dd/yyyy)

Developmental need

—

'E—Selec’_tadevel_opm_ental need € v _ )
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Actual Completion Date: To enter or update the actual completion date of your activity,
click on the “Actual Completion Date” field and enter the date (mm/dd/yyyy).

Competency Stafie Justification or Comments
Target Completion Daite | Actual Compleiion Date (2000 character limit)
Developmental need
(rom/yyyy) (rm/dd/yyyy)
[—Select a dewvelopmental need — i+ < | |
Fareareacmemsnncneen el v

Justification and comments: To update your justification or comments, highlight and delete
the text you want to change. Insert comments or cut and paste additional information into

the comment box.

Compeiency Stati Justification or Comments
Target Completion Daite | Actual Completion Date (2000 character limit)
Developmental need
(rum/yyyy) (mum/dd yyyy)
— Select a developmental need — |
Click on “SUBMIT.”
Compelency Status Justification or Comments
Target Completion Date Actnal Completion Date (2000 character limif)
Developmenial need
(nm/yyyy) (mm/dd/yyyy)
“Zelecta developmental need — v
SUBMIT
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10. A summary page with the header “PMCDP FOR [Your Name]” and the number of the
competency, the chosen developmental need, the target date, completion date, and any
comments will appear. You can accept these inputs and submit this developmental need
for approval, edit the information, or update another competency. Choose one option.

PHCOP FOR

Cormpetency Ik 17,1
Developimental need:
Target date:
Cornpletion date:

Cloininents;

[Update another < ompetensy| | [Snbmit for appraval]
|Ee-wdif this campetency]

Options:

Submit for approval: This will generate an electronic message to the approving official
you select requesting approval for this competency.

Re-edit this competency: This will bring you back to the original input screen for your
update.

Update another competency: This will bring you back to the *“Review/Update
Competency” screen where you can select another competency to update.

You should also update your IDP to match these changes.

IDP Update: Click on “IDP” on the top menu, choose “Update current IDP” to process your
IDP. For details, see “Initial Entry of Competency Information, Developmental Need.”
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If you choose “Submit for approval,” a screen with the header “PMCDP FOR
[Your Name]” and the number of the competency will appear. If you have
previously chosen an approving official, that name will appear on the screen. If no
name appears as the approving official or the name is incorrect, click “Change.” If
the name is correct, click “Continue.”

PMCDF FOR

Competency ID =

Please select an approving official for this competency record. By default, your first line manager firom your
profile will he selected. Click on the " Change" link to modify the approving official for this competency.

UPDATED 09/29/2008: PLICDF has two options for competency approval Vou may subimdt this single
competency request, of you may wait to enter other competencies and send one email notification to
wout approving official for all competencies within this PI level. If yvou choose to subimit this request,
click on "Contine "

If youwish to send one notification for moualtiple competency approvals, choose "Competency Status
Report" from the PMCDE mena.

Approving Oflil:ial:“c

Choice of an approving official must be in accordance with your program office policy and
procedure.
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12. If you choose “Change,” a screen will be displayed that allows you to search for the name
of your applicable approving official.

PMCDP approving official search

=search by name (last first):
MNOTE: INo space hetween comma and first name

Manager 112]111?C>

[ Submit ] Cancel ]

Type in the name: Last,First (no space between comma and first name).
Click “Submit.”

13. If you choose “Continue” or have now chosen an approving official, a screen with the
header “PMCDP FOR [Your Name]” and the number of the competency will appear. This
is notifying you that an automatic email will be sent to the name/email address you have
selected. You may send or cancel the request.

PMCDP FOR

Competency TD =1.1.1

Thiz fianction will send an emal message to the designated approving official, infortming them that this
competency 15 ready for review,

Designated approving official:  Name of Approving Official here

Fmail address: Email address of Approving Official here

Send for approval ] [ Cancel request l

Send for approval: This will automatically send an email message to the approving
official informing him or her that this competency is ready for review.

Cancel request: You will be returned to the “Review/Update Competency” screen.
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Changing and/or Submitting an Equivalency

You may update your equivalency type, the justification/comments, and/or the verification
method.

14. Click on PMCDP Menu, choose “Review/Update Competency.” You will be taken to the
Competency Status screen. Choose a competency and click on “Update this item” for the
applicable competency.

- . Competency Siatus
ormpebency — =
II,'[} ) -_,q-;:-:pme:al Ll Equivalencyf Justification
il for e, Al e PPN o
clcf:ﬂrl];rflz;::} %@fg C’nmﬁ:{m Conpletion ch,;f{cgmﬂ Waiver OF Colrunents
e Date Dlte
]_[p_l‘._a:_r 111 College
this fhern i Course
Update 112 FricDE
thif e = Training
Upndate 113 Education &
this fiem — Experience
1zt
15.

After selecting “Update This Item,” a screen with the header “PMCDP FOR [Your Name]”
and the number of the competency will appear. The current competency record status will
be highlighted.

To choose equivalency, click the down arrow to the right in the drop down box and choose
“Designation of Equivalency.”

Click on “Continue.”

PMCDP FOR
Competency = 1.1

Plase select a status for this compeiency recond:
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16. A screen with the header “PMCDP FOR [Your Name],” the number of the competency,
and the “Competency designation selection = Equivalency” will be presented.

In the column “Competency Status,” “Equivalency type” click the down arrow to the right
of “Select an equivalency” to display a list of options. Choose one.

PMCDP Folt

Upiating cospetency = 1.6.2
Cognpetency dezigation sslecthon = Equivalency

'-R.cqquJ:d fields

Competency Status Justification or Cormiments

- Verifics a4’
Eguivalency iype (2000 character limit) Ll e

-« Select an equivalency - - Select a verification method -~
-~ Select an equivalency --
Education & Experience
Experience

Oral Exam
U‘h\mﬂn‘rmq?—/
FE or SreTSE

PMCDP Training

PMI PMP

TQP Certification

Training or Education complated
Written Exam

SUBMIT

17. Update information that supports your request for having equivalent knowledge, skills, and
abilities for this competency in the “Justification or Comments” field (2,000 character
limit). This information should be concise and thorough, as it will be the basis for
Certification Review Board decision on this competency.

PMCDP Folt

Upiating cospetency = 1.6.2
Cognpetency desigation sslecthon = Equivalency

'-R.cqquJ:d fields

Competency Status Justification or Cormments .
= - : Verification Method
Egulvelency type 000 character limi
-- Select an equivalency - - -- Sglect a verification method -~

- Select an equivalency -
Education & Experience
Experience

Oral Exam

(Other
PE or RA License SLUBMIT

PMCDP Training

PRI PP

TQP Certification

Training or Education completed
Written Exam
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18. Update the verification method, if applicable. Click the down arrow to the right of “Select
a verification method” field to view a list of choices. Select a different method.

Click on “SUBMIT.”

PMCDP FOR

Updating competency = Lo 2
Cranpetency desipnation sslectom = Equivalency

.-RJ:'quLF':".I fields
Competency Status Justification or Corminents - =
Eguivalency fype (2000 character limit)" erification Metho

B gystems and
Fractices in DOB.
Completed 0772004

PMCDP Training ~ - Select a verification method -

-~ Select & verification method --
e Completion Coptifeare

CourSEtomg i Ale
Course Evaluation

Inkervigw

Mo Documentation

Observed

On the Job Training

Cral Board

Position Descriptien
Professional Certificate/License
Qualifying Official

SME

Transaript

Written Exam

19. A summary screen with the header “PMCDP FOR [Your Name]” and the number of the
competency will appear. You can accept these inputs and submit this updated equivalency
for approval, edit the information, or update another competency. Click on one option.

PMCRE FOR

Coge ey M1z 112

Equivadency tvpes Educalion & Egietienos
WVerifed bys On thie Jos Timeg
'Dln.mhf: 30 =3 ep b Bl

Tplate anothen coamptency] | [Sibinst Gan appiesal

| B dit thas ¢ ammpeetensy

Options:

Submit for approval: This will generate an electronic message to the approving official
you select requesting approval for this competency.

Re-edit this competency: This will bring you back to the original input screen for your
update.

Update another competency: This will bring you back to the “Review/Update
Competency” screen where you can select another competency to update.
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20. If you choose “Submit for approval,” a screen with the header “PMCDP FOR [Your
Name]” and the number of the competency will appear. If no name appears as the
approving official or the name is incorrect, click “Change.”

If the name is correct, click “Continue.”

PMCDFP FOR

Competency ID =

Please select an approving official for this competency record. By default, your first line manager firom your
profile will he selected. Click on the " Change™ link to modify the approving official for this competency.

UPDATED 09/29/2008: PIWCDF has two options for competency approval. ¥ou may subinit this single
cotmpetency request, or you may wait to enter other competencies and send one email notification to
your approving official for all competencies within this PI level. If wou choose to submdt this request,
click on "Continue "

If ywou wish to send one notification for multiple competency approvals, choose "Competency Status
Report" from the PRMCDP e,

E -
Approving Official;

Choice of an approving official must be in accordance with your program office policy and E
procedure. .

21. If you choose “Change,” a screen will be displayed that allows you to search for the name
of your applicable approving official. Follow steps 12-13 above.
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Changing and/or Submitting a Waiver

You may update your justification/comments. These comments should be concise and
thorough, as they will be the basis for Certification Review Board approval of this waiver.

22, Click on PMCDP Menu, choose “Review/Update Competency.” Click on “Update this
item” for the applicable competency.

After selecting “Update This Item,” a screen will appear displaying your name and the
competency number. The current status will be highlighted.

FPMCOF FOR
Competeney = 1.1

Plmase select a status for this compaiency necond:

To choose waiver, click the down arrow to the right of the “Select a Status” and choose
“Waiver.”

Click “Continue.”

23. A screen with the header “PMCDP FOR [Your Name]” and the number of competency
will appear. Update the justification in the box provided (2,000 character limit).

Click on “Submit.”

PMCRF

Uaidaeng competency = 1.1.3
Compecency designation selection = Waiver

By Pas{foation (1 #a bow bolow Jor wariae Sasgrsrio
*Ruqaind [;a‘.d:

Jiktificatinn e Ciariric nks
CR o harscder i)

__ b
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24. A screen with the header “PMCDP FOR [Your Name]” and the number of competency
will appear detailing your choices. You can accept these inputs and submit this waiver for
approval, edit the information, or update another competency. Click on one option.

FMUIE FOR

Cornpetency Ik 1,92

Waiver: Requastad
Requasting a Lavel 1 watvar. Will be retiring and
Leaveing the ageney during the two-ywesr phase in
period Wil only serve during that time as a
project director for approximately 5- months.

Clonniment s:

[Update smother competency] | [Sabut for approval
|Ee-edit this competency]

Options:

Submit for approval: This will generate an electronic message to the approving official
you select requesting approval for this competency.

Re-edit this competency: This will bring you back to the original input screen for your
update.

Update another competency: This will bring you back to the “Review/Update
Competency” screen where you can select another competency to update.
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25.

ESS Tutorial, Project Management Career Development Program
REVIEW/UPDATE COMPETENCIES

If you choose “Submit for approval,” a screen with the header “PMCDP FOR [Your
Name]” and the number of the competency will appear. If no name appears as the
approving official or the name is incorrect, click “Change.” If the name is correct, click
“Continue.”

PMCDP FOR

Competency [D =

Please select an approving official for this competency record. By default, your first line manager fiom your
profile will be selected. Click on the " Change™ link to modify the approving official for this competency.

UPDATED 09/29/2008: PMCDF has two options for competency approwal, ¥ou may subenit this single
competency request, or you may wait to enter other competencies and send one email notification to
your approving official for all competencies within this PM lewel. If wou choose to submit this request,
click on "Continue."

If o wish to send one notification for multiple competency approvals, choose "Competency Status
Report" from the PRMCDP metu.

Approving 'C)flicia.l:“c

Choice of an approving official must be in accordance with your program office policy and
procedure.
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26. If you choose “Change,” a screen will be displayed that allows you to search for the name
of your applicable approving official. Follow steps 12-13 above.

217. If you choose “Continue” or have already chosen an approving official, a screen with the
header “PMCDP FOR [Your Name]” and the number of the competency will appear. This
is notifying you that an automatic email will be sent to the name/email address you have
selected. You may send or cancel the request. Click on one.

PMCDP FOR
Competercy [D=L0.2
Thos Function vall serd a0 ecnal message to the desgnated approving official, wlomemy theen thar this
competsncs i5 ready for reves
Designated approving official: Name of Approving Official here
Eviail address: Email address of Approvina Official here
[ Send for approval ] Cancel request

Send for approval: This will automatically send an email message to the approving
official informing him or her that this competency is ready for review.
Cancel request: You will be returned to the “Review/Update Competency” screen.

28. A screen summarizing the competency actions will appear. You may view justification

comments or update competencies.
PMCDF COMPETENCE SUMMARF FOR

Ernail Bias been seml i the demignated approvang olficial

Campricary Snbo
nmmm Demeligiaesial Heed Brpavalencyt Justifieatien or
descrpon) Tarprted Artusl Roguprmants  Waiesr | ChMmenis
Aty RS oertenon Dive | Caspfetion Gue Mel
Upsdus
5 by
- 1

\has rizmm Wik £ictaneiis
v S
lh'.snl'.-ri Vil Qictanrifs
|ul-du‘|3 " Virw coormurnis

Tinalats
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