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Introduction

The Project Management Career Development Program (PMCDP)

The Project Management Career Development Program (PMCDP) has been developed in
response to recommendations by the National Academy of Science’s National Research Council
as contained in their report, Improving Project Management in the Department of Energy (June
1999). In a January 17, 2001 memorandum, the former Deputy Secretary directed the Office of
Engineering and Construction Management (OECM) within the Office of Management, Budget,
and Evaluation to develop the PMCDP. The development of the PMCDP supports the President’s
Management Agenda in the area of Strategic Human Capital Management. The implementation
of this program will considerably strengthen the capability of the Department’s project
management workforce and will thereby enhance the Department of Energy’s (DOE’s) ability to
successfully perform projects.

Tutorial Purpose

This document has been developed to assist participants in using ESS for managing his or her
participation in the PMCDP.

PMCDP Participants

The PMCDP applies to all incumbent DOE federal project directors, employees desiring to be on
a project management career path, and others whose positions require him or her to provide
management direction, oversight, or matrix support to DOE federal project directors.

PMCDP Certification

There are four levels of certification in the PMCDP. Each level has associated competencies
(supporting knowledge and skills). Participants have access to all competencies associated with
the program. Fulfillment of a competency may be obtained by (1) declaring an equivalency, or (2)
declaring the competency as a developmental need, and then completing the associated training or
developmental activity. The participant must choose an approving official, such as a
supervisor/manager, office/site manager, or subject matter expert, to approve the participant’s
attainment of a competency. Participants should follow site/office specific policy and procedure
for designation of approving officials. Use of a subject matter expert to approve a competency is
optional and must be delegated or directed by the cognizant program secretarial office or field
office manager. When a participant has completed entering information for a PMCDP
competency, an electronic mail message is automatically generated and sent to the participant’s
approving official who reviews the competency information. Based on the information provided
by the participant, the request is approved, disapproved, or designated as pending.

Waivers can only be requested for fulfillment of a single competency, or a whole certification
level. If a waiver has been requested, the site/field office manager and the Certification Review
Board (CRB) must approve the waiver as well. Participants can obtain approval for a competency
at any level.

Certification for a level can only be obtained when approval has been granted for all
competencies within a level (i.e., all 19 competencies must be approved to obtain Level 1
certification and Level 1 certification must be approved prior to obtaining Level 2 certification).
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Introduction

A certification request form must be completed and sent to the appropriate approving officials, as
well as the site/office manager.

Equivalency for a Competency

An equivalency is defined as the necessary skills and knowledge for competency in the specific
area, gained through previous coursework, on the job training, and/or experience. PMCDP
emphasizes project management development and experience. Entry of detailed experiential and
training information must be included for each competency. See PMCDP Equivalency and
Certification Guide: click on PMCDP Menu, “Cert and Equivalency Guidelines.”

Association with PMCDP

The PMCDP training module resides on the Corporate Human Resource Information System
(CHRIS). Therefore, you must be associated with the module by your appropriate human capital
management personnel, rather than through your training coordinators.

Site personnel should contact his or her supervisor and/or his or her administrative officer and
request to be associated with the PMCDP. The human capital representative should follow
site/office procedure for associating personnel in CHRIS.

Headquarters personnel should contact his or her respective office supervision and request to be
associated with the PMCDP. The supervisor should follow the Program Element procedure for
associating personnel in CHRIS.

Generally, person(s) with administrator access at your site/program office that have authority to
make changes to your Employee Self-Service (ESS) account must manually associate your job
position number to the PMCDP training module.

In order to advance to higher levels of certification, you should check your profile to ensure that
you are associated with the correct level. If you are not associated to the appropriate level, contact
your human capital management representative as described above.

Revision: July 2008 2



Project Management Career Development Program ESS Tutorial

ESS Web Site

Employee Self Service

The ESS web site supports the PMCDP by providing a central repository and tracking system on
matters related to PMCDP training and certification. Employees can update/review his or her
individual competencies, request PMCDP certification, and request continuing education (CE) credit
hours using ESS. Supervisors, managers, and/or subject matter experts can review and approve
competencies and certification requests through ESS.

1. Access the ESS web site: https://mis.doe.gov/ess

2. Click on “Login.”

3. Enter your SSN or CHRIS Employee ID and password.
4. Click on “Authenticate Me.”

Click on the tab at the top of the page marked “PMCDP.” If you receive an error message stating
that you are not associated with the PMCDP, see your immediate supervisor or administrative
officer to discuss your site/office procedures for enrollment in the program. (See “Association
with the PMCDP,” page 2 of this tutorial).

Revision: July 2008 3



Project Management Career Development Program

ESS Tutorial
Establishing a Profile

Menu Options

Click on the tab marked “PMCDP” for a listing of available options in the module.

Revision: July 2008

Intraduction

Instructions (pdf)

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

Access corporate reports

Set PMCDP profile

Identify managers

Maintain project history
Emter supporting information
Reviewfupdate competencies

Supemrvisor/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 Notification/Review Request Form

Approving OfficialManager Options

- Enter General Comments

- Review/approve emp competencies
- Review/approve cert level requests
- Review/approve CE Hour requests

=
=
-




Project Management Career Development Program ESS Tutorial

7
*

Establishing a Profile

Introduction: You may view a brief narrative introduction targeted to either PMCDP participant
or the applicable approving official.

T ext-only menu

Project Management Career Development Program for

For PMCDP participants:

+ Click on "Set PMCDPE profile’ in the PIMCDTE menu to enter your project management experience,
project history and any additional supporting mformation.

+ After your profile iz updated, click on Rewewfupdate competencies' in the FRCDF menu to develop or

justify core PRMCDE competencies.
+ Click on "Supervizor/3ite Eeview Eeport' to wiew the full report needed for CEE certification.

+ Once you have completed competencies requirements at a particular level, use the 'Certification Recuest

Form' to request an interview and managenal approval for wour level of certification.
¢ If vou need to associate your position to a different PM level, please contact vour servicing
personnel office

For designated approving officials/managers:

+ Click on the appropriate link to approve employees' competency or certification recuests for approwal

Instructions: You may view the tutorial for the PMCDP CHRIS/ESS module.

Certification and Equivalency Guidelines: You may view the most current version of the
PMCDRP certification guideline.

Set PMCDP Profile: The first step in the entry of PMCDP information. Before entering
individual competencies, all PMCDP participants must first establish his or her profile. You will
enter information regarding your required certification level, project management experience,
participant category, program/staff office, and site office/location.

Identify Managers: The second step in the entry of PMCDP information. You must identify
your approving officials. These should include your immediate supervisor, the site/office
manager and any other persons required by your Program Secretarial Office (PSO) protocol.

Maintain Project History: The third step in the entry of PMCDP information. You will enter
current and past project history relevant to project management. You may enter as many projects
as you wish. At a minimum, you must enter at least the last 10 years of your project history. You
are encouraged to enter all project management experience, so that the breadth of your experience
will be made know to the certifying official and the PMCDP Certification Review Board.

Enter Supporting Information: The fourth step in the entry of PMCDP information. The use of
the notepad is optional. A 4,000-character notepad has been provided for you to enter any
additional or clarifying information. This is in addition to provided comment boxes for each
competency.
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Establishing a Profile

Review/Update Competency: Once you have entered all your background information and
project history, chosen approving officials, and entered any supplemental information, you may
begin entering your competency information. Each level of certification has specific knowledge,
skill, and ability competencies that must be fulfilled through training, education, and/or
experience. Each competency must be addressed and approved. Once you have entered your
initial competency information, you may update it at any time. Major changes will require the
updated information to be approved by your chosen approval official.

Supervisor/Site Review Report: All of the data entered under project history and competencies
will be placed into this report. This report is the document that will be presented to the PMCDP
Certification Review Board for consideration of your certification request.

CE Hour Request Status Report: This report lists all CE hour requests and the respective status
in the approval process. You may view your original request from this report.

Competency Status Report: This report lists all PMCDP competencies, summarizes all the
entered information, and the approval status.

Equivalency Summary Report: This report lists all the PMCDP competencies and the
applicable equivalency justification.

Waiver Summary Report: This report lists all the PMCDP competencies for which a waiver is
requested and all supporting information.

Certification Request Form: This form must be completed and submitted electronically to the
approving official(s) [first line and site/office managers as a minimum], in accordance with your
program office protocol, in order to be considered for certification by the Certification Review
Board.

Continuing Education Hour Request Form: Certified federal project directors are required to
maintain his or her certification through continuing education (CE). The requirement is for 60 CE
hours every 2 years. This electronic form must be completed and submitted to the approving
official(s) and OECM in order to be granted CE hours towards the CE requirement.

PSO Notification Review Request Form: Once the first line and site/office manager approval
has been obtained, the Program Secretarial Official (PSO) should be notified that the profile is
ready to be presented to the PMCDP Certification Review Board. Most PSOs require notification.
If a PSO does not require such notification, the participant is required to select “No program
official (PSO) notification/review required” on this form. All profile packages for certification
consideration must be presented to the Certification Review Board by the permanent or Ad Hoc
program representative to the board.

Approving Official/Manager Options:

R/
0.0

Review/Approve Employee Competencies: The approving official is required to respond to all
requests for a PMCDP certification competency review. The approving official may approve,
disapprove, or put the request on hold, pending further review and/or evaluation.

Review/Approve Certification Level Requests: The approving official is required to respond to
all requests for PMCDP certification. The approving official may approve, disapprove, or put the
request on hold, pending further review and/or evaluation.

Review/Approve CE Hour Requests: The approving official is required to respond to all
requests for PMCDP CE hours. The approving official may approve, disapprove, or put the
request on hold, pending further review and/or evaluation.
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Establishing a Profile

Step 1, Background Information

Before entering individual competencies, you must first establish your profile and enter your
background information.

1. Click on the “PMCDP” menu item at the top of the page.
2. Select “Set PMCDP profile.”
3. A screen with the header “Step 1: Enter background information” will be presented. You must

select a level of certification, enter years of project management experience, select your priority

category, and select your Program Secretarial Office (PSO)/Staff Office, as well as your Site
Office/Location.

Step 1: Enter hackground information

Instructions (updated 06/2572007): Select your requested level of certification, enter wour total yvears of project management
experience 1) within DOE, 2 in other federal agencies and 3) in the private sector, along with your current FII applicant
category status and ywour PA0 and site office information. Click on the " Save and Continue ™ button at the bottom of this form
when finished. You will then be directed to identify your managers.

*
-Required fields

e *
Level of certification requested: Level v

*
Years of project management experience - DOE:
Years of project management experience - other federal agencies:

Years of project management experience - it private sector:
Applicant Prionty category:

g W
PSOfStaff Office:

; g ik 7
site Office/Location:

Sawe and continue l [ Clear farm
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Establishing a Profile

4. Select the required level of certification, in accordance with your PSO policy and protocol.

If an FPD is managing a portfolio of projects, the required FPD certification level is determined
by the project with the highest TPC dollar value.

PM Level 1: Responsible for projects with TPC between $5M and $20M.
PM Level 2: Responsible for projects with TPC between $20M and $100M.
PM Level 3: Responsible for projects with TPC between $100M and $400M.
PM Level 4: Responsible for projects with TPC exceeding $400M.

Click the down arrow to the right of “Level of certification requested” field and choose one.

Step 1: Enter background information

Instractions (updated 06/2872007): Select vour requested level of certification, enter wour total weats of project management
expetience 1) within DOE, & in other federal agencies and 3 in the private sectot, along with your cutrent PR applicant
category status and your PRO and site office information. Click on the "™Save and Continue" button at the bottom of this form
when finished. You will then be directed to identify your managers.

%
-Reguired fields

X x *
Level of certification requested:
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Establishing a Profile

5. Project management experience from any source will be considered towards your PMCDP
experiential requirements. The only required experience entry is for time spent as a project
manager/director for DOE. Other federal agencies and private sector experiences are optional.
However, if you are claiming this non-DOE experience for completion of a competency, it must
be included in the project history. To enter your project experience, do the following:

R/

+« Enter the number of years of DOE project management experience in the “Years of
project management experience - DOE” field (required). Only enter the number, not any
text.

¥ Required fields

Years of project management experience - DOE"

Tears of project management experience - other federal agencies: 12

Years of project management experience - in private sector: 0

7

«» Enter the number of years of project management experience in other federal agencies in
the “Years of project management experience — other federal agencies” field, if
applicable (optional). Only enter the number, not any text.

* Required fields

Years of project management experience - DOE:" 14
Years of project management experience - other federal agencies: @
Tears of project management experience - in private sector; 0

®

«+ Enter the number of years of project management experience in the private sector in the
“Years of project management experience — private sector” field, if applicable (optional).
Only enter the number, not any text.

¥ Requirsd flelds

Tears of project management experience - DOE:" 14

Years of project management experience - other federal agencies: 12

Years of project management experience - in private sector: @
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Establishing a Profile

6. You are required to select a priority category (e. an incumbent project director, a candidate, or
other) Click the down arrow to the right of “Applicant Priority category” field to display a list of
choices. Select the appropriate choice.
+ Project Management Candidate is defined as someone aspiring to a project management o
+ career as a federal project director, or who previously held such a position, but who does not
+ currently have a project for which he or she has been assigned primary responsibility (e.g., «
. deputy project directors, assistant project directors, integrated project team members, and .
. others who may desire or are encouraged to attain federal project director certification). .
Project Management Incumbent is defined as someone who is currently assigned as the
s federal project director with primary responsibility for a capital asset. :
Other is anyone who is taking courses, but has not been formally identified by management ¢
¢ as an incumbent or candidate. .
¥
-Reguired fields

Level of certification I’E:qUEStE:de Level

Tears of project management experience - DOE:“c

Years of project management experience - other federal agencies:

Years of project management experience - i pevvate sectos

Applicant Prionty c:a.l:eg-:nrgi'::‘c <—>

PEOfStaff Office: o

5
site Office/Location: 2!
7. You are required to identify your Program Secretarial Office (PSO)/Staff Office. Click the down

arrow to the right of “PSO/Staff Office” field to display a list of choices. Select the appropriate
choice.

*
-Reguired fields

o *
Levwel of certification requested: Level ™

o
Tears of project management expenence - DOE:
Tears of project management expenence - other federal agencies:

Tears of project management expenence - in private sector

*
Applicant Prionty category:

*
PSO/Staff Office: ( )

; 5 ik =z
Site Office/Location:
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Establishing a Profile

You are required to identify your Site Office/Location. Click the down arrow to the right of “Site
Office/Location” field to display a list of choices. Select the appropriate choice.

*
-Reguired fields

o *
Lewvel of certification requested: Level ™

¥
Tears of project management expenence - DOE:
Tears of project management expenence - other federal agencies:
Tears of project management expenence - in private sector:
*

Lpplicant Priority category:

o W
PEO/Staff Office:

'
Site Office/Location: ( >

9.

Select “Save and continue.”

Step 1: Enter background information

Instructions (updated 06/282007): Select your requested level of certification, enter wour total years of project management
experience 13 within DOE, 2 in other federal agencies and 3) in the private sector, along with yvour current PM applicant
category status and your P30 and site office information. Click on the " Save and Continue” button at the bottom of thus form
when finished. You will then be ditected to identify your managers.

*
-Required fields

g *
Lewel of certification requested: Level

*
Tears of project management experience - DOE:
Tears of project management expenence - other federal agencies:

Tears of project management experience - in private sector:
*
Applicant Prionty category:
*
P3O/ 5taff Office: Bt

cite Office/Location:

@nd continue | [ Chearform |

10.

You will automatically advance to Step 2.
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Step 2, Identify Managers

Approving Officials must be identified to approve all competency and certification requests. This
may be done by selecting “Ildentify your managers” from the PMCDP Menu, or you will

automatically be advanced once you complete Step 1.

1. If this is your initial entry of information, you will automatically be advanced from Step 1 to Step
2. If you choose to enter this information separately, click on the “PMCDP” menu item at the top

of the page. Select “Identify managers.”

2. A screen requiring you to select your first line and overall site/office manager will be presented.
There will be no person listed next to “Overall site/office manager” and “First line manger.”
PMCDP Profile for

Step 2: Identify youwr managers

Instructions @ Select wour site's manager as well as your direct first line manager. Click on the "Save and Continue™ button at
the bottom of this form when finished. You will then be directed to the project history update page.

* Requited fields

Owerall sitefoffice manager: Change
First line manager; Change

I_ Sawve and continue ]
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Establishing a Profile

3. Select overall site/office manager.

Click “Change” to select the appropriate DOE employee.

PMCDP Profile for

Step 1: Identify your managers

Instructions : Select wour site's manager as well as wour direct first line manager. Click on the "Save and Continue ™ button at
the bottom of this form when finished. You will then be directed to the project history update page.

* Required flelds

Orwerall sitefoffice ma.nager:*

Change
First line manager:* Change
’_ Sawve and continue ]
4. A screen will be displayed that allows you to search for the name of your applicable site/office

manager. Type in the first few letters of the last name and choose correct person from listing

(Example: For John Smith, type in: “Smit”) (no space between comma and first name). Click
“Submit.”

PMCDP site manager search

=earch by name (last first):
NOTE: No space hetween comma and first name

LIanager llﬂlnEC_>

m[ Cancel ]

If you have not properly identified the manager, an alert message will appear requesting you to go
back and choose again.
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Establishing a Profile

5. A pop-up box will appear listing names of persons in DOE whose last name matches the letters
entered in the search screen. Choose the approving official by clicking on the radio button to the
left of the correct name. Click on “Submit” or “Search Again” to continue looking for the
correct approving official.

PMCDP Profile for

Step 2: Identify your managers

Instructions : Select your site's manager as well az yrour direct first line manager. Click on the " Save and Continue™ button at
the bottom of this form when finished. You will then be directed to the project history update page.

" Required fislds

Change

L L

A https:/imisdev.doe.gov - ESS: Select PMCDP manager - Microsoft Internet Explorer pro... E]|§|E]

Select a manager by clicking on the radic button nesxt to your manager's name i the search results Change
- . . = AL 4
below, then click the 'Submit' button to sawve your selection:
(1 names found).

ame Routing Symbol Duty Station
O

6. A Pop-up screen will notify you that your approving official selection has been saved to your
profile. Choose “Close this window.”

2} https:fimisdev. doe.gov - ESS: PMCDP manager selected - Microsoft Internet Explorer p... |:||§|r5__(|

Your manager has been updated. Click on the link below to close this window,
which will refresh the main window.

Close this window
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Establishing a Profile

7. You will be brought back to the “Step 2, Identify your managers” screen. The name you have just
chosen will appear next to “Overall site/office manager.”

PMCDP Profile for

Step 2: Identify your managers

Instractions : Select wour site's manager as well as your direct first line manager. Click on the ™Save and Continue™ button at

the bottom of this form when finished. ¥ou will then be directed to the project history update page.

* Required fislds

Owerall sitefoffice man&ger. | Name of Overall site/office manager here

First line rnanager:“=

l Save and continue J

8. Select first line manager.

There will be no person listed next to “First line manager.” Click “Change” to select the

appropriate DOE employee.

PMCDP Profile for

Step 2: Identify your managers

Instructions : Select your site's manager as well as your direct first line manager. Click on the ™ Save and Continue™ button at

the bottom of this form when finished. Vou will then be directed to the project history update page.

* Required fields

Owerall site/office manager:]| Name of Overall site/office manager here Change
First line manager:” Change
[ Sawe and continue J
Revision: July 2008 15



Project Management Career Development Program ESS Tutorial

Establishing a Profile

9. A screen will be displayed that allows you to search for the name of your applicable first line
manager. Type in the first few letters of the last name and choose correct person from listing
(Example: For John Smith, type in: “Smit”) (no space between comma and first name). Click
“Submit.”

PMCDP first line manager search

Search by name (last first):
MOTE: INo space hetween comma and first name

hManager 1111an )'

If you have not properly identified the manager, an alert message will appear requesting you to go
back and choose again.

10. A pop-up box will appear listing names of persons in DOE whose last name matches the letters
entered in the search screen. Choose the approving official by clicking on the radio button to the
left of the correct name. Click on “Submit” or “Search Again” to continue looking for the correct
approving official.

PMCDP Profile for

Step 2: Identify your managers

Instructions :Belect wour site's manager as well az wour direct first line manager. Click on the ™ Save and Continue™ button at
the bottom of this form when finished. You will then be directed to the project history update page.

* Required fields

-} https:fimisdev. doe.gov - ESS: Select PMCDP manager - Microsoft Internet Explorer pro... @|§|@ Change

—_—
Select a manager by clicking on the radio button next to your manager's name in the search results
below, then click the 'Submit' button to save your selection:

(1 names found).

Change

Ll L

QIne Routing Symbol Duty Station

Search Again
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Establishing a Profile

11. A Pop-up screen will notify you that your approving official selection has been saved to your
profile. Choose “Close this window.”
3 https:/imisdev. doe.gov - ES5: PMCDP manager. selected - Microsoft Internet Explorer, p... E]|§|@
Your manager has been updated. Click on the link below to close this window,
which will refresh the main window.
Close this window
12. You will be brought back to the “Step 2, Identify your managers” screen. Both names that you
have chosen will appear.
PMCDP Profile for
Step 2: Identify youwr managers
Instructions @ Select wour site's manager as well as your direct first line manager. Click on the "Save and Continue™ button at
the bottom of this form when finished. You will then be directed to the project history update page.
* Requited fields
Overall sttefoffice manager”_1—Tame of Overall site/office manader here fhange
First lin 4 - Change
IR Name of First line manaaer here
W
If you need to change either of these fields, click on “Change” and repeat steps 4 & 5.
9. Select “Save and continue.”
Crrerall sitefoffice manager:* Change
First line ma.nager:* Change

[ Save and continue

10. You will automatically advance to Step 3.

Revision: July 2008 17



Project Management Career Development Program ESS Tutorial

Establishing a Profile

Step 3, Project History

You must now enter details of your project history information. At a minimum, you must enter
information for individual DOE projects you are currently working or have worked on over the past
10ears (or less) and any future projects on which you anticipate that you will work beginning within
the upcoming year. This may be done by selecting “Maintain project history” from the PMCDP
menu, or you will automatically advance once you complete Step 2.

1. Once you have completed the background information, you will automatically be taken to an
initial project history page titled: “Step 3: Maintain project history.” If you choose to enter this
information separately, click on the “PMCDP” menu item, “Maintain project history.”

PMCDP Profile for
Step 3: Maintain project history

Sorted by date (Click on underlined column headings fo change sorf order)

The CRE requests that cettification candidates please identifyr the following information for individual projects on which
cettification candidates are currently working or have worked on ower the course of the past 10 years (if certification
candidates wish to additionally identifyr projects worked on priot to 10 vears ago, that is at his/her discretion). In addition,
please identify future projects on which wou anticipate that you will work beginning within a year.

Add another project

PI::t p Overall | Owerall (Your Start | Your End e
Action Project Name Position Title m Project | Project | Dateon | Dateon Descrl']ip o
illions Start Date | End Date | Project Project
Delete | . .
i
Update L
elete] | -
pdate | [ew]

Sawe and continue

Click on “Add another project.”
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Establishing a Profile

2. A screen for data entry on a project will be presented. You will enter each project separately.

You may begin at the present time or with your first project managed. Required information is
identified with a red *.

Add a project to your PMCDP profile
* _ Recuired fields

Project name: "
Position title:
Total project cost: (in millions; enter numbers nnlyj*

Overall project start date: * (i deliyryryry format)

Overall project end date: (me/ddiyyyy format - leave
hlank if current project)

Your start date on the 111'|:|je-ct:* (el format)

Your end date on the project: (mm/ddfyryyy format - leave
blatk if still on project)
Specific role: *(4000 character limif)

Include specific invvolvement duting project ife oyele schedulefdecision phases (e.g., served as project manager during CD-0 through CD-1
from 7/95 through W07, served as project engineer duning project closeout from 1/03 through 9703, serve as federal project director during

CD-4 project closeout from 9003 to present).

3. Enter the name of the project managed in the “Project name” field (required).
Add a project to your PMCDP profile

" - Required fields

Project name: " C >

4. Enter your position title during management of the project in the “Position title” field (required).
Add a project to vour PMCDP profile

" Required fields

. ®
Project name:

Position title: " < >
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Establishing a Profile

5. Enter the total project cost in the “Total project cost” field (required).

Note: Enter only the whole number; for example, a project with a total budgeted cost of
$147,850,000 would be rounded up and entered as 148. Costs are represented in millions of
dollars. Do not enter “$” or “M” or “K.”

Add a project to your PMCDP profile
* - Required fields

. *
Project name:

Position title: "

Total project cost: (in millinns; enter numbers cmlyj* Q

6. Overall Project Dates.

Enter the overall project start date in the “Project start date” field (mm/dd/yyyy) and the overall
project end date in the “Project end date” field (mm/dd/yyyy). Leave this field blank if this is a
current project.

Project name: *
Position title:

Total project cost: (in millions, enter numbers l:nnly)*

. *
Overall project start date:  (mm/ddfyryyy format) ©
Overall project end date: (mm/dd/ry format - leave ©
blank if current project)
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Establishing a Profile

7. Your Participation Dates.
Enter the start date of your participation on the project in the “Your start date on the project” field
(mm/dd/yyyy). Enter the end date of your participation on the project in the “Your end date on
the project” field (mm/dd/yyyy). Leave this field blank if this is a current project.
Project name: "
Position title:
Total project cost: (in millions, enter mambers u:unlj.rj*

Overall project start date: " (mm/dds format
praj Yy

Overall project end date: (mm/ddfrryry format - leave
Klank if current project)

Your start date on the project: ¥ (et didiyryyy format) ©
Your end date on the project: (mm/ddAryyy format - 1ea©
Blank if still on project)

8. Specific role. This field has a 4,000-character limit.

Specific 1'019:*(4000 character limif)
Include specific involvement during project ife cycle schedule/decision phases (e.g., served as project manager during CD-0 through CD-
from 795 through 297, served as project engineer during project closeout from 103 through 203; serve as federal project director during

CD-4 project closeout from 9703 to present).

Enter details for the following categories of information on this project:
a. Start and end date of your tenure.

b. Location and current decision/project phase. If the project is not a DOE funded project,
then please include the name of the organization/company and brief description of
project. For current projects, please indicate the start date (mm/dd/yyyy) - present.

c. Your specific project role(s) (e.g., project director, project manager, integrated project
team member, program director, office director, program manager, Contracting Officer’s
Representative (COR), scientist, engineer, architect, etc.) and very briefly describe
project management activities that you conducted or are conducting in relation to your
role in the project.

d. Describe in detail your specific involvement during project life cycle (e.g., served as
project manager from project design through closeout, served as project engineer during
project closeout, served as COR/COTR for years three and four during the seven-year
project life cycle, served as site supervisor for six months during the third year of the
five-year project, as project scientist/engineer/program representative, served in the
capacity of the project director during pre-project planning stages for one year, etc.).

(Continued on next page)
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Establishing a Profile

The type of project, such as remediation, design/build, GPP, line item capital project,
operating funded projects (including Major Items of Equipment), etc.

Critical Decision (CD) phases the project progressed through while you were assigned,
whether you were the only project director or shared responsibility with other project
directors assigned to the project, if you were one of many assigned to the project, what
were the specific areas for which you were responsible during the life cycle of the
project, were you preceded or followed by other project director(s) and the dates you
served on each CD phase (e.g., served as project manager during CD-0 through CD-1
from 7/95 through 9/97; served as project director during CD-3 construction from 1/03
through 9/03; serve as federal project director during CD-4 project closeout from 9/03 to
present; or took the project through CD-0, and then were followed by others for the
completion of the project, or took the project from CD-1 (2/02 — 5/03) through CD-2
(5/03-9/03) and CD-3 (9/03- 11/04) only and then others took it to CD-4).

9.

Click on the “Save and continue” button after entering all the required information.

@ave and cuntin@[ Clear form l
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Establishing a Profile

10. A screen with the header “PMCDP Profile for [Your Name], Step 3: Maintain project history”
will appear stating that your project information has been added. Review the information and
choose to update, delete, enter another project, view the project description, enter additional

information, review/update competencies, advance to Step 4, or choose another option from the
PMCDP Menu.

PMCDP Profile for
Step 3: Maintain project history
Sorted by date {Click on underiined colummn headings to change sorf order)

The CEE requests that certification candidates please identify the following information for individual projects on which
certification candidates are currently working or have worked on over the course of the past 10 years (if certification
candidates wish to additionally identify projects wotked on priot to 10 years ago, that is at hisfher diseretion). In addition,
tlease identify fture projects on which wou anticipate that ywou will work be ginning within a yeat.

Yow project has been added

Add another project

Pwt Overall | Owerall Your | YourEnd Profect
Action Project MName Position Title —roject Project | Project |SiartDaie | Date on rejec

C.n_s.t[m Start Date | End Date on Project| Project peccEiRten
millions) ] ]
Drelete
| Vigw]
Update

@ave and cuntinue:H Clear form l

If you have finished entering your projects and choose to advance to Step 4, click on “Save and continue”
(below all the listed projects at the bottom of the screen).

11. You will automatically advance to Step 4.
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Establishing a Profile

Step 4, Supporting/Additional Information

The use of the notepad is optional. A 4,000-character notepad has been provided for you to enter any
additional or clarifying information. This is in addition to comment boxes for each competency. This
may be done by selecting “Supporting Information” from the PMCDP menu, or you will
automatically advance once you complete Step 3.

1. Once you have completed the background information, you will automatically be taken to a
screen with the header “PMCDP Profile for [Your Name], “Step 4 (optional): Enter additional
information.” If you choose to enter this information separately, click on the “PMCDP” menu
item at the top of the page, choose “Supporting Information.”

A text box is provided in which you will place the information. You may type directly into the
text box or “cut and paste” information from other documents. There is a text limit of 4,000
characters. Please be concise.

PMCDP Profile for

Step 4 (optional): Enter additional information

Enter any supporting mformation concerning your PRWICDPE certfication (4000 character lirnit). The
test will be appended to vour "Supernsor/Site Eewew Eeport”

Click on "Save Changes" to save vour data.

Last updated:

({/Save(:hanges\}) [ Clear Faorm

Click on “Save Changes” whether or not you have entered information.
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Establishing a Profile

2. You will be presented with a screen notifying you that all your profile has been updated.

You will be offered the opportunity to begin assessing your competencies or to view the
Supervisor/Site Review Report. Choose the applicable “click here” link.

PMCDP Profile for
Your profile has been updated.

You can go back at any tme and add or update your profle nfermation by clicking on the
gppropnate tems o the FMCDF mem

If you want to start assessing your FYMCDP cqmpct-.‘l:u:i

IF wou want to wsw the report that will be presented to the Certificaton Feview Board (CRE)
dunng your consideraton for cl::'l:i.Ecat-:-
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Updating Project History

1. To update your project history, click on the “PMCDP Menu” and choose “Maintain project

history.”

3
S

Introduction

Instructions (pdf)

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

Access corporate reports

Set PMCDP profile
IdentifLoanagers— —
y” Maintain project history
ntersupporiing igformaliopge =
Review/update competencies

Supenvisor/Site Review Report
CE Hour Request Status Report
Competency Status Report
Equivalency Summary Report
Waver Summary Report

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

Approving OfficialManager Options

- Enter General Comments

- Review/approve emp competencies
- Review/approve cert lewvel requests

- Review/approve CE Hour requests

Revision: July 2008
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Updating Project History

2. A screen with the header “PMCDP Profile for [Your Name]” will appear titled “Step 3: Maintain
project history.”

PMCDP Profile for

Step 3: Maintain project history

Sorted by vour date (Click om underiined columm headings fo change sorf order)

The CRE tecquests that certification candidates please identify the following information for individual projects onwhich
certification candidates are cutrently working or have worked on over the course of the past 10 years (if cerification
candidates wish to additionally identifiy projects worked on prios to 10 years ago, that is at hisfher discretion). In addition,
please identify fiture projects on which vou anticipate that wouw will work beginning within a year,

Acton

Delete] |
Update

Delete] |
Update

Options:

Project Mame

Add another project

i’:j‘:; Overall | Owerall Your Your End Project
PuetonThe | oty | Frncl | Pt (Sl | Dubon
millions) —
View
View]

Delete: This will delete all information for the selected project as currently showing in the table.

Update: This will bring you back to the original input screen for project information.

View Description: This will bring up a text box that will allow you to see the description
previously entered.

Sort: Project history information is presented in date-order, with the most recent position date
first. You may sort your project history information by the project name, total project cost, overall
project start date, or your start date on a project. To change sort order, click on the underlined
column heading.

3. To update a project, under the “Action” column, click on “Update.”

Add another project

Total Overall | Overall Your Your End .
Project

Action Project Name Position Title %ge_ﬁ Project | Project |SiaxtDate Dateon Description
illions Start Date | End Date |on Project| Project
Delete
W iew]
Sawve and continue ] [ Clear form
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Updating Project History

4. A screen detailing the project information will be displayed. Update as necessary. Click on “Save
and continue.”
Update a project in your PMCDP profile

* _ Recpired fields

Project name:

Position title:

Total project cost: B (i millions; do not use dollar sigm

Overall project start date:

Overall project end date: (mm/ddfyryy format - leave blank
if current project)

Your start date on the project: (mu/ddfryyy format)
Your end date on the project: (men/ddiyyyy format - leave
blank if still on project)

E 4
Specific role: (4000 character limif)
Include specific involvement during project life cyele schedule/decision phases (e g, served as project manager during CD-0 through
frotn 705 theough 397, served as project engineer during project clogeout from 103 through %03, serve as federal project director du
CD-4 project eloseout from W03 to present).

[ Sawe and continue ]
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Updating Project History

5. A screen with the header “PMCDP Profile for [Your Name]” will appear stating that your profile
has been updated. All current projects will be listed for your review.

PMCDP Profile for
Step 3: Maintain project history
Sorted by date (Click on underiined coiumn headings fo change sorf order)

The CEE recuests that certification candidates please identifyy the following information for individual projects on which
cettification candidates are currently working or have worked on over the courze of the past 10 wears (if certification
candidates wish to additionally identify projects worked on prior to 10 years ago, that is at his/her discretion). In addition,
please identify future projects on which you anticipate that you will work beginning within a year.

Your project has been added

Add another project

P::—?:-nl:t Cverall Owerall Your Your End Project
Action Project Mame Position Title S roject Project | Project |StartDate | Date on A
C.n_s.t(m Start Date | End Date on Projeci| Project Llalae il
millions)
Delete
| [View]
Update
elete
I [Tiew]
date
Delete
I [Tiew]
Todate
[ Sawe and continue ]
Click on “Save and continue.”
6. You can go back at any time and add or update your project history information by clicking on

“Maintain project history” in the PMCDP menu.
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Updating Project History

7. A screen with the header “PMCDP Profile for [Your Name]” will appear stating that your project
information has been updated. Two options are presented for you:

e Start entering PMCDP competency information, and

e Review of your current information

Text-only menu
PMCDP Profile for
Your profile has been updated.

Yo can go back at any tme and add er update your profle information by clicking on the
appropniate items w the PMCDE mem

If you wrant to start assessing your FMCDE compclcnci
IFyou wrant to wzw the report that will be presented to the Cerhficaton Review Board (CEE)
dunng your consideration for cl::‘h'ﬁcat

Choose the applicable “click here” to continue.

8. ADD ANOTHER PROJECT. To add another project, click on PMCDP Menu, “Maintain
Project History”, click on “Add another project.” Follow instructions in this tutorial under “Step
3, Project History.”

PMCDP Profile for
Step 3: Maintain project history
Sorted by vour_date (Click on underlined columm headings fo change sorf order)

The CEB requests that certification candidates please identify the following information for individual projects on which
certification candidates are currently working or have worked on over the course of the past 10 years (if certification
candidates wish to additionally identify projects worked on prior to 10 years ago, that is at his/her discretion). In addition,
please identify future projects on which wou anticipate that wou will work beginning within a year.

Add another project

L_IE—F:L Owerall | Overall Your | Your End Project

. o o . . = 3 P

Ao Foect e Foiten Tl |G | B | Piort o] Do e

illions) 2iaxiDate ] ]

Delete] | Vigw]
pdate

Dielete] | [View]
date
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Initial Entry of Competency Information

Once you have entered all your background information and project history, chosen your approving
officials, and entered any supplemental information, you may begin entering your competency
information.

1. You may enter competency information several ways:
e From the PMCDP Menu,

e From the initial Profile Update Notification screen presented when you
completed Step 4, or

e After you updated your project history.
PMCDP Menu: Click on “PMCDP” and choose “Review/Update Competencies.”

Profile Update Notification Screen: After you have finished entering all your initial
information, choose “If you wish to start assessing your PMCDP competencies, click here.”

Updated Project History: After you have finished entering all your initial information, choose
“If you wish to start assessing your PMCDP competencies, click here.”
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2. PMCDP MENU. Click on “PMCDP” and choose “Review/Update Competencies.”

Revision: July 2008

ESS Tutorial

Initial Entry of Competency Information

PMCDP

R
[ ———]
__Enter suppeortinginformation——

n\Rgviewhlpdate competencies

Supervisor/Site Review Report

I
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Initial Entry of Competency Information

2. A screen with the header “PMCDP COMPETENCY SUMMARY FOR [Your Name]” will
appear.

FPMCDFP COMPETENCY SUMMARY FOR

View your colnpetency status report

Competency Status
Cu::ﬂp]fct;nj;:]y D Developmental Heed Ene Justification or
c r
A f ] Commenis
description) . Targefed Acfual Requirements  |Walver
Activity Type Complefion Date  Complefion Dafe Ilet

Update .
this itern L1 View cottunents
Update .
this iterm L1z View comments
Update .
this iter Li3 View cotnents
Update .
this iterm L2l View comments
Update .
this itern = View cotnents
Update 141
this item —
Update 161
this iterm B
Update 03

The competency summary page is divided into the following areas/columns:
Update this Item: Click on this link to enter or update information.

Competency ID number: AIll PMCDP competencies (including training electives),
developmental activities, and behavioral skills are listed in numerical order.

The identification number is the same as the identification number in the PMCDP Certification
and Equivalency Guide and the Supervisory Review/Participant Profile. You may review the
competency statement by clicking on the underlined numerical ID.

Competency Status: Lists your choice of whether the competency is a developmental need; if
you have equivalent training, education, and/or experience; or if you are requesting a waiver for
this competency. See steps 3 through 28 below.

Justification or Comments: Lists clarifying or additional information that will assist your
approval official and the Certification Review Board in evaluating your competency in this area.
See steps 8, 14, and 24 below.

(Continued on next page)
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Initial Entry of Competency Information

The following options are presented (bold underlined text):
Update this item: This will bring you back to the original input screen.

View Comments: This will bring up a text box that will allow you to see the comments or
justification you have entered.

View your competency status report: This will take you to the Competency Status Report
screen.

Competency Status

You must enter information for “Competency Status” for each required competency.

3. All competency fields will be blank. Begin by choosing the competency you wish to address.
You may view the competency statement by clicking on the Competency ID number. A text box
will appear with the applicable competency statement.

Competency Status
CD??];:{“;im Developmental Heed — g’qm?alem}f . Jusc't]'ﬂnz:eﬁ:tl;or
deseripion) Activity Tppe Com;?;ifi%ate Compje??n Date equII:'Ie::en i .
ﬁ B View comnents
iz Viewr comments

Competencies require demonstrated ability at one of three levels. Demonstrated ability is
defined as the actual performance of a task or activity in accordance with policy,
procedures, guidelines, and/or accepted industry or Departmental practices.

e Familiarity-Level: Basic knowledge of, or exposure to, the subject or process
adequate to discuss the subject or process with individuals of greater
knowledge.

e Working-Level: Knowledge required to monitor and assess operations/
activities, to apply standards of acceptable performance, and to reference
appropriate materials and/or expert advice as required to ensure the safety of
project activities.

e Expert-Level: Comprehensive, intensive knowledge of the subject or process
sufficient to provide advice in the absence of procedural guidance.

Click on “Update this item.”
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Initial Entry of Competency Information

PMCDF FOR
Campetency D= 1.1

Plimase seleet a status for this compeiency necond;

Select a status by clicking the down arrow in the box. Three choices will be displayed. Select one
from the list.
Options:

“Developmental need” is a competency that is required for certification or job description and
the participant does not currently possess all (an acceptable level) of the knowledge and/or skills
required for a competency. (See steps 6-12 below to choose a developmental need)

“Designation of equivalency” allows you to identify prior training, and or experience that gives
you the required knowledge, skill, and/or ability for this competency. (See steps 13-22 below to
designate an equivalency)

“Waliver” (See steps 23-28 below to request a waiver)

5. Click on “Continue.”
PMCDF FOR
Conmpetency [D=L.1.1
Pliase select a status for this compeiency nrcond:

Do koprresitial ressed e

Creean b msstal papd

Ceesig rantice i
Wakar
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Competency Status: Developmental Need

Developmental needs should be discussed with your supervisor and managed through your IDP.

6.

PMCDP FOR

Competency designation selection = Developmental Need

Tpdating competency = 1.12.1

*
-Reguired fields

Competency Status 7

Developmental need

|i= Select a developmental need — |+ | |

— Select a developmental need —

| Cerification/License

College Course

Y Equivalent Training Course

hentaring

On-the-job Training
Oral Board Review
Other

PMCOF Course
Rotational Assignment
Self Study

Written Examination

Revision: July 2008

|Target Completion Date | Actual Completion Date
(mm/dd yyry)

(mm/yyyy)

(Continued on next page)

Justification or Commenis
(2000 character limit)

Once you have chosen “Developmental Need” and clicked “Continue,” a screen will be presented
displaying the Header “PMCDP FOR [Your Name]” and the competency number that you are
updating, and the “Competency designation selection = Developmental Need.”

You are now required to enter information on the type of developmental need you have chosen,
the targeted/actual completion dates, and justification or comments that may assist your approval
official.

Developmental need is the description of the activity from the given listing that best describes
your intended course of action to meet the competency.

Targeted Completion Date is the date (mm/yyyy) that you anticipate completing this
competency.

Actual Completion Date is the date (mm/dd/yyyy) at which you completed the training and/or
experiential activity for this competency.

Justification or Comments is the information that validates why you require this activity.
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Initial Entry of Competency Information

Click the down arrow in “Developmental need” column to view the list of choices. Choose one of
the following:

Certification/License
On-the-job Training
Rotational Assignment
College Course

Oral Board Review
Self Study

Equivalent Training Course
Other

Written Examination
Mentoring

PMCDP Course

PMCDP FOR

Updating competency =1.12.1
Competency designation selection = Developmental Need

*
-Required fields

Competency Stahis Justification or Comments
Target Completion Date |Actual Complation Date (2000 character limit)

(mm/yyyy) (Al yyyy)

Developmental need

Select a developmental need — -
Cedification/License
[Coftege-Somea |

Equivalent Training Course
kMentaring

Orrthe-job Training
Oral Board Review
Oither

FMCOF Course
Fiotational Assignment
Self Study

Written Examination
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7. Enter the “Targeted Completion Date” (mm/yyyy).

You will update this information with the actual completion date once you have completed the
developmental need.

PMCDP FOR

Tpdatng competency = 1.12.1
Competency designation selection = Developmental Need

*
-Reguired fields
Competency Stahiy Justification or Comments
Developuental need Target Completion Date |Actual Completion Date (2000 character limit)
(mm/yyyy) (rum/dd yyyy)
/\
fE—SeIectadeveImeentalneed— (v | >
e — I —

8. You may choose to enter justification or comments to assist your approval official. Enter
applicable information in column titled “Justification or Comments.”

Carnpetency Stobus

Turget Aeraal Justeficntion or Comunsnks
Ciomplefior | Complerion 2000 charascner lemer
VeElRE e AT Bl [ HIE ]
Devedan Dt erde

iy n il vy

== Jolect a developmental nood -- ©

Click on “SUBMIT.”
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9. You will be brought to a screen summarizing the information you have entered.

PMCDE FOR

Thar astnaly han been mlded fo vom [DF Cleks on Upnlate coggent TRE il TEE mmen
abesve re process v TP

Corpeteney It 111
Beveloprmeial meed: Colegr Coise
Targeddame: 0729007

Camplction dair:

Camimcats: T o osibs e @0 ] ova poigtrmieig

Lpnlagi :|||a‘|m| sonpelency] | [Ho-edit thiz ¢ smpotency

Options:

Update another competency: Click on “Update another competency” to continue adding
information to your competencies.

Re-edit this competency: This will take you back to the previous screen where you can edit the
information.

10. This activity is automatically added to your Individual Development Plan (IDP). Click on “IDP”
on the ESS menu; choose “Update current IDP” to process your IDP.

mpIDYEE self service weicome Page | Feedback | Change Password | Change Usemmame | FAQ | Links | Phonebook |

[Review | pdate | ,SEE, | Traning | 1P | pMCDP frmortee] Aolp |

IDP Start Page

Text-o1
Cregle NEl e e
PMCDP FOR BWITE XAy [

View current IDP
Tlis activity has been added to yomr IDF. (g yemrremrp P menu
above to pro
Supervisor Options
Conpetency ID
Developmental need
Target date
Completion date:

- Review your employees’ IDPs

Comments:
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11. If you also want to register for a PMCDP class, or look up training, you can access the training
module by clicking on the “Training” tab on top of the page. ESS goes directly into CHRIS
“Workflow” so you can register without leaving the ESS site.

Employ‘ee SEIf SErViCE Welcome Page ..Iﬁ_nck Elnng. Password | Change Us emame | FAQ | Links | Phonel

[ Review | Update | BT | Training [ S0P | PMCDP Jrime/teave Heip ]
CHRIS Course Catalog
Energy Online Learning Center

Your Training Summary
Skills Self-Assessment
Current Training Schedule

Tlus activity has been added to ) EEvrr=m—rr—p————rre e . o the IDP menu

ﬂl.ll.l‘r'l:' L povess Yol 11rr

Competency ID:
Developmental need:
Target date:
Completion date:

Comments:

12. To request a developmental need for another competency, click on “PMCDP Menu,”
“Review/Update Competencies” and follow steps 1- 9.

pime/tene] _Help_|

Instructions (pdf)

Cert and Equiwalency Guidelines (pdf)

fres

Set PMCDP profile
ldentify managers

Maintain project history
Enter sypportingofounation

stieprdate competencies

||

\

L

Supervisor/Site Review Report

-

Competency Status Report

o

i Equivalency Summary Report

r

Waner Summary Report
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Competency Status: Equivalency/Requirements Met

If you have prior training, education or experience that satisfies the knowledge, skills, and

abilities for a competency, you may request an “Equivalency.”

13.

Repeat steps 1 through 4. Choose “Equivalency.”

A screen with the header “PMCDP for [Your Name]” will appear displaying competency number

that you are updating, and the “Competency designation selection = Equivalency.”

Text-only menn
PMCDP FOR

Upiating cormpetency = Lo 2
Competenny designation sclectom = Equivalency

'-R.cqqu':"J fields
Competency Status Justification or Corminents et o
Equivalency fype (2000 character limit)" erification Metho

@ -« Select a verification method -«

-- Select an equivalency --

Education & Experience

Experience

Oral Exam

Other

FE or RA License SUBMIT
PMCDP Training

PMI PMP

TQP Certification
Training or Education completed
Written Exam

In the column “Competency Status,” “Equivalency type” click the down arrow in the drop down

box to display a list of options. Choose one.

e Professional Engineer (PE) or Registered Architect (RA) license
e PMI Project Management Professional (PMP)

e PMCDP training

e Oral exam

e Education and Experience

e TQP Certification

e Experience

e Written Exam

e Training or Education Completed

e Other
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14. Information that supports your request for having equivalent knowledge, skills, and abilities for
this competency is required to be entered in the “Justification or Comments” field (2,000
character limit).

Provide the details for experiential and training information, the number of your Project
Management Institute Project Management Professional certification, Professional Engineer
and/or Registered Architect license, and date/state of issuance of each.

PMCDP FOR

Tpdating competency = 1.12.1
Competency designation selection = Equivalency

s
-Required fields

| Competency Status & Justification or Comments

' — Verification Method
| Eguivalency type (2000 character Limif

G

— Selectan equivalgn_cy— — Select averification methad_ - =

—Select an eguivalency —

\/
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15. Equivalencies should be verifiable. Click the down arrow to the right of “Select a verification
method” field to view a list of choices. Select the appropriate method for verification of the
knowledge, skills, and abilities associated with the competency. Choose one.

e Written Exam
e Qualifying Official
e Observed
e Course Completion Certificate
e Interview
e Oral Board
e SME (Subject Matter Expert)
e On-the-Job-Training
e Transcript
e Professional Certificate/License
e Position Description
e No Documentation
Click on “SUBMIT.”

FMCDP FOR

Updating competency = Lo
Competency desipration eelectom = Egquivalency

'-RJ:'quLr‘:"] fields

Competency Status Justification or Cormiments

] Verifics d’
Equlvalency ype (2000 character limit) erification Metho

B Sy=tems and
Fractices in DOEf
Conpleted 077200

PMCDP Training o -~ Select a verification method -~ +

-- Select a verification method --
Course Completion Certificate
Course Evaluation ___—|
Interview

Mo Documentation

Chsemved

On the Job Training

Cral Board

Position Description
Professional Certificate/License
Qualifying Official

SME

Transcript

Written Exam
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16. A screen with the header “PMCDP FOR [Your Name]” and the number of the competency will
appear detailing your choices. You may accept these inputs and submit this equivalency for
approval, edit the information, or update another competency. Choose one option.

FPMCRF FOR

Competency [ID: 1.1.1
Eyudvalemcy fype: Edveation & Expesiene
Verified by: Course Complelion Certificats

Cammenis: Wrmnmmy

[Update anether competency] | [Submit for approval
Re-gdit 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.

Revision: July 2008 45



Project Management Career Development Program ESS Tutorial

Initial Entry of Competency Information

17. If you choose “Submit for approval,” a screen with the header “PMCDP FOR [Your Name]” and
the number of the competency will appear. No name will appear as the approving official.

PMCDP FOR .

Competency ID =1.1.2

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

Approving Offical”

Click “Change” to select the appropriate DOE employee.

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

18. 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 name: || >
=

Type in the name: Last,First (no space between comma and first name).
Click “Submit.”
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19. A screen with the header “PMCDP FOR [Your Name]” and the number of the competency will
appear. The name you have selected will be displayed.

PMCDP FOR .

Competency [0 =1.1.2

Please select an approving official for this competency record. By default, your firet line manager from your
profile will be selecied. Click on the “Change ™ link to modify the approving official for this competency.

Approving Official” Name of Approving Official here Change

Click on “Continue.”

20. A screen with the header “PMCDP FOR [Your Name]” and the number of the competency will
appear. The name you have selected and the email address of this person will be displayed.

PMODE FOR
Competerey [D=16.2

Thos Function vall sered s ecnal enezsage 1o the deagnated appeoving official, mlormeyg theen that this
competency is ready for review

Designated approving afficial:
Euiadl address:

Name of Approving Official here
Email address of Anprovina Official here

You may send or cancel the competency review request. Click on one.
Options:

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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21. If you send for approval, a screen titled “PMCDP COMPETENCY SUMMARY FOR [Your
Name]” will be presented. It will state “Email has been sent to the designated approving official.”

PMCDP COMPETENCY SUMMARY

Fmail has been sent to the designated approving officgal” View vour competency status report

Conpetency Status
Co::?]fct;nj;:]i]]) Developmental Meed o SR Justification o
description) sty Ty Com;?:if;i%a " o J,;.O” Requl;a:rﬂe:?ents Waiver| Comments
Date
. LLI WView comurents

this itern -

You may review your competency information and update if necessary. Click “View your
competency status report.”

22. To update another competency, scroll down the page, choose the competency, and click on
“Update this item.”

PMCDP COMPETENCY SUMMARY

Email has been sent to the designated approving official. View vour competency status report

Competency Status
Coz;p]:ct;n;im Developmental Need S Eqpivalency! Sustification or
description) Activity Type Comic;;ifia“od . Complation Requﬂ.rﬁe::ents Waiver| Comments
Date
111 Wiew comunents
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Competency Status: Waiver

A participant may request a waiver for an individual competency or a whole certification level.
Waiver of whole certification level requires that all competencies be completed with request for a
waiver.

The waiver request will be sent to the supervisor/manager and the site/office manager for
approval. It is expected that waiver authority will be used only in rare and unusual circumstances.

23. Repeat steps 1 through 4. Choose “Waiver.”

24. A screen displaying your name and the competency number that you are updating, and the
“Competency designation selection = Waiver” will be presented.

In the column “Justification or Comments,” enter applicable information. This text box has a
2,000 character limit.
FMCDE

hpdagng o ebency = 113
Cempessncy desggnaton selerion = Widver

Evafice Jrasificantion [ 20 by blow o wainer sheiraion
" Raqaired R’:".A:

Justificatinn er Cormcnts
L2000 chawscier i)

Click on “SUBMIT.”
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25. A summary screen titled “PMCDP FOR [Your Name]” and the competency you are addressing
will be presented detailing that you are requesting a waiver, and the justification/comments that
have been entered. You can accept these inputs and submit this equivalency for approval, edit the
information, or update another competency. Choose one option.

PMULDP FOR

Competency Ix 192

Waiver: Fequastad
Feequasting a Lavel 1 wawer. Will be retiring and
Lenweing the agency during the two-yesr phase in
pericd VIl enly seroe during that tine as 2
project director for approximately 5- months.

Connents:

[Update another competency] | [Sabur for appraval]
|Ee-edit this competency]

Options:

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

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 competency summary page where
you can select another competency to update.

26. If you choose “Submit for approval,” a screen with the header “PMCDP FOR [Your Name]” and
the number of the competency will appear.

PMCDP FOR.

Competency ID=1.1.2

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

Approving Official: "

If no name appears next to “Approving Official” or the name is incorrect, click “Change” to
select the appropriate DOE employee.

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

If the name of the Approving Official is correct, click on “Continue.”
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217. A screen with the header “PMCDP for [Your Name]” and the number of the competency will
appear. The name you have selected and the email address of this person will be displayed. You
can accept these inputs and submit this equivalency for approval, or cancel the request.

PMCDP FOR
Comnpetency [D= Lo 2

Tros Function wall send an emnal message bo the desgnated approving offieial, mireeg theen that this
comgetsncy 17 ready for review

Designated approving official: Name of Approving Official here
Euail address: Email address of Aoprovina Official here

[ Send for approval ] Cancel request

Options:

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. If you need additional space to document your request for a waiver, you may choose to enter
more information under the “Enter Supporting Information” (click on PMCDP Menu, “Enter
Supporting Information’) once you have submitted the waiver request.

PMCDPime/icae Help |

Introduction

Instructions (pdf)

Cert and Equivalency Guidelines (pdf)
Access corporate reports

Set PMCDP profile

Identify managers

Maintaip projact RISIOQE o —
 Enter supporting information

Review fiftaf®toMpet BMtidE
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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/Leave] Help _

Introduction

Instructions (pdf)

Cert and Equivalency Guidelines (pdf)
Access corporate reports

Set PMCDP profile
Identify managers
Maintain project history

Enter supporting information
— — |
ﬂg\ﬂﬂ_ﬂﬂlpdﬂte competencies

\

1

2. To update a developmental need, follow steps 3—14 below.
To update an equivalency, follow steps 15-24 below.
To update a waiver, follow steps 25-31 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.

3. 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
Competency

m Developmental Heed Equivalencyf Jusrification
(clickfor g Targeted Actual Regeirements Waiver| 0F Comments
description} Sype Conipletion  Completion Miet

Date

]_[p_l‘._a:_r 111 College
this fhern i Course
Update 112 FICDE View
EE 0 = Training cormenents
Upndate 113 Education & View
thus ftem b 3 Exgerience coments
1zt
4, 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.
PMCDF FOR
Competeney = L11

Plimase select a status for this compeiency mecond:

Dresvmbogorresrial resed -

d De-mlnalmm D
. o - .

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
PMCDP FOR

Updateg comrgetency = 141
Competency desipnation selection = Developmental Need

“-Required fields

Competency Status”

o Tﬁ"?\'-;f (*MMM Justification or Comanents
Coisipletion | Comipletion {2000 character limit)
Developnental peed Pate Daita

(oo vy | (o del vy

- Select a developmental necd -~ +

Ceitification/License

Equivalent Training Course

Mentoring

On-the-job Training SUBMIT
Crral Board Review

Other

PMCDP Course
Rotational Assignment
Self Study

Written Examination

6. Targeted Completion Date:
Competency Status Justification or Comments
Developmental need Tﬂ:getﬁz::pi’sﬁ;m Date Acmﬂ(.i'ntu:'“ojn;gjeﬁm; Date (2000 character limit)
vy, Y
'E—Seled_adevellopm_ental need(iv\ . >

To update, click on the “Targeted Completion Date” field and enter the new date (mm/yyyy).
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7. 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 Status Justification or Commenis
Target Completion Date | Actual Completion Date (2000 character limit)
Developmental need
F (mmiyyyy) (o ddyyyy)
f—Selecta developmental need — iv . ! < [ [
8. 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.

&

Conpetency Status 8

Justification or Comments

Target Completion Date | Actual Completion Date (2000 character limit)
Developmental need
(mum/yyyy) (mun/dd yyyy)
'— Selecta developmental need — i v [
9. Click on “SUBMIT.”
CompeirRry Statiis Justification or Comments
Target Completion Date |Actual Compleiion Date (2000 character limit)
Developmental need
? (mm'yyyy) (mmddiyyyy)
! |
SUBMIT
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10.

Review/Update Competencies

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.

PMCDE FOR

Commpetency Ir 1.7.1
Developinental need:
Target date:
Cornpletion date:

Cloininents;

Tpdate another <ompetency] | [Snbeit for appraval
i iU A UL
|Ee-edif 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.

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.”

11.

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.

PMCDP FOR .

Competency ID =1.1.2

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

Approving Official” Change

Choice of an approving official must be in accordance with your program office policy and
procedure.
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12. 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 ID =1.1.2

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

Approving Official”™

13. 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

mearch by name (last first):
NOTE: No space hetween cormma and first name

LIanager nam

.[ Cancel ]

Type in the name: Last,First (no space between comma and first name).
Click “Submit.”
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14. 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 ID =1.1.1

This finction will send an email message to the designated approving official, informing them that this
competency is ready for review.

Designated approving official:  Name of Approving Official here

Fmail address: Email address of Approving Official here

Send far 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.
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Changing and/or Submitting an Equivalency

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

method.

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

Competency Status
Competency

Then '
I Developmental Head Equivalency? Justification
(elick for | gy Targeted Actual Reguirernents Waiver OF Colnments
description) " mppg Corpletion  Corgpletion et
Date Dare

Upiate 111 College
this en — Course
Update 112 FrCDE View
i sieen = Training cormments
Upibate 113 Education & View
this fiem ] Exgrience cornrments

1lndzte

the
the

16. 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.

PMCOP FOR
Competeney = 111
Plimase select a status for this compeiency mecond:

Dovokmrenis] reod] -

To choose equivalency, click the down arrow to the right in the drop down box and choose

“Designation of Equivalency.”
Click on “Continue.”
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PMCDP FOR

Updating competenty = 162
Competency desipnation selecton = Equivalency

1‘-I-:.t:'n:uu.rd:"] fields

Competency Status Justification or Cormments

[ Verifica d”
Equivalency type (2000 character Hmit) erification Metho

-« Select an squivalency --

-5

Education & Experience
Experience

Cral Exam
%\Elﬁﬂ'hrrn-rr—/
PE or =

PMCDP Training

PMI PP

TOP Certification

Training or Education complated
Written Exam

SUBMIT

- Select a verification method -- ~

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.

18.

PMCDP Traiming

Competency Htatus g Jusd
Equivalency fype (2000 character limat)

™

Syatens and
Practices in DOE.
Completed 07/2004

Verification Method”

eleet o verification method -
- Sabeol a verifioation method -~

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.
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19. 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.
PMCDR FOR
Updating competency = Lo 2
Cranpetency desipnation sslectom = Equivalency
.-RJ:'quLF':".I fialdz
C'ompetency Status Justificntion or Cormments o .
Equialency gype (2000 character Iimit]. Verification Method
M Syatems and
Fractices in DOE.
Completed 0772004
PMCDP Training - -« Select a verification method -
-- Select a verifivation method -
Course Completion Certificate
Course Evaluation
%ﬁ—/
Mo Do i
@ Ohserved
On the Job Training
Oral Board
Position Description
FProfessional Certificate/License
Qualifying Official
SME
Transeript
Written Exam
Click on “SUBMIT.”
20. 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

Wpilace anothen comporeny] | |[Subims o appreyvi

| 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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21. If you choose “Submit for approval,” a screen with the header “PMCDP FOR [Your Name]” and
the number of the competency will appear.

FPMCDP FOR.

Competency [D=1.1.2

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

Approving Official:” Change

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

22. 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 [D=1.1.2

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

Approving Official”

Revision: July 2008 62



Project Management Career Development Program ESS Tutorial

Review/Update Competencies

23. 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 1mm©
<[ Suhmit])[ Cancel ]

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

24, 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. Click on one.

PMCDP FOR
Competency D= Ld 2

Thos Function vall serd a0 ecnal message to the desgnated approving official, wlomemy theen thar this
competencs is ready for review

Designated approving official: Name of Approving Official here
Euuail address: Email address of Aoprovina Official here

Cancel request

[ Send for approval ]

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 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.

25. 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.
PMCOE FOR
Competeney = 1.1

Plzase select a status for this compeiency recond:

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

Click “Continue.”

26. 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).
PMCDF

Updatng competeney = 113
Cempezency designation selection = Waiver

Estir Just{esstion [ din bow WTow o8 Wi Sespanion
*-Raqaind R‘é‘w:

Jiztificatian er Coriricnts
(2] o hawacier Wawii)

T__Db

Click on “Submit.”
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217. 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.

28. If you choose “Submit for approval,” a screen with the header “PMCDP FOR [Your Name]” and
the number of the competency will appear.

PMCDE FOR.

Competency [0 =1.1.2

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

Approving Official.”

If no name appears as the approving official or the name is incorrect, click “Change.”
If the name is correct, click “Continue.”

Choice of an approving official must be in accordance with your program office policy and
procedure.
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29. 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 1mm©
@r‘m Cancel ]

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

30. 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
Competency D= Ld 2

Thos Function vall serd a0 ecnal message to the desgnated approving official, wlomemy theen thar this
competencs is ready for review

Designated approving official: Name of Approving Official here
Euuail address: Email address of Aoprovina 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.
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31. A screen summarizing the competency actions will appear. You may view justification comments
or update competencies.

PMCDF COMPETENCE SUMMARF FOR

Ernaul b baen seml in the demignated approvang olficial
Campedcary Status
nmmm Duwel qinenidl Heed [ | Ju:ﬁ_:iﬂ";ﬁlmm
S e c.:.;mm T
LL1 :k Virw cooraaris
L2 Vit w foctaneihs
LLZ Virw erermaarie
21 View Coctiaerhs
111 I —
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Rotation with Industry

The Office of Management has established agreements with public organizations and private
enterprises to assign DOE federal project directors to rotational professional and managerial
positions for greater scope and depth of work experience and better understanding of business
culture, changes in business practices, and skills required to implement change. Such real-world
experience encourages him or her to institute innovative changes and sound business practices once
back at DOE.

1. The PMCDP participant must request a rotation through a supervisor/first line manager according
to his or her program office policy.

2. Rotation with Industry assignments are available to project managers certified at Level 1 or
higher as career-broadening experiences. Whether for certification or for CE credit, a Rotation
with Industry assignment must be included as an IDP activity.

3. The PSO, Field Element Manger, Office Manager or other program official must nominate
candidates for Rotation with Industry assignments. The Certification Review Board then approves
certified federal project directors for rotational assignments according to his or her developmental
needs and qualifications.

To be eligible for the Rotation with Industry program under the PMCDP, a candidate must

. Be a full-time DOE employee,
. Possess at least a Level 1 certification, and
. Maintain a satisfactory record of performance confirmed by reference checks.
4. To request a rotational assignment, you must enter it as a “Developmental Need,” enter pertinent

financial and logistical data, select your approving officials, and fill out a rotational assignment
request form.

Revision: July 2008 68



Project Management Career Development Program ESS Tutorial

Rotation with Industry

5. Click on the PMCDP Menu, select “Review/Update Competencies.”
Introduction
Instructions (pdf)
Cert and Equivalency Guidelines (pdf)
Access corporate reports

Set PMCDP profile

Identify managers

Maintain project history

Enter supposkingssiosmatian
Reviewlupdate competencies

[LIEdy ]
[Py ]
[ B=RE: Loy POl )
[ fFremmriEs |
@@ ]
[Bfbcirie s |
(B |
=
I
.l

6. Choose a competency to update and click on “Update This Item” or to review a description of the
competency, click on the competency number.

Competency Siatus

Competency
» i Diewelopmental Head

I Exuivalency! Justifieation
(elick for gy Targeted Actual Regeirements Waiver| 0F Comments
description) Smype Conipletion  Completion Miet
Deate Fai
Upiste Collage
this e Cours:
Update FricDE View

EE 0 Training
Upndate 13 Education &
thiz iem Exgerience

Tl e
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7. A screen with the header “PMCDP FOR [Your Name]” and the number of the competency and
the “Competency designation selection = Developmental Need” will appear. Click the down
arrow in the drop down box in the “Developmental need” column to view the list of choices.

Choose “Rotational Assignment.”
PMCDP FOR

Tpdating competency = 1.12.1
Competency designation selection = Developmental Need

%*
-Required fields

Competency Status i

Target Completion Date

Developmental need
(mm/yyyy)

\Actual Completion Date
(mm/dd/yyyy)

Justification or Comments
(2000 character limit)

________ ced —
Cerification/License
College Course

L Equiwvalent Training Course

Mentaring

On-the-job Training SUBMIT

Oral Board Review
Other

bACER-Catrse
@niunal Agsignment >
Elf Sty

ritten Examination

8. Enter the “Targeted Completion Date” (mm/yyyy).

You will update this information with the actual completion date once you have completed the

developmental need.

l Competency Status )

_I_'arget Completion Date [Actual Completion Date
Developmental nead
(rumyyyy) (rum/ddyyyy)
/\
|[— Select a developmental need —( >
— Select a developmental need —

Justification or Commenis
(2000 character limit)
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9. You may choose to enter justification or comments to assist your approval official. Enter
applicable information in column titled “Justification or Comments.”

l Cnmpej:em:y Status Justification or Comments

Developmental need Targoet Completion Date | Actual Completion Date (2000 charactier limif)
(mmyyyy) (mm/dd yyyy)
|i—Select a developmental need — | % ©
—Selecta developmental need —

|
Click on “SUBMIT.”

10. A summary page with the header “PMCDP FOR [Your Name],” 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. Click on one option.

PMCDP FOR

Tlas activity has been added to vour IDP. Chek on "Update cwnvent IDP m the IDP menu
above to process vour IDP

Competency ID:
Developmental need:
Target date:
Completion date:

Comments:
[Submit approval for rotational assisgmment] |
Upidate another competency] | [Re-edit this competency

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

Options:

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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11. This activity is automatically added to your IDP. Click on “IDP” on the top menu; choose
“Update current IDP” to process your IDP.

IDP Start Page

Cregle nauulll .
Update current IDP

View culTentTP

Decline to complete an IDP

Supenvisor Options

- Review your employees’ IDPs

Revision: July 2008
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12. If you choose “Submit approval for rotational assignment,” a screen with the header “PMCDP
INDUSTRY ROATION REQUEST FORM,” Step 1: Provide rotation assignment details” will
appear.

PMCDP INDUSTRY ROTATION REQUEST FORM
Step 1: Provide rotational assignment details

Instructions: Complete as much of the form as possible. Click on the "Save and contitnie" button to select your managers.

* . Required field

IMame:

Title:

Orgarization:

PMCDP competency: 112

Target date:

Estimated travel costs: %

Oither costs (1e. per diem, registration, 8

et

Rotation Dates: (mm/ddfrmy) ERo e

Location {city, state):

Justification:”

[ Sawve and continue ] [ Cancel request ]

13. Enter the estimated travel costs (in whole numbers only: do not enter “$” sign).

Step 1: Provide rotational assigniment details

Instructions: Complete as much of the form as posgsible. Click on the "Jave and contitnee" button to select your managers.

S ]
Mame:

Title:

Crrgarnization

-
-
(&)

PLACDP competency:
Target date:

Estimated trawvel costs:
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14. Enter other costs (i.e. per diem, registration, etc.) (in whole numbers only: do not enter “$” sign).

ek b
Matmne:

Title:
Orgamzation:

PMCDP competency:
Target date:

o
.
[

Estirnated travel costs: &
Other costs (Le. per diem, registra
etc.

15. Enter Rotational Dates (mm/dd/yyyy) for both “From” and “To” (required).

Other costs (Le. per diem, registration, "
et ):

Eotation Dates: (mmfddimmey) @ To: >

16. Enter Location (city, state).

Estimated travel costs: &

Other costs (Le. per diem, registration, .

etc.

Rotation Dates: (mm/ddirmy) e o er

Location (city, state): < >
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17. Enter Justification (required).

Estimated travel costs: £ I:I

Other costs (e, per diem, registration,
te ) ber # s ]

* |

| To:| |
Location (city, state): | |

o >

Eotation Dates: (i ddiyyyy) From:

Tustification:

18. Click on “Save and continue.”

Estimated travel costs: F I:I

Other costs (1e. per diem, registration,
te ) ber # sl ]

Eotation Dates: (mmfddiyry) From:™ | |T-::-: | |
Location (city, state): | |
Tustification:”

[ save and continue ] [ Cancel request
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19. The screen “PMCDP INDUSTRY ROTATION REQUEST FORM, Step 2: Identify managers”
will appear. You must choose your approving officials. Choose up to four approving officials, in
accordance with program office direction. At least one of these four individuals must be the
site/office manager (required).

If none is shown or you wish update your selection, click on “Change.” If the approving official
is correct, click on “Submit Request.”

PMCDP INDUSTRY ROTATION REQUEST FORM
Step 2: Identify managers

Instructions: [dentify the managers that will approve this rotational assigrment request below. The site
manager that vou selected i your PMCDP profile hag already been filled in below.

" - Required Beld

First line manager (optional): Nene selected Change

Zecond hine manager (optional): None selected Change

Third line manager (optional): None selected Change

Site manager:* | Name of Approvina Official here | iangg
[ Submit Reguest l Cancel Request l

20. If you chose “Submit Request,” 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 has been
sent to the name/email address you have selected.

You may update another competency or re-edit this competency. Choose one.

PMCDP INDUSTRY ROTATION REQUEST FOR

Your request for approval on vour rotational assignment has been emailed to the first manager listed on this confirmation
page. If they approve it, the next level manager hsted below will then be notified. If approved, your site manager will then be
notified, approve or disapprove the request, then subtmit your request for final approwal to OECKL

Mame:

Competency ID:

Tatzet date:

Estimated travel cost:
Other costs:

Fotation dates: From: To:
Location:

Tustification:

Vot first level manager:
Your second level manager:
Your third level manager:

Vout fieldfsite matiager:

[Update another competency] | [Re-edit this competency]
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Reports

You may print out reports to review and evaluate your certification progress. There are five
participant reports associated with the PMCDP. These reports are:

s CE Hour Request Status Report displays the status of approval of all Continuing
Education hour requests.

R/
°

Competency Status Report displays the status of all competencies. It details the status of a
competency in the approval process.

7
°

Equivalency Summary Report displays a list of all competencies for which an equivalency
was requested and the approval status.

¢ Supervisor/Site Review Report is designed to be used by program/site offices and the
PMCDP Certification Review Board to document completion of competency requirements
for certifying federal project directors in DOE.

« Waiver Summary Report displays a list of all competencies for which a waiver was
requested and the approval status.

To view a report, after logging into ESS do the following:

1. Click on the “PMCDP” menu item at the top of the page. Select “CE Hour Request Status
Report” or “Supervisor/Site Review Report” or “Competency Status Report” or “Equivalency
Summary Report” or “Waiver Summary Report.”

Instructions (pdf)
Cert and Equivalency Guidelines {pdf)
Access corporate reports

Set PMCDP profile

Identify managers

Maimtain project history
Enter supporting information
Review/update competencies

ﬁupenﬂsur!site Review Report
CE Hour Request Status Report
Competency Status Report

Equivalency Summary Report

\

Wanag Summary Report

i
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CE Hour Request Status Report lists all requests for Continuing Education hours and his or her status
in the approval process.

2. You may view the CE hour request, or add a new request.

FMCDFP CE HOUR REQUESTSTATUS REPORT FOR

Add a new request

Line
OECM CE
3 CEHours | Request Manager
Category Title Approval Hours
Requested Date Approval Daie Approved
Date
View
View
Competency Status Report lists all competencies sent for approval.
3. You can update a competency or view justification or approving official comments.
T ext-only menm
PMCDP COMPETENCY STATUS REPORT FOR
Conpetency .
Approval .. || Approving
D Developmential . . . Employee's e
(click for Need Equivalency | Verification Methed Status Approved By istification official’s
R or Daie CONMENts
description)
111 Egucations. Ohserved View View
1 Experience = —
112 Rguctiod Ohserved View View
— Expetience — —
113 Experience Ohserved View Wiew
Profeszional . .
120, FII FMF Chtfemei it ense View Wiew
131 Egucelion & Obserred View View
— Expetience A B
1.4.1 Eduzdion s Observed View View
= Expetience = =
1£1 | THAT DR AD PfoBSSiDﬂﬂl LE MRS TTiaee
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Equivalency Summary Report lists all competencies for which an equivalency has been entered.

4. You can view a description of the competency, but not update it from this screen. To update an
equivalency, see “Review/Update Competency” section in this tutorial.

PMCDF FOR

EOUIVALENCY SUMNAREY EEPIRT

= Im*'ﬂ' Eqeanalenzy Justificagea for equbalency
1 Educaiion & _ 5
Lia Hearienes 1y aap i it
i Expeiienin e
. Educalion& |0 [n
Expetienre

Waiver Summary Report lists all competencies and the justification for each competency.

5. You can view a description of the competency, but not update it from this screen. To update an
equivalency, see “Review/Update Competency” section in this tutorial.

FPMCOE FOR

WAIVER SURNARY HEFIRT

Compesiency Jurtificxtian B waler

Lo prmisw roImr, coapElenTy.

E|E|E|®

EE

[EEA TR T

-

L=

EE
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Supervisor/Site Review Report is designed to be used by program/site offices and the PMCDP
Certification Review Board to document completion of competency requirements for certifying
federal project directors in DOE. This is the document that will be considered by the Certification
Review Board to determine your qualification for certification.

6. Click on “Supervisor/Site Review Report.” Your profile will appear in “landscape” format. All
competencies that have a data entry will appear, with the applicable comments. You should print
it out and check that all the data has rolled up into the final report. Any problems should be
reported to the ESS hotline.

Faei ine Msigers we o I:I,I.l.'ll:l“.\.-\_llll:l"]'m = ||n.u|||l|:|1| Teddend pronect dectins’ and candubete project drechos’ comgeirneien beding 1o cermificatios. 1l n

procsadl That silerlin: will sevirw apy den Lidni, cimdbicl Eleriitws 1 necessary, sndior comsull with sppropnele perion sl Sile of progran
pelfices Lo seleqpestely determine thil candidaien [ eifatred competescies fiw lederd proes direcior condication w ikin DOREMNNEA, Supsvsmy pvew ||r|mju.t
disector compeetes dboall be evalesied wapg PRCTF Cenclation Eguivelency '.'lulli:l‘.nn which sl deticlnd knossledge and Sk regunsmests. By signing o &n
these competenzigs, Lhe slefine manager egrelie thal shebenrare bl thee lederd proes direcion and cashideie propes dreconoan aslilehle azeoedng o the
PRICDF module (DO O 3511, Clasge T trciesily sued Jone 13, 2003 wnd re-bued under DOE 381 1A, Aprd 19, 1004} and sfoald ke segandad e candidetes Far the
Cerafizlion Review Boands (CRES) comtdemitios as ceniled ledend peos dieciinn

F:I‘.H TEFICA T IOM CANDIDR TE SAME:

[FEOVAREA OFFICE
MECHESTED LEVEL OF CEICTIFHCATHIN: FM.LII'.(ZI TP |" RCBP CLASSFICAT pe:
|.Fl||:lﬂlf SUMBER: F.\I.lll_‘ ||||.J.I'.: F*MH’.

VA KS PROSOCT MASAGEMENT EXPERIESCE 1M DOE: B O] HER AGESCIES: M FRIVATE SECT O
|.m|:|.u OF STUIAG:

HHEHEST IHGREE EARNEDR

CERTEFICA TS LICERSES:

|.|_1:uun:-r|.|.r|um- Fn-m.:ummu- umier l:u—uu I-h:-.-h-;:l

FITE MANAGER MabiE:
E:h Manager Sipoinre By sgreng ofl thee conpeiznzes, [ eflinm thil| Sigeoters anl Duis

¥ dulbrvidesd thoa Federal project drezioe o candalile preject direcios
ol Ut she e b the knoss ladge, skills, sl whilitien pellecial below

FEHAT LINE MARAGER MAME:

[Firet Lins Maasger Slgnanee: By aggnisg off thes: competonties, [ STPT S —
pafThrmn ead the indavidual o oa Tederad pemest direcier o cardidate project
dlisector ared Tl she'he bio e krowledge, skill, end ahilie reflecied
Belorw

Flnnss bnsi bovis UF Firei Line bamager b Sapervinar Ve wa
AL COMMENTR:
Firet lbs mumager commnis:

SHe mArsger camann:
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Certification Request

When all competencies have been approved for a level, certification for that level should be
requested. Review your profile information (see “Reports” section of this tutorial).

After logging into ESS, to request certification:

1. Click on the “PMCDP” menu item. Select “Certification Request Form.”

Introduction

Instructions (pdf)

Cert and Equiwalency Guidelines (pdf)
Access corporate reports

Set PMCDP profile

Identify managers

Maintain project history
Enter supporting information
Review/update competencies

Supenvisor/Site Review Report
CE Hour Request Status Report
Competency Status Report
Equivalency Summary Report
Waner Summary Report

™" Certification Request Form
Continuing EMMcatt®n IT8r Equest Form
PSO Notification/Review Request Form

—
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2. If you have not qualified to request a level of certification or all of your competencies have not
been approved by your designated approving official, you will be show a screen requesting you to
review your competency status report.

PMCDP CERTIFICATION REQUEST FORM FOR

You have not qualified to request any level of certification or vour competencies have not
vet been approved by your Designated Approving Official. Please review vour
competency status report.

3. If you have qualified to request a level of certification, you will be presented with a screen with
the header “PMCDP CERTIFICATION REQUESTS FOR [Your Name].” Tables detailing your
certification requests will be presented.

To review a request, Click on “View.”

To submit a new request, click on “Request certification.”

PMCODP CERTIFICATION REQUESTS FOR

|Request Date |PI'».-'.'[ Level |Status |Details

| | | C_view

Eligibility for certification requests

|PI'».-'.'[ Level |Status |i5u:tinn

|Level 1 |Eligihle /[Re-que*;t certific ation

|Level 2 |Eligihle Requea‘t certific ation >
|Le-ve-l 3 |N-::t Vet Eligibile Mone at this tume

|Le-ve-l 4 |N-::t Vet Eligible |None at this time
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4. You will be presented with a screen with the header “PMCDP CERTIFICATION REQUEST
FORM FOR [Your Name].” Your name, title, organization, and level of certification requested
will be automatically entered. The level of certification indicated on the screen is automatically
generated by ESS based upon the level of association in the PMCDP module.

Up to four approving officials may be chosen. Depending upon your program/office’s procedures,
you may submit your request to up to four approving officials. At a minimum, a certification
request is required for your first level manager and field/site manager.

To choose or change the approving official, click on “Change.”

PMCDP CERTIFICATION REQUEST FORM FOR

* . Required fields

Mame:

Title:

Crgarization:

f P11

Level o

First line managerj* None seleciad

Zecond level manager (optonal): None selected

Third level manager (optional): None selecied

R %*
Owerall sitefoffice manager: Nowe selected

[ Subimit for approwval ] [ Cancel request

5. You will be presented with a screen with the header “PMCDP approving official search
Type in the name: Last,First (no space between comma and first name).
Click “Submit.”
PMCDP approving official search

search by name (last first):
INOTE: No space hetween conma and first name

hanager nﬂm©
@uhmit l @ancel ]
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6. Repeat Steps 4 & 5 above to select all approving officials, in accordance with your program
office protocol.

Click on “Submit for Approval” or “Cancel request.”
PMCDP CERTIFICATION REQUEST FORM FOR

* _ Recquired fields

Marme:
Title:
Organization:

Level of certification recuested: L

o *
First ine manager:

Second level manager {optional):

Third level manager {optional): Approving Official Names Here

. *
Orwrerall sitefoffice manager:

@itfmapprwal | | Cancelre@

7. A screen with the header “PMCDP FOR [Your Name]” will appear summarizing your
certification request, the persons who are being contacted, and the order in which they will be
contacted. An electronic message will be sent to the approving officials selected notifying him or
her of your certification request.

PMCDP FOR

Tour request for Level cettification approval has been sent to all program officials listed on
this confinmation page. Once the sitefoffice manager approval hasz been obtaned, the Program
Secretarial Official (PEO) should be notified that wou are ready to be presented to the PRICDE
Certification Eewew Board for review. Most P20Os require notfication. If your P30 does not
require such notification, you will select "o program official (P20O) notification/review required”.
Enter ES%, PMCDP module and zelect "P30 Certification/F ewnew Eequest Form" from the memi,

Harme:
FProgram Official #1:
Frogram Official #4:

Return to PMCDP Start Page
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8. Go to PMCDP Menu, click on “Supervisor/Site Review Report.” Print out a copy of your profile
in “Landscape” layout. Have the first page of the hard copy signed by your first line supervisor
and your site/office manager.

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

3
||||||||||||E
\

|

Supenvisor/Site Review Report

Based upon your program protocol, you should either fax/send the signed document to your PSO
approving officials or to the Office of Engineering and Construction Management, MA-50,
PMCDP Program Manager, Headquarters, Washington D.C. Questions may be forwarded to
PMCDP.Administrator@hg.doe.gov.
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PSO Certification Review Request

Once the site/office manager approval has been obtained, the PSO should be notified that you are
ready to be presented to the PMCDP Certification Review Board for certification consideration.
Most PSOs require notification. If your PSO does not require such notification, you must still follow
the steps below and select “No program official (PSO) notification/review required.”

1. Click on the “PMCDP” menu item. Select “PSO Certification/Review Request Form.”

Introduction

Instructions (pdf)

Cert and Equivalency Guidelines (pdf)
Access corporate reports

Set PMCDP profile

Identify managers

Maintain project history
Enter supporting information
Reviewupdate competencies

Supemvisor/Site Review Report
CE Hour Request Status Report
Competency Status Report
Equivalency Summary Report
Wawer Summary Report

Certification Request Form

=
=
-

Continuing Educﬂnnﬂl_:ur Request Form
= PSO NotificationReview Request Fn_rm
——

2. You will be presented with a screen titled “PMCDP PSO CERTIFICATION/REVIEW
REQUESTS FOR [Your Name].” Click on “Submit a new request.

Teoct-only menn
FPMCDP PEO CERTIFICATIONREVIEW REQUESTS

You have not entered any requesis for PSO certification.

Submil a new request
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3. A screen with the header “PMCDP PSO CERTIFICATION/REVIEW REQUEST FORM” with
your name, title, and organization will be presented.

PMCDP PSSO CERTIFICATIONREVIEW REQUEST FORM

INSTRUCTIONS: Once site/office approval has been obtained, your Program Secretarial Official (PS0) should be notified that you an

ready to he presented to the PMCDP Certification Review Board for review, Most P5Os require notification. If your Program Official

(P50) does not require such notification, select "No Program Official (PS5 0) netification/review required” helow. OECHM will automatic:
he notified that you are requesting certification review without Program Secretarial Official (PS5 OQ) participation.

Em
-Required field

Mame:
Title:
Cirganization:
Lewel of certification requested:;‘c — Selectalevel — v
Program Official 41" Nowne selected Change
Program Official #2 {optional): None selected Change
Program Official #3 {optional): Nane selected Change
Program Official #4: None selected Change

[0 Mo Program Official (PS0) notificationfreview required

You must either complete the requested program contact information or select “No program
official (PSO) natification/review required.”

4. Select the level of certification requested. Click the down arrow to the right of “Level of
certification requested.” Choose one.

Marne:
Title:
Crgamzation;
Level of certification requested:*
Program Official #1: None selected Change
Program Official #2 (optional): None selected Change
Program Official #3 (optional): None selected Change
Program Official #4: Nowne selaciad Change

PM Level 1: Responsible for projects with TPC between $5M and $20M.
PM Level 2: Responsible for projects with TPC between $20M and $100M.
PM Level 3: Responsible for projects with TPC between $100M and $400M.
PM Level 4: Responsible for projects with TPC exceeding $400M.
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5. Select up to four program officials to review your certification package. You must select at least
one individual, the individual who has program office final approval for a PMCDP certification
request.

To choose or change the approving official, click on “Change.”

Marmne:
Title:

Cirgamzation:

: ; *
Lewvel of certification requested: —Selectalevel — v

Nowe selected

Program Official #1.
Program Official #2 (optional):
Program Official #3 (optional):

Nowne selected

Nowne selected

rogram Official #4: None selecied

6. You will be presented with a screen with the header “PMCDP approving official search.”
Type in the name: Last,First (no space between comma and first name).
Click “Submit.”
PMCDP approving official search

=earch by name (last first):
NOTE: No space hetween comma and first name

(Suhmit ] Dancel ]
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7. If your PSO does not require such notification, select “No Program Official (PSO)
notification/review required.”
Marne:
Title:
Orgamzation:
Lewel of certification rnaquested:a.C — Selectalavel — ¥
Program Official #1; None selecied Change
Program Official #2 (optional): None selected Change
Program Cfficial #3 (optional); None selected Change
FProgram Official #4: MNowne selected Change
@rogyam Official (P3O notification/review rqu
8. Repeat Steps 5 & 6 above to select additional approving officials, in accordance with your
program office protocol.
Click on “Submit for approval,” “Cancel request, or “Clear changes.”
MName:
Title:
Cirgatization:
Level of certification requeste-:i::‘c o8
Program Official #1: Change
Program Official #2 (optional): Change
. . Approving Official Names Here
Program Official #3 (optional): Change
Program Official #4: Change
[ MNe Program COfficial (P2O) notification/review recquired
dmnitfor approval ] [ Cancel request ] [ Clear cha@
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9. You will be presented with a screen titled “PMCDP FOR [you name].” Your name and those of
the program officials you have chosen will be listed in the order they were chosen.

PMOCDE FOR
Your request for Level certification approval has been sent to all program officials lsted on

thiz confirmanen page. Onee all of the program officials have approved your request, the requastis
then sent to OECH for fnal ;lppiwal

Hame:
Progran Officael 41: Name here Official #1
Program Officaal £4: Name here Official #4

< Return to PMCDP Start Page >

You may return to the PMCDP start page by clicking on “Return to PMCDP Start Page.”

10. Once your PSO has completed its review and approved your certification request, you will
receive an electronic message of his or her decision to approve or disapprove your request.

From: Acministration, PMIDR Seniti
Tod

L=+

Subject:  FMCDP P50 Certiicstion Request

Ta

Teour PS0 cerficahon request has been approved by all of your selected Prograrn Officials. The Office of
Engineering and Construction Management (OECHWD has been netified of your request.

Crigmal request date
Approved by program official 1, on
Approved by program official 4, ofl

11. OECM will be notified of your completed certification review.

PMCRE PEO CERTIFICATIONREVIEW REQUEST FORM

OECM has been notified of your request for certification review by the PMCDP Certification
Review Board.

Return to the PMCDP start page
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12. You may review the status of all certification request actions at the PMCDP Menu, “PSO
Certification/Review Request Form.”

Intraduction

Instructions (pdf)

Cert and Equivalency Guidelines (pdf)
Access corporate reports

Set PMCDP profile

Identify managers

Maintain project history
Enter supporting information
Review/update competencies

Supenvisor/Site Review Report
CE Hour Request Status Report
Competency Status Report
Equivalency Summary Report
Waner Summary Report

Certification Request Form
Continuing Education Hour Request Form
| — 1|

=
=
=

™ PSO NotificationReview Request Fn[_ru
—

13. You will be presented with a table listing your request date, the level requested, and the actions
taken to date. You may submit a new request by clicking on “Submit a new request.”

PMCDP PSSO CERTIFICATIONREVIEW REQUESTS FOR

Prograrm | Levell | Level2 Level 3 Level 4
Request Level Official Manager Manager Manager Manager
Date Requested Review Approval Approval Approval Approval
Required Status Status Status Stams
005 Level Cne Yes Approved R Seif:iﬁy = s«s:::;:edﬁy Approved
Submit a new request >
14. Program offices must contact OECM and submit via electronic or DOE mail, a copy of the signed

profile cover sheet in order for the package to begin OECM review. OECM will notify the PSO
of a date for CRB review and/or interview. You will be contacted by your PSO or OECM for
final details.
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Continuing Education Hour Request

Refer to O361.1A, Chapter IV for guidance on CE hours. All person certified under PMCDP
are required to maintain his or her certification through continuing education. A minimum of 60
CE hours must be obtained every two years, from the most current date of certification.

1. After logging into ESS, to request credit for having obtained a CE hour(s), click on the “PMCDP”
menu item. Select “Continuing Education Hour Request Form.”

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

Supenvisor/Site Review Report
CE Hour Request Status Report
Competency Status Report
Equivalency Summary Report
Waner Summary Report

Certification Request Form
ﬂtuntinuing Education Hour Request For
PS0 Notification/Review Request Form

;-
-
5
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2. If you have no CE hour requests in the database, you will be presented with a screen that states
that the database has no previous CE hour requests on file. Select “Add a new request.”

T ext-only menn

PMCDP CE HOUR REQUEST STATUS REPORT FOR

Tou do not have any CE Hour requests in the database.

< Add anew request >
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3. The PMCDP Continuing Education Hour Request Form will be presented that requires you to
choose a CE hour category, the number of CE hours requested, the dates of the activity, a title (if
applicable), course number (if applicable), provider, and course description (required). The
course description field has a 2,000 character maximum. [Since limitations of the database only
allow you to enter 2,000 characters into the Course/Activity Description text box, there is a
counter below the text box that will alert you to the number of characters remaining, so you can
edit your comments accordingly.]

PMCDFP CONTINUING EDUCATION HOUR REQUEST FORM

Instractions: CF hour requests must be approved by jrour first line manager. This request will be automatically
semnt o the person you identified as first line manager in your profile. If this person has changed since your
initial profile entry, please update this information before submitting a CE hour request.

Continuing Bducation Credit Assimuments | Spectfic instructions on Incumbent FPD category
WiewW Tour training sunimary

E -
-Required fields
E 4
CE Hour category: — Select a category — e
*

Mutber of CE Hours regquested:

T . Tor
Dates earned (rumfddfyyy format): rotn o

*
Title:
Course munber:

Provvider:

E S
Courseld ctivity Description:

(2000 character ma)

2000 characters left.

Fitst line managet: (Mot your firsf line manager ?)

[ Submit request ] [ Clear farm ]

Exit without saving
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4. CE HOUR CATEGORY. Click the down arrow to the right of the “CE Hour Category” drop
down box to display a list of choices. Select one (required). If you are not clear whether or not
you qualify as an “incumbent” project director, click on the top of the screen on “Specific
Instructions on Incumbent FPD category” for additional information.

Continuing Bducation Credit Assign fz | Specific mstructions on Incumbent FED categor>

View your

*
-Reguited fields

Hame:

™

CE Hour category: _E_SEIE'ja':ate'Qc'ry_ > i

Humber ol TF Hror

Academic courses at an accredited college ar university

E 4
requested: Audited academic courses at an accredited college or university
Dates earned O0OE Training
#* Educational portion of technical meetings, conferences, workshops and seminars
(i ded/ryry format): Focused training/short courses by commercial wendors
Title'* Instructing at an accredited college ar university

Lewel 3 or 4 cerified FPD serving as a Sponsor/SME for one or more PMCOF Courses
Course b et Lewvel 4 cerified FFD serving as & mentor to a Lewel 3 candidate

Faricipation as a member of a project review team

Freparation far a project rewview
* |Presentations atwarkshops, conferences and seminars

Courselfuctivity Description: | Sapving as an incurnbent FPD
(2000 character maz)

Provwidet:

[ Submit request ] l Clear form

e Academic course at an accredited college or university

e Audited academic courses at an accredited college or university

e DOE Training

e Educational portion of technical meetings, conferences, workshops, and seminars
e Focused training/short courses by commercial vendors

e Instructing at an accredited college or university

e Level 3 or 4 certified FPD serving as a Sponsor/SME for one or more PMCDP Courses
e Level 3 or 4 certified FPD serving as a mentor to a Level 3 candidate.

e Participation as a member of a review team

e Presentations at workshops, conferences, or seminars

e Serving as an incumbent FPD
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4. CE HOUR CREDIT ASSIGNMENT. To determine the number of CE hours for an activity,
refer to the PMCDP Continuing Education Credit Assignments table. Click on “Continuing
Education Credit Assignments” or refer to the table copied below.

Continuing Fducation Credit Assigrwments | Specilic instructions on Incumbent FPD category

Seswrre ANING SUNMAry

Continuing Education Credit Assignments

Training/Continuing Education (CE) Opportunity Unit _ DOE CE Credit
Description Hours
Educational portions of technical meetings, conferences, workshops, and
seminars; DOE training; and focused training and short courses provided _
by commercial vendors 1 hour = 1
. , . , 1 semester credit = 15
Academic courses at an accredited college or university 1 quarter credit _ 9
. . . . . 1 semester credit = 5
Audited academic courses at an accredited college or university .
1 quarter credit = 4
Presentations at workshops, conferences, and seminars p%efsoerrrniltion = 5
. . . . 1 semester credit = 10
Instructing at an accredited college or university 1 quarter credit _ 9
Certified Level 3 or 4 FPD serving as mentor to certification candidate.
A formal written mentoring agreement is required for the mentoring 6 months mentoring
development activity and is also required to be documented in both a certification - 30
mentor and certification candidate Individual Development Plans (IDP). candidate
Additionally, Level 3 and 4 certified FPDs serving as mentors are
encouraged to take Departmental mentoring courses.
Participation as member of a project review team (i.e., IPRs, EIRs, 1 work da
independent cost reviews, earned value management validation reviews) y = 8
(team convened)
Participation as project review team member in preparation for a review
i.e., IPRs, EIRs, independent cost reviews, earned value management Maximum per review = 8
p g p
validation reviews, O413.3A guides)
Serving as an incumbent FPD* 1 vear _ 5
(Maximum 10 CE hour credit for 2-year certification period) y
Carryover allowed per certification period. If FPD is certified to a higher Maxi _
T aximum carryover = 20
level, this will still apply.
Serves as a Sponsor/Subject Matter Expert (SME) for one or more Serves as SME for _ 15
PMCDP courses (Applies to Level 3 or Level 4 certified FPDs) at least one year
* Incumbent FPDs are those formally appointed to direct Capital Assets in accordance with DOE Order

413.3A, Program and Project Management for the Acquisition of Capital Assets.
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5. Enter the number of CE hours in the “Number of CE Requested” field (required).

Continuing Bducation Cradit Assignments | Specific imstructions on Incumbent FPT category
Wiew your tradning sumimary

k4
-Reguired fields

*

CE How category: — Selecta category — =

Humber of CE Hours requested:

6. Enter the date earned in the “From” field and “To” field (mm/dd/yyyy) (required).

Hame:

CEHour categn:-r}r:*

Humber of CE Hours

: [ ]

requested:

Diates earned . | | T | —

(e Ay f'u:ur:matj:* Fot © )

7. Enter the title/name of the course, conference, activity, etc. in the “Title” field (required).

Hame:
CE Hour categnr}.r:*

Humber of CE Hours I:I

*
requested:

Dates earned
(v o5y fu:urmat):*

Titte:” < | >

8. Enter the course number in the “Course Number” field, if applicable.

E 3
Title:
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9. Enter the name of the provider in the “Provider” field, if applicable.
Hame:
#* O eleamd = —=tbe e e
CE Hour category: | — Selecta cateqony —
Fumber of CE Hours
: [ ]
tegquested:
Diates earned | | |
(e ddf ey fu:urmatj:* LSt B
*
Title: | |
Course tamber: | |
— i o ———
Provider: <[ :D
—_— I
10. Enter a description of the course/activity, learning objectives, and outcomes in the

“Course/Activity Description” field (required). Provide as much detailed information as possible.
Since limitations of the database only allow you to enter 2,000 characters into the
Course/Activity Description text box, there is a counter below the text box that will alert
you to the number of characters remaining, so you can edit your comments accordingly.

*
Courseld ctivity Description:

(2000 character ma)

Eﬂﬂﬂ characters left.
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11. Click on “Submit request,” “Clear form,” or “Exit without saving.”

Matne:

CE Hour cate gor}.r:*

Futbet of CE Hours I:l

*
tecquestad:

Dates earned
(o d Sy f'l:nrmat):*

Title: " | |

Course number: | |

Provider: | |

Courseld ctivity Des c:tiption:’k
(2000 character ma)

[ Submit request ] [Clearfnrm]

[

Exit without sawing l

12. If you choose “Submit request,” a screen with the header “PMCDP CE Hour Request
Verification” detailing the CE hour request will appear. Review the information. If it is complete
and correct, click on “Yes.”

PAMCDE CE Hour Request Verification
Here ks the request von are abawt to aubandt

Kame:

F Huom Lategmy:

Husaber of CF Homs

EBeguested:

Dates exmed:

Tsle:

Ui pamber:

Pravadon:

Furse line mamage:
Cemrse description: took a progr course [

Do woan want to sobnie s vequest?
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13. A screen with the header “PMCDP CE HOUR REQUEST STATUS REPORT FOR [Your
Name] will be presented that confirms your CE request to your approving officials. It details the
category, title, number of CE hours requested, Request Date, Line Manager Approval Date,
OECM Approval Date, and CE hours approved.

PMCDE CE OOR REQUESTSTATES REPORT POt
Vaur pequest ban been sen 0o vour manageris) fo appraas]
Casgary Triste &i‘ﬁ [——— mﬁﬂm{: MEEI"J'J“ ':Fw]"fm‘”:
el o ‘
To make another CE request, click on “Add a new request,” and repeat steps 4-12 of this section.
To view a previous request, click on “View” for details.
14. If you choose “View,” you will be presented with a screen detailing all the information you have

provided for the CE hour activity, including approval dates and comments, as well as the option

to reroute the request to another line manager.

View a PMICDP CE Howur request

Request date:
Requestor:

Category:

Title:

Dates earned from/to:
CE Hours requested:

Activity description:

Line manager/

Name of manager here
approval date:

OECM approval date:
OECM approval status:

MNumber of CE Howrs approved:

OECM Comments:

(Change Manager)

If you choose another line manger, this will change your choice of line manager for your overall

PMCDP profile. Click “(Change Manager).”
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15. Change Manager. You will be presented with a screen which allows you to request another
approving official/first line manager for your CE hour request(s). Click on “Change.”

If you want to change approving officials for more than one request, you must update each CE
hour request individually.

Change your managers for this CE Hour request

MOTE: This form will change your managers for this CE request as well as the managers in wour overall PMCDP profile. If ywou
have other CE Hour request with the incotrect manager, wou must update each CE request individually.

*Required fields

CE Eequest ID
Request Date
Request Title
First line ma.nager:*
[ Sawve/Send Request l [ Cancel/Go Back to CE Hour Summany ]
16. You will be taken to the first line manager search screen. Enter the name Last,First with no space

between the comma and the first name (Example: Smith,Jane). Click “Submit.”

PMCDP first line manager search

=Search by name (last first):
NOTE: Mo space hbetween comma and fivst name

( Subrmnit I 1 Cancel
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Once your CE hour request has been acted upon by your line manager and your site/office
manager, you will receive electronic messages notifying you of the result.

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) have 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
Approved by site manager on

To: OECM/PMCDP Administrator

To approve/disapprove this request:

® Login to your ESS account at

Go to the PMCDP menu and click on "Approve/Review CE Hour Requests" under the "Approving Official Options."

18.

OECM will review your request and either approve, disapprove, or place it on hold.

If your request is approved by OECM, you will receive an electronic message giving you the
results of his or her determination.

From: PMCDP.Administrator@hq.doe.gov
Sent:

To:

Cc: PMCDP.Administrator@hq.doe.gov
Subject: PMCDP CE hour request approved
Importance: High

OECM has approved your CE hour request in Employee Self Service.

Request date:

Category:

Title:

Dates earned from/to:

CE hours requested: CE hours approved: Activity description: Comments from OECM administrator:
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If your request is denied by OECM, you will receive an electronic message giving you further
instructions.

From: PMCDP.Administrator@hgq.doe.gov
Sent:

To:

Cc: PMCDP.Administrator@hq.doe.gov
Subject: PMCDP CE hour request disapproved
Importance: High

To:

OECM has not approved CE hour request in Employee Self Service. Please contact OECM to arrange for
discussion on the issues.

Request date:
Category:

Title:

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

Comments from OECM administrator:

20.

If your request has been placed on hold, you will receive an electronic message giving you further
instructions.

From: PMCDP.Administrator@hq.doe.gov

Sent:

To:

Cc: PMCDP.Administrator@hq.doe.gov

Subject: PMCDP CE hour request placed on hold
Importance: High

To:
OECM has placed your CE hour request on hold and will be in contact with you shortly.

Request date:
Category:

Title:

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

Comments from OECM administrator:
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21. CANCEL CE HOUR REQUEST. If you wish to cancel a CE hour request, click on . You will
be presented with a screen titled “View a PMCDP CE Hour Request.” The data entered for the
request will be displayed. You may cancel the request by clicking on “Cancel This Request” or
return to the CE Hour Request Summary Form by clicking on “Do Nothing - Return CE Request
Summary.”

View a PMCDP CE How' request

Request date: |

Requestor:

Category:
Title: |

Dates earned from/to: |

CE Howrs requested:

Activity description:

Line manager’s name / status:

Line manager corminents:
OECM status:
OECM comments:

Number of CE How's approved:

Cancel This Request ] [ Do Mothing - Return CE Reguest Summary

22. VIEW TRAINING SUMMARY. To view your ESS training summary from the CE Hour
Request Form , click on “View Your Training Summary.”

PMCDP CONTINUING EDUCATION HOUR REQUEST FORM

Instructions: CE hour requests must be approved by ywour first line manager. This requestwill be automatically
sent to the person you identified as fivet line manager in your profile. If this person has changed since vour
initial profile entry, please update this information hefore submitting a CE hour request.

Continuing Bducation Credit Assigpments | Specific instnyctions on Ineumbent FPD category

Qmw vour training sunumary >
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23. A screen titled “Training Summary for [Your Name}” listing your current training will be
displayed. You print this out for use with CE hour requests, or cut and paste training titles, hours,
etc. into a CE hour request.

Training Summary far

Click a columnn heading link to sort by that element. To wew
wour complete traming summary, close thiz windoew, go to the
ESE "Traimng” menu and click on "Your Traning Summary”.

(lose This Wimdow

Title Dty Start ‘ End

Homrs Date Date

‘ Status
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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

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

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

Approvipg QiicialidaragecOptigns
- Review/approve emp competencies
- Review/approte ceTT1evBl requests
- Review/approve CE Hour requests

| Accesscorporatereports |
]
[Earmns |
[B=fmmeere |
Gt |
| OO |
| FErmmeTE s |
. ]
[ EEmrRhEiTm |
[ EERETREEIEE T |
[ EmmmmsEriem |
| Errmas e |
[Cofie oot
]
[ BE=miE=rm |
| Em eI e ot D b e et
[ Pl AT S T |
. ]
| _Approvina QilcisiasagecOnlions | |
[ EEmEaTo e T e ah |
[ s Trrn |
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3. 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 Smmnary

Designated Approving Official: | Your Name Here

Click on any of the links below to wiew the details for each employee. Click on any of the hnked columm titles to sort the
accordingly. The table 15 sorted by whichever column title is displayed in red.

Date of

Name Conpeienc Status Employee's Seifom FijD_late of
Initial Requesi roval
L1l Approved Change status
Approval
171
& Requestad Change status
Approval
191
& Requestad Change status

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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12. A summary screen for the employee and the specific competency in question will appear listing
the designation and the employee’s justification.

PMCDP - Employee Summnary

Designated Approving Official: Your Name Here

NOTE: clicking ow the SAVE bufton will save the sfafus selected. Email will be senf fo the emplayee nofifiing them of
approval sfafus. [Fihis competency {5 disapproved, entry (s required in the Comments"fleld

Employee being evaluated: )

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

Select Status: Approved v

*
Conuments:

* Required fisld
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5. 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
PMCDF - Emploves Suminaly

Diesignated Approving Cfficial:
NOTE! disking an e SAVE buttan will save e stats selected. Email will ba sent Lo the
emiplayee rotijying em of approval stalus. I IHs compelency s disaprrovedn, entry is

regudrad in the ‘Commants fald,

Employes baing

evalusted

C:-mp-al-:;_'uy being 121 | Competency Level: PML
erglusted:

Diezignation Equivalency - Education & Experience

Employes's justification

Select Status.

Caornments

* Reguired field

Subenit I um:t:l_

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.

Click on the “Submit” button.

Revision: July 2008 109



Project Management Career Development Program

ESS Tutorial
Approving Official

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

Supenvisor/Site Review Report
CE Hour Request Status Report
Competency Status Report
Equivalency Summary Report
Wawer Summary Report

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

Approving OfficialManager Options

- Review/approve £ID competencies
¢ - Review/approve cert level requests

- ReviEW appr ovesC BHourreqTTSts

[Ostm |
[Cmlatd)
[ EimESE e A |
[l |
. ]
[EeEnmn |
[Cafbllee ]
[Leomrersimy |
e e
[t
. ]
[ =BT |
R e o I
| oL |
[ Il B0 |
[ CEmermmit |
]
[ immirsrm |
el e e
[ PR T T TR |
. ]
I e e
|- Reviewipprovegrup.competencies |
[h5e e e e ST
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2. 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.

Cheks on zny of the hnkes below to snew the detals for each emploves. Chek on zny of the hnked column ttles to sort the table
accordingly. The tahle is sorted by whichever coburan title 15 displayed in Ted.

: Date of
en Emplovee's Date of
- Level Status ISP OYEES  epjn ARG
Eequested Imitial Final Approval
Eequest
Approval
P Regirested
Approval
FM 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.”

3. 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

FRICEE - Set certrfication skatus
lanager

acred. Bweetd will be sont ta the
ona 15 Arranp rewed, enfer i

NOTE: clickivg ev the SADE burtan will seve e 2
emplaee wetify ing them afapprowal siane. ifieh
Fegr e i B ey

Employes berg evaluated

Certification level requastad il
Emrploges's competeray status report CIKKE bo view
Field'nkes manager's merneicomments.
Select Satus:”™ Punding
Comments:”
" Feequired 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.

PALCEE - Set certaiacation status
Munager
FOTE: clicking o the SAVE buttan will seree S srar crsd. Evaed will be sent ta the

employer wotifyorg them af gpprov iane. ieh EONG 15 AEEPErewnG, ey i
rerraired i Bipe ooy el

Emploges beig evaluabed

Cerlification level requeasted Ik
Employes's competoney status report. CKK o view
Fiald/=be mansger's remelcomments

Select Bratus:™ Panding o

Comments:

" Foquired ficld

Click on “Submit.”
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13. 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

Supenvisor/Site Review Report
CE Hour Request Status Report
Competency Status Report
Equivalency Summary Report
Wawer Summary Report

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

Appioviag ﬁﬁciaﬂlmg-hﬂpﬁnnk
iﬂter General Comments

]
=
.-
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14. 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
INETETCTIONS: First Line Manager 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 L),

Click on "Save Changes" to save vour data.

Save Changea/P [ Clear Form
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7. 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 Qlcr':d has been saved.

Click here to view this paﬁduan@ port

8. 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:
e  Access request via a URL hyperlink embedded into a notification email, or

e 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
Emplovee Self Service (ESS):

Category:

Title:

Dates earned fromio:
CEUs requested:
Activity description:

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

< hito//misdev2 br doe goviess/securePMCDP_CEU_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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2. 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

Supenvisor/Site Review Report
CE Hour Request Status Report
Competency Status Report
Equivalency Summary Report
Waner Summary Report

Certification Request Form
Continuing Education Hour Request Form
PS0 Notification/Review Request Form

Approving OfficialManager Options
- Enter General Comments
— L] —_—

o)
=
)

: N
(o Egmeitapprwe CE Hour requg&its —
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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.”

PMCDPFP Administration
CE Howr Request Summary

Ianager:

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

4 pending requests in the system.

CEHours  Date AManager OECM Lk ol Reminder

Hours Status
requested Requested  Status Status e

Action Name Title

]

Awaiting
) Line
Pending Manager 0 Bend

Approval

Awaiting
; Line
Pending Manager 0 Send

Approval

Awaiting
_ Line
Pending Manager 0 Send

Approval

Awaiting
- Line
Pending Manager 0 Bend

Approval
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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 Howr Request Smmnary

NOTE: Clicking om the SAVE buffon will save the sfafus selecfed. Email will be senf fo the employee notifiing them of
approval sfafus and wumber of CF Hours approved.

Reguestor:

Categony:

Title:

Dates earned from/to:
CE Hours requested:

Activity description:

Line managet/approval date:

Seleci‘,Statl.Js::‘c — Select a status — R

— Select a status —

Approved
Cancel Request
Disapproved
Placed On Hold

*
Mumber of CE Hours approved:

E 4
Comments:

*
-Reguired fleld

Submit ] [ 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

Selen:tS‘r,ailtus:j'C —Selecta status — >

Approved
Cancel Reguest
Disapprowved

Flaced On Hold

*
Mumber of CE Howrs approved:

e
Coments:
. o
-Reguired 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 Hows appru:uved:* ©
*
Comuments:

¥ Required field
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7. Enter applicable text into the text box next to “Comments” (required).

Humber of CE Hours approve d:*

#*

" 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 ]

9. 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:
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CE hours requested:
Activity description:

Approved by line manager on
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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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PSQO 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.

From: Sent:
Ta:

]

Subject: FMCDP request For PSO cerbfication review spproval

Ta:

Tour PMODE participant, . iz requesting PIMCDE cerhificaton through Employes Sell
Sernce (ESSY:

Cerftthcanon level requested:
To review this request, chick on the following link te approve or disapprove the request

Ifyvou have additional questions regarding this request, please contact the FMCDF adrmimistrater at
FMCDP Admaustrationibe doe gow

@'&'2 b doe gowessfzecurePRICDP PE0 aoeraval 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 etther approve, disapprove or keep the request on hold by
clicking on the appropriate button at the bottorn of this page. Final approwval of the request is at the diseretion of OEChL

Tour ESS password 1s required. & 'CommentfReason' 15 required when disapproving the request.
Approver: .
Requestee's name:

Request date:

Certification level requested:

ESS Password Comment/Reason

Chick here to view this participant’s profile report

Iappruvel [ I do not approve ] [Putunhuld
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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 Password
4. If you wish to review the participant’s profile, click on the jump site “Click here to view this
participant’s profile report.”
@PW this partic lllﬂll@
[ | approwve ] [ | do not approve ] [ Futon hold ]
5. Once you have completed your review, you must approve, disapprove, or put this request on hold.

Choose one option.

Chel: here to view tlus participant’s profile report

@pprwe ] [ | do not approve ] [ PutunhnD

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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7. 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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END OF TUTORIAL

For additional information contact the PMCDP Administrator at PMCDP.Administrator@hg.doe.gov




