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No. 2017-17 Issuing Office: CECW-CE  Issued: 07 Aug 17 Expires: 07 Aug 19

SUBJECT: Employee Professional Registrations Reporting

CATEGORY: Directive and Policy

1. References:
a. Army Regulation (AR) 690-950, Career Management, 16 November 2016
b. AR 350-1, Army Training and Leader Development, 19 Aug 2014

c. Engineer Regulation (ER) 1110-1-8152, Professional Registration and Signature on
Design Documents, 24 January 2012

d. ER 690-1-1212, Professional Registration as a Selective Placement Factor, 31 March
2004

2. Purpose.
a. This directive revises existing policy, requiring reporting of employee professional
registrations, licensure, and certifications into the Defense Civilian Personnel Data System

(DCPDS), “MyBiz” Portal prior to reimbursement. This website is accessible at:

https://compo.dcpds.cpms.osd.mil/

b. This directive revises existing policy to allow multiple professional registrations to be
reimbursed as described below.

3. Background.

a. The mission of the U.S. Army Corps of Engineers is to be the world’s premier public
engineering organization by providing quality and responsive engineering and environmental
services to the Nation. Fulfilling this mission requires USACE to employ a world-class
engineering workforce. Professional registration is an important measure of the competency of
this workforce and is widely recognized by our stakeholders, industry partners and the public.

b. Requirements for licensure documentation have existed since 2012, yet reporting has
been minimal. Existing policy requires documentation of license and registration as indicated
below:

(1) ER 1110-1-8152 (para. 5(i), p. 3), “... After a supervisor approves reimbursement of
professional license exam expenses or renewal payment for the professional license, the
employee being reimbursed shall access the DCPDS via their appropriate ‘“MyBiz’” webpage and
promptly record their professional registration information.”


https://compo.dcpds.cpms.osd.mil/
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(2) ER 1110-1-8152 (para. 5(i), p. 3), “... Supervisors are responsible to annually verify
the accuracy and completeness of employees’ certification and professional licensure status
recorded in DCPDS.”

c. Current efforts by the Engineering & Construction Community of Practice require
accurate accounting and reporting of all professional registrations and certifications. This
reporting promotes the professional capabilities of USACE, as well as establishes new efforts for
career mapping and training requirements. Examples of these registrations include, but are not
limited to:

(1) Professional Engineer (PE);
(2) Registered Architect (RA);
(3) Professional Geologist (PG);
(4) Certified Construction Manager (CCM);
(5) Certified/Registered Interior Designer (CID, RID);
(6) Registered Landscape Architect (RLA).
(7) Engineer in Training (EIT), and/or;
(8) Project Management Professional (PMP).

4. Policy.

a. ER 1110-1-8152 (para. 5(f), p. 2), will be revised as follows:

“... If approved by the employee’s supervisor, each employee is allowed
reimbursement(s) per fiscal year for job related professional exam fees or registration and/or
certification renewal fees. All job related registrations, licensures, and certifications must be
documented in the employee’s IDP and approved by their direct line supervisor prior to
reimbursement. Supervisors will approve all registrations, licensures or certifications, if they
are position related. Reimbursement for exam expenses (and all associated fees) is not allowed
for missed or failed exams."

b. ER 1110-1-8152 (para. 5(h), p. 3), will be revised as follows:

“License/Certification Renewal Expenses. Each employee is allowed reimbursement(s)
annually for the license and/or certification renewal(s) related to an employee’s current duties.
The reimbursement of these expenses is not an employee entitlement and is subject to the
availability of funds. Government payments for professional credentialing, registration, and
licensing expenses will be made from the operating budget or from training overhead.”
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c. ER 1110-1-8152 (para. 5(i), p. 3), will be revised as follows:

“... Before a supervisor approves reimbursement for initial payment or renewal payment
for a professional license, the employee being reimbursed must access the DCPDS via their
appropriate ‘MyBiz’ webpage and record their professional registration information.”

5. Clarifications.

a. Reimbursement of exams are handled separately from registration, certification, and
licensing fees. ER 1110-1-8152 (para. 5(f), p2) discusses license exam reimbursement, whereas
ER 1110-1-8152 (para. 5(h), p3) pertains to licensing fee reimbursement.

b. Reimbursement of exam review classes is permitted, but not mandatory, as long as the
course is included in an employee’s Individual Development Plan. Passing a subsequent exam is
not a requirement for reimbursement for the review class.

c. Employees are required to report all current and active registrations, certifications and
licenses in ‘MyBiz,” — regardless of reimbursement — to promote the professionalism of USACE
to stakeholders, industry partners, and the public.

6. Applicability. All registered, certified, and licensed individuals are required to utilize the
DCPDS for documenting active professional registration. This effort is effective immediately.

7. Update. All new requirements will be included in the next appropriate policy document
update prior the expiration of this ECB.

8. Points of Contact. HQUSACE point of contact for this ECB is Brandon Tobias, CECW-
CE, (202) 761-0505.

11SI1
LARRY D. MCCALLISTER, PHD, P.E., PMP
Chief, Engineering and Construction
U.S. Army Corps of Engineers

Encl.
Attachment A — Instructions: Inputting Professional Registration and Certifications into MyBiz
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ATTACHMENT A: Instructions for Inputting Professional Registration and Certifications into
MyBiz

1. Go to: https://compo.dcpds.cpms.osd.mil/

2. Loginto DCPDS portal:

Login Help | Contact List | Frequently Asked Questions (FAQ)

AL DCPDSor

News and Information
Smart Card Access
Last updated Apnl 23, 2017

13:00 COT To access MyBiz+/Higagpplication, select Smart Card Log In

“*Important ** If yo eived a new Sman Card with no changes 10 your

9 The Department of Defense (DoD) civilian workforce holds a unique mission focused posture that can benefit
information (Full N DIPI) sefect Smart Card Log In.

the U. S. CENTCOM Civilian Expeditionary Workforce (CEW) program, The talent and experience that DoD civilians
have to offer are representative of how our mission success is defined

Smart Card Log In

The added value for employees who volunteer to deploy include: professional development, opportunity to
participate in a diverse workforce of DoD and coalition partners, financial incentives, and ultimately making a

i T
difference in the Department of Defense mission Rapister your St Gaed foe e First Time

Re-register a newly issued Smart Card (e.g., you had a Name Change)
Convert from a Non-Smart Card User to a Smart Card User

G Thank you for all of your feedback during the first year of MyBiz+! We appreciate the time and effort you took lo
let us know what was working for you and what needed improvement. Throughout the last year, and looking forward,
we will continue to value your input to enhance MyBiz+

Non-Smart Card Access

To access MyBiz+/HR application, select Non-Smart Card Access Log In

If you are having problems accessing this site, please select Contact List to locate and directly contact your
Component Help Desk @, Non-Smart Card Access Log In

For additional information, check out our Erequently Asked Questions (FAQ)

Component Help Desk Information

Register as a Non-Smart Card User for the First Time.
Reset Password

For access problems, select Contact List for your Agency's Help Desk

Privacy Act | Accessibility/Section 508 | Privacy and Security Policy | DCPDS Information

3. Once logged in, click on “Professional Development” at the bottom of the screen:

Detail Pages

af
$ »”
Jb
Pay, Leave . .
and Benefits : DF Position Reports

Supervisor Note: In addition to the tabs shown, supervisors have an icon that says "My Team" that
shows everyone the supervisor manages. Supervisors can click on the “My Team” Tab, then click
their employee’s name, and then check the location for the license info.
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4. Click on the “Certifications/Licenses” tab, then “Add”:

AlSeial

: Pret CotcanonsLcerses Regort
Education Training lific3tions !

Thes secton dsplays your CertfcationsUicenses. You are sell .cerddyny any Certéicate Liconse you enlier here Human Resources (HR) may request addeonal documentaion from you for verfication purposes.
To comect 8 Seif Corved ertry, Dolcte the entry then Add the comect cendcatonicense data Contact your HR office 1 commect entnes where the Update Source o blark or Verfied

AZQuson ang INSMaton ASSUrance CerdAcations can only be vpdated by MR

¥ you recowved tranng a3 3 prosequiste b Be centficationioerae you want 10 enter, you shoukd review your rainey hatory BEFORE addeg the corticatoniconse 10 onsure Be raneyg & on your record. You
st ek any e rareng 10 your onse eriry. Go 1 Pe Trareng Tad 12 review'add enfnes.

5. Input the required information and confirm. You should now have a license under

certification/ license in your profile. The example below shows an Architecture License:

Home = Professional Development

A5 ok D

Print Cestifications/Licenses Report

Education Training Certifications/Licenses
Add This section diaplays your Cerlificationa/Licenaes, You are scli-cortitying any Certificate/License you enter here. Human Resources (HR) may request additional

from you for
To comect a Sell-Certidfied entry, Delels the entry then Add the correct certification/license data. Contact your MR office to comect entbies where the Update Source is blank or Verified

Arquisition and Information Asssance cemifications can only e updated by HR:

purpascs,

I YU PR IFAINING S8 2 BAOrEQUIEIL T9r e SorineNtonTEemEs you want s sner, you Ehouls rview your g histary BEFORE S6S0g e cemibealioneents 16 enure 1 Eemg i en your reesrd You
st sk ary training bo your cenif P enlry, G b the Traineg Tab to review/add enlies.

Updats Source S

Certification/License & & Course Tite &

Date Issusd &
Self Certifled Architect

23-Hov-2015
Architect (23-Nov-2015 - 30-Apr-2018)

Expiration Date &

Date Updated & Action

0-Apr-2010

20-Mar-2017

Initial/Renewal: Renewal
Training te Obtain a Certification: No Course Title:
Class Graduation Date: Date Paid: 23 Mov 2015
Governmaent Amaunt Paid: 0 00 Actual Amaunt Paid: 0 00
Funding Souree: Cthenlinknown

Training to Obtain a License: No

6. For license renewal, MyBiz requires that you delete expired documentation and re-enter
the information. Click delete and then return to step #4.

Home | Professional Development A5 -

Education

Frint Certifications/Licenses Report

Training Certifications/Licenses

Add This secticn displays your Certifications/Licenses. You are self.cerifying any Cerificate/License you enter here, Human Resources [HIR) may request additional documentation from you for verfication purposes.
To comect a Sell-Certified entry, Dedete the entry then Add the comect certificationBcense data. Contact your HR office 10 cofrect entries where the Update Source is blank or Verifsed
Acquisition and Information Assurance certifications can onlly be updated by HR.
1 you recened iraining as a prerequesde for the ceriicabonficense you want io enter, you should revew your traming history BEFORE addng the ceridicationlicense to ensure the training s on your record. Yo
miest linds any training to your ci ense entry. Go to the Training Tab to reviewladd entries:

Update Source 3 Cenification/License §J ¢ Course Tite = Date Issued = Expiration Date = Date Updated & Action
Self Certified Architect

23-Nov-2H5 30-Apr-2018
Architect (23-Now-2016 - 30-Apr-2018)

20-Mar-2017
Initial/Renewal: Renewal Training to Obtain a License: No
Training to Obtain a Certification: No
Class Graduation Date:

Course Title:
Diate Paid: 23-Now- 2015
Government Amount Paid: 0.00 Actual Amaunt Paid: 0 00
Funding Seurce: Cther/Unknown
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