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	General
	This document contains descriptions of administrative activities that are normally performed by PMCert administrative staff. It is basically a “how to” guide.
Anyone with average intelligence and some knowledge of the underlying applications (Microsoft Office and FileMaker) could probably figure all of this out without a great deal of difficulty ... but why make them do so?
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	General
	The necessary files are in the Operations Records/Exam Dates folder.
IPMA-USA-Exam-Dates.docx has detailed instructions on the first page.
The exam dates are normally updated mid-month immediately after the deadline for applications.
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	Old Passwords
	Keep a record of prior passwords (currently in Stickies app) in case one might be needed for recovery.

	Changing the Password
	Create the new password.
Open each database one-by-one.
Select “Change Password” from the File Menu in FileMaker.
Enter the old password and the new password (the new one gets entered twice).
Close the database.
Open the database again and enter the new password.

	Sharing
	Director of Certification, designated Board member, others in PMCert offices as needed.



	1.3	Updating Form Passwords	Annually

	Old Passwords
	Keep a record of prior passwords (currently in Stickies app) in case a form with a discontinued password comes in.

	File Passwords
	When it’s time to change the passwords, go through the files methodically, and make a note of where you left off if you get interrupted.
Open each master file (the one with the version number), and save a copy with the new password and without the version number (or version control if appropriate).
Upload the unversioned file to the IPMA-USA website.
Update any affected .zip files and upload them to the IPMA-USA website.

	Sharing
	Director of Certification, designated Board member, others in PMCert offices as needed.
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	General
	Create a copy of the current log file to the Logs, Prior Years folder.
Update the year in the name of the current file and on the title page. Clear out last year’s data.



	[bookmark: _Toc489947191]2.  On Demand Activities
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	Pending to Certified
	Select (find) the Assessment records of individuals who passed their assessment in Candidates database. If the search criteria are complex, find subsets by setting the Assessment Selection Flag field to something like “XX”, then find all records with “XX” in that field.
Change the Certificate Status of one Assessment record to “Certified,” then change the rest using “replace all.”
Enter the additional Assessment information required (e.g., certificate dates, lead assessor signature, Passed?) to each Assessment record.
Change the Assessment Status in one item to “Closed,” then change the rest using “replace all.”
If used, clear the Assessment Selection Flag field.

	Pending to Failed
	Select (find) the Assessment records of individuals who failed their assessment in Candidates database. If the search criteria are complex, find subsets and set the Assessment Selection Flag field to something like “XX”, then find all records with “XX” in that field.
Change the Certificate Status of one Assessment record to “Failed,” then change the rest using “replace all.”
Change the Assessment Status in one item to “Closed,” then change the rest using “replace all.”
If used, clear the Assessment Selection Flag field.

	Certified to Expired
	Select (find) the records in Candidates database. Normally, this will be done using the “certification expiration date” field.
Verify the accuracy of the selection. “Omit” any records that don’t belong and correct them if appropriate (the expiration date is computed from the effective date, so there should never be an error, but …).
Change the status of one Individual to “Expired,” then change the rest using “replace all.”
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	IPMA
	Find all “Certified” records in Certified-Pending-Expired with Reported to IPMA = “no”
Switch to the IPMA Report layout.
Export to Excel making sure that the order of the export fields dialog matches the order of the required IPMA layout.
Copy the information from the Excel file into USA-Quarter-Report-9999-Q9.
Verify that the dates in the Excel file are YYYY-MM-DD. If they aren’t, fix them. (Note: you’ll probably have to fix them; FileMaker will not export formatted text to Excel.)
Email the Excel file to the IPMA Secretariat (info@ipma.world).
Set Reported to IPMA = “yes”
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	General
	The version number is a text field on the last page of the survey. If the survey is updated, update that text field and do the following:
Print the survey to PDF.
Add sticky note(s) in PDF to identify changes for that version.
Save the PDF with a version number to the Operations Support/Feedback Surveys folder.
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	Applicability
	This applies to all 3 types of agreements: assessors, volunteers, and proctors.

	Process
	Open the appropriate master: Assessor-Agreement, Proctor-Agreement, Volunteer-Agreement.
Use “save as” to create a copy in the appropriate folder (Assessors or Operations Records). Follow PMCert naming conventions as defined in the NCR.
Fill in any sections that pertain to PMCert (usually the person’s name and the date in the signature block).
Email the agreement to the prospective contractor with the appropriate cover letter from Standard-Letters.
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	Basics
	Create a copy of the master file with the new version number.
Move the old master to the Discontinued Versions folder.
Make your updates.
Summarize the major changes in the “Version Control” section. If there are no major changes, describe the general nature of the changes (e.g., “tweaks to several items related to naming conventions”).
Save the modified file.
Get approval if you aren’t authorized to approve the changes.
Save a copy of the file without the version number. Upload the unversioned file to the IPMA-USA website using FileZilla.
Move both files to the Dropbox “Public” folder for backup. Replace any prior versions.
If the file is part of one of the application page ZIP files, copy the unversioned file to the appropriate ZIP files folder, re-compress the files, and upload the compressed file to the IPMA-USA website using FileZilla.

	Excel Protection
	Allow “Selected unlocked cells” and “Selected locked cells” (and “Insert rows” if necessary).
Users are allowed to select locked cells so they can see the contents.

	Word Protection
	Forms
	Protect for “Forms.”

	
	Other documents
	Protect for “Tracked Changes.”
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	Folder Name
	Create a new folder following PMCert naming conventions: Initials-Assessment#Level.
Copy their application files into the folder.
Copy the name from the folder and paste it into the name of each file. Use the content identifiers shown below.

	Content Identifiers
	Assessor Package?
	Item
	Content Identifier

	
	Initial
	Initial Certification Application
	APP

	
	Recert
	Recertification Application
	APP

	
	Initial, Recert
	Management Complexity Ratings
	MCR

	
	Initial, Recert
	Experience Summary
	EXS

	
	
	Report
	REP

	
	Initial, Recert
	Self-Assessment
	SAS

	
	Recert
	Continuing Professional Development
	CPD

	
	Initial
	Experience Check Initial
	EXC

	
	Recert
	Experience Check Recertification
	EXC

	
	Initial
	Assessment Process Checklist
	Checklist-Assessor-Last

	
	Initial
	Assessor Recommendation Initial
	REC-Assessor-Last

	
	Recert
	Assessor Recommendation Recertification
	REC-Assessor-Last

	
	
	Proposed Assessors Candidate
	Assessor-Acceptance

	
	
	Proposed Candidate Assessors
	OK-Assessor-Last

	
	Initial
	Assessment Interview Notes
	Notes-Assessor-Last
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	Levels A, B, and C
	The Assessor-Guide-Initial details the contents of the assessor package. Basically, create a copy of the candidate’s folder in Dropbox or pCloud, then share that folder with the assigned assessors.

	Level D
	There is no assessor package for Level D.
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	The steps below assume a basic understanding of how FileZilla and Phoca Download work. If you lack that background, the IPMA-USA webmaster can provide training and assistance.

	FileZilla
	Put the file(s) to be uploaded into the FileZilla Updates folder.
Enter the password for the IPMA-USA website.
Select public_html
Select phocadownload (not phocadownloadpap)
Select certforms
Click-and-drag all files except .DS_Store. Overwrite where necessary.

	Phoca Download: Updates
	If the uploaded file is a new version of an existing file, and if the filename is the same (e.g., a new version of an application form), there is no need to do anything after you have uploaded the file.

	Phoca Download: New Files
	Sign in to Joomla! using an administrative password.
From the Components menu, choose Phoca Download.
From the Phoca Download menu, choose Files.
From the Files page, click “New” in the upper right-hand corner.
Select the category (the category determines which menu the new file will be added to) for the new item.
Select the filename from the certforms folder.
Click “Save and close.”
Re-sequence the new item if necessary.

	Deleting Files from Website
	Outdated files are deleted by being overwritten when new files are uploaded.
Files that are no longer needed (discontinued or renamed) should be deleted to avoid having them used accidentally. This can be done by selecting the files in “certforms” while using FileZilla, then right-clicking to choose “delete.”
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	Corrective Action
	Return to candidate for correction.

	Payments
	Resolve any payment issues by consulting with IPMA-USA HQ and candidate.

	Membership
	Sign in to Joomla! using an administrative password.
Under “Components,” choose RS Membership.
Click on transactions. 
Filter as needed. 

	Application Contents
	See Certified-Pending-Expired database.
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	Corrective Action
	Return to candidate for correction.

	General
	See Certified-Pending-Expired database.
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	Note: since this item was originally written, we’ve added some scripts to help deal with this problem as well as buttons within several layouts that call the scripts.
The result of a “find” depends on the structure of the layout. For example, in the Certified-Pending-Expired database:
If you do a “find” from a layout that is linked to an assessment record, the results affect any other layout that is also linked to the assessment record. But it doesn’t affect the results of any layout that is linked to individual records.
On the other hand, if you do a “find” on an assessment record from within a portal on a layout linked to the individual record, the find returns both the assessment records matched and the linked individual records. However, the “found” records on layouts linked to the assessment record is not affected.
So, searching for “Pending” from the Pending-Assessments layout finds the pending assessments, but doesn’t affect a previous find from the Individual-Record layout.
In similar fashion, if you do the same search from the Individual-Record layout (using the “Application” tab), you’ll get the Individual-records of anyone with a pending assessment, but the results on the Pending-Assessments layout are unchanged.
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	General
	Bulk emails are sent using Serial Mailer for the following transactions:
Group exam results
Notice of need to recertify
Requests to candidates for feedback

	Link
	Select the relevant records from the Certified-Pending-Expired database, then export the needed fields to an Excel file. Import the Excel records into Serial Mailer.

	Returns
	Update the Certified-Pending-Expired database to remove failed emails. No additional follow-up is required: it is the candidate or certificant’s responsibility to contact us.
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	[bookmark: _Toc489947205]3.1	Pre-Exam, All Levels

	Exam Folder
	Create an exam folder with the number of the exam and the location in the appropriate exam folder. For example, the folder name for the third exam of 2017, held at the University of Michigan, would be:
	D17.2 (UMich)

	Exam Log
	Create exam records in both databases.

	Candidate List
	Select the candidates registered for a particular venue (date and location) from the Certified-Pending-Expired database.
Export the Name06 for Certificate and Record Number fields of the selected records to an Excel file.
Copy the names and numbers from the Excel file into the Candidate-Check-in-List.docx file.
Rename the file per PMCert Naming Conventions and save it in the folder for this exam.

	Proctor
	Find a proctor. Send BCD-Proctor-Guide (and agreement if first time proctor).
Prepare exam questions and answer sheets, and send to proctor.

	Host
	Send Guidelines-for-Exam-Hosts to hosts. Ask them to complete the checklist and return it.

	Instructions
	Review the Instruction Sheet master(s). Make any changes needed, then save a copy in the appropriate exam folder.
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	Choosing Questions
	Select six (6) questions from the BC-SE-Questions database.
Use the Select-for-Exam layout to scan questions. Try to select a variety of questions across a broad cross-section of competence elements. Look at the Where Used portal to avoid using the same questions too frequently.
Enter the exam number (e.g., 15.2 means the second exam of 2015) in the Where Used portal. Use this field to identify which questions have been selected.
Before finalizing the question selection, verify that the total difficulty for the exam falls within the range specified in the summary at the bottom of the layout.
Sort the questions by competence element.
Print the first questions using the appropriate layout
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	Choosing Questions
	Select fifteen (15) questions from the BC-SE-Questions database. Make sure they are questions coded for Level C.
Use the Select-for-Exam layout to scan questions. Try to select a variety of questions across a broad cross-section of competence elements. Look at the Where Used portal to avoid using the same questions too frequently.
Enter the exam number (e.g., 15.2 means the second exam of 2015) in the Where Used portal. Use this field to identify which questions have been selected.
Before finalizing the question selection, verify that the total difficulty for the exam falls within the range specified in the summary at the bottom of the layout.
Sort the questions by competence element.
Print the first eight (8) questions as Part 1 and the other seven (7) questions as Part 2 using the appropriate layout.
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	3.4.1	Question Selection

	Order of Selection
	Select the Short-Essay questions first so that the Multiple-Choice questions can be focused on the other Competence Elements.

	General
	Use the Select-for-Exam layout to scan questions. Look at the Where Used field to avoid using the same question too frequently.
Use the Where Used field to select (enter the exam number) or de-select (click the “X” to the right of the record) questions.
Before finalizing the question selection, verify that the total difficulty for the exam falls within the range specified in the summary at the bottom of the layout.

	Choosing Short-Essay Questions
	Select questions from the D-SE-Questions database.
Do not select more than 1 question from any one Competence Element.

	Choosing Multiple-Choice Questions
	Select questions from the D-MC-Questions database.
When you’ve selected enough questions in total, verify that you have addressed all of the Competence Elements not covered by the Short-Essay questions. If not, add and remove questions until you have.
Examine the balance of a, b, c, and d answers using the Count by Correct Answer layout: each option should have from 12-18 occurrences. Reposition correct answers as needed to match this requirement.
It is acceptable (even desirable) for a given answer to occur multiple times in sequence.

	3.4.2	Scoresheets and Answer Key

	MC Answer Key
	Use the Answer Key layout to create a PDF to use in scoring the exams.
Use the Tabulate Results layout to create a PDF to use in evaluating the questions after the exam.
Save both files to the exam folder.

	Short-Essay Scores
	Make sure the questions for this exam and only this exam are selected in the D-SE-Questions database.
Export the Question field to an Excel file. Open the Excel file, select the 12 questions, and copy them into the Question Comments worksheet of the D9-S-Scores-AssessorName-v99.xlsx file for this exam.
Go to the Candidate Scores worksheet and make sure the questions display properly. If not, use Excel’s formatting commands until they do.
Open the D-SE-Questions-Clone database (note the “-Clone”) and delete all records.
Import new records from the D-SE-Questions database. When asked, create a new record for each repeating field.
Export the answerGuidance and maximumPointValue fields to an Excel file. Open the Excel file, select all of the data (skip the column headers) in the two columns, and paste it into the Guidance Comments worksheet of the D9-S-Scores-AssessorName-v99.xlsx file for this exam.
Fill in the date, location, and exam number on the Candidate Scores worksheet.
Enter the candidate numbers from the Candidate Check-in List in the columns. Do not use names in order to minimize bias when scoring.

	Overall Scores
	Follow the instructions in the D9-S-Scores-Overall-v99.xlsx spreadsheet.

	3.4.3	Hardcopy Exam

	
	Sort the MC questions by Competence Element. This is to simplify the process of determining if the candidate has demonstrated knowledge of 80% of the CEs. Use the Print for Exam layout to create a PDF of the questions. Save it in the exam folder.
Sort the SE questions by Competence Element. Use the Print for Exam layout to create a PDF of the questions. Save it in the exam folder.

	3.4.4	Electronic Exam

	General
	The following steps are temporary until we can create a true online exam.

	Multiple-Choice Questions
	Select the questions as described above and sort them by Competence Element.
Select the Copy text with formatting layout, then run the script Copy with Formatting.
Open a copy of the D-MC-Electronic-Exam-Master file, and do a simple paste. Select the pasted text, make the style Normal,  then convert it to a table. Save the file in the appropriate exam folder. Name it D9-Part1-Questions where “9” is the exam number.
Insert two columns to the left. Set the table width to 6.9 inches and the width of the two added columns to 0.30 inches. Format both new columns to “align top right.”
Copy the first column from D-Electronic-Exam-Question-Numbers into the left most column.
Insert a Check Box (from the Developer tab on the ribbon) next to each of the potential answers. Copy the first six boxes in column 2 and paste them to fill to the bottom of column 2.
Merge the second column with the question. Repeat for each question.
Insert a text box with blue type within [brackets] next to each occurrence of “Optional Comments.”
Modify all of the “Optional Comments” rows to be 6 points before and 15 points after.
Remove all the table borders. Important to do this before inserting page breaks so all borders can be removed in one action.
Insert a page break for any questions that are split over 2 pages.
Protect document “for Forms.” This allows the candidates to check the boxes.

	Short-Essay Questions
	Select the questions as described above and sort them by Competence Element.
Select the Copy text with formatting layout, then run the script Copy with Formatting.
Open a copy of the D-SE-Electronic-Exam-Master file, and do a simple paste. Save the file in the appropriate exam folder. Name it D9-Part2-Questions where “9” is the exam number.
Protect document “for Tracked Changes.” This allows the candidates to have full access to Word editing features. With Word Forms, editing the content of text boxes can be difficult.

	In the Exam
	Each candidate gets a copy of the files created as above. They should add their candidate number at the front of the file names.

	3.4.5	Post Exam

	Multiple-Choice Questions
	Use the Tabulate Results PDF to record all wrong answers. Review any questions where more than 1/3 of the candidates chose the same wrong answer or where more than 50% of the candidates got the question wrong.
Make changes to the D-MC-Questions database as needed.

	Short-Essay Questions
	Make changes to the D-SE-Questions database as needed based on the Assessor’s Question Comments and Guidance Comments.
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	Mail Process
	Test connection 3-5 days ahead of time. Review room arrangement.
Remind candidate to have scissors handy to open envelopes.
Check with candidate about scanning answer sheets, or allow them to use a computer as long as the proctor can see their screen.

	Email Process
	Email documents to candidate as needed.

	Contents
	Part 1 in one tamper-proof envelope
Part 2 in second tamper-proof envelope
One tamper-proof envelope for return
Quantity of answer sheets per Proctor Guide if appropriate.



	9999	Version Control

	Version
	Date Approved
	Approved by
	Summary of Changes

	1.0
	May 2015
	W.R. Duncan
	Initial release

	1.1
	May 2015
	W.R. Duncan
	Added instructions on creating exams and exam score sheets
Added instructions for report to board of certification decisions

	1.2
	September 2015
	W.R. Duncan
	Updated several items to reflect change to one integrated database of individuals (certified, pending, expired)
Tweaked instructions on sections for forms to allow for current practice of having 3 sections, not 2
Updated some file names in Assessor Package section
Added instructions for forms that are part of the application page ZIP files
Added instructions for creating exam candidate list
Added instructions for uploading files to IPMA-USA website
Moved documentation of “ENT” to NCRG.
Moved Regularly Scheduled items to front 

	1.3
	December 2015
	W.R. Duncan
	Updated for change to IPMA-USA
Corrected a couple of typos

	1.4
	April 2016
	W.R. Duncan
	Added instructions for Guidelines for Discounts
Added instructions for how to search IPMA-USA database for members
Added checklists for exam prep, application receipt, and assessment report
Added instructions for video-proctored exam
Added a placeholder for Level B exam (to avoid renumbering again)

	1.5
	July 2016
	W.R. Duncan
	Numerous small updates based on review of entire file
Updates to reflect flat-file to relational-database changes
Updated color scheme

	1.6
	January 2017
	W.R. Duncan
	Added blurb on FileMaker find command
Modified application checklists to refer to database
Modified log file updates to reflect new NCR practice
Added section for bulk emails
Expanded section on new candidate folders

	1.7
	July 2017
	W.R. Duncan
	Added note to “Find” blurb about new scripts
Added section under “Exams” about how to create Word forms for electronic exams
Rewrote (normalized) Level D exam instructions
Modified candidate file naming section to follow new standard

	1.8
	July 2018
	W.R. Duncan
	Corrected the steps in creating level D electronic exam

	1.9
	November 2018
	W.R. Duncan
	Tweaked the instructions in 3.4 for creating Level D exam.

	1.9.1
	August 2019
	W.R. Duncan
	Added info about how to save electronic versions of Level D exam

	1.9.2
	November 2019
	W.R. Duncan
	Modified sequence of steps in preparing electronic Level D to simplify process

	2.0
	January 2021
	W.R. Duncan
	Removed references to Dropbox
Updated instructions for changing DB passwords
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