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Brief 
 
 
The following document describes the functionality found in the online Professional 
Development System.  
 
This document is designed to illustrate how the system will be navigated by candidates using 
it for planning, recording and reporting of evidence – either towards registration with an 
Institution or for maintaining their ongoing professional development.   
 
A separate Institution User Journey accompanies this document.  
 
 
 
Look & Feel 
 
 
The project will have 2 distinct user interfaces, one for candidates and one for 
administration. Each user interface will give access to appropriate functionality. Access to 
the PDS will be controlled by user login and role based access rights. 
 
There will be a generic interface for institutions: 
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The candidate user interface will also include skinning capability so that the PDS can match 
the Institution web site styling if preferred. 
 

 
 
 
A navigation system will be devised that comprises of primary and secondary menus. The 
primary menu will be visible at all times to provide easy access to the various sections of the 
application. 
 
The secondary menu will be specific to the section selected by the user.  
 
The menus will be highlighted to confirm the location of the selected page. 
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1. Login and Registration  

 
 

On registering with the system the candidate is asked to specify their username and 
password (note this only applies if the system is not set up with a single sign on process to 
existing member databases) 
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2. My Homepage  
  
 
“My Homepage” allows you to manage the job profiles associated with your PDS user ID. By 
adding a profile to the “Current Profiles” field, you are ensuring your access to the 
appropriate job profile(s) for you to benchmark your skills against. 
 

 
  
To add an available profile to your current profile: 
 
1. Click a profile from the list of “Profiles”.  
2. Click the “ADD” button to move the selected profile(s) into the “My Profiles” field. 

Repeat as necessary until all desired profiles have been moved into the “My Profiles” 
field.  

 
To remove a profile from your current profile: 
 
Press “remove” 
 
To edit user details click “here” in the box on the left.  
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3.  Self Assessment 
  
 
Select you’re a profile from the dropdown menu, move the skill level sliders for each 
standard according to your level of competence.  
 

 
 
 
1. When finished, click the “Save Changes” button to finalise your selection.  
 
2. An option is available to allow you to submit this assessment for review (they will gain 

one time access to your system to amend this profile) 
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4. Plans  
 
 
The following section describes how to create a plan.  
  
Columns visible in “Plan Overview(s)” page 
 

Plan Title / Start Date / Completion Date / Edit / Notes / Delete  
 

 

 
 
To create a plan: 
 
1.  Click the “Plans” tab. The “Plan Overview(s)” page appears. 
2.   Click “Add Action Plan”. The “Action Plan Wizard” page appears. 
3.  Complete the following fields: 

 Plan Title: enter a meaningful name for your plan 

 Start Date: enter the current date 

 Completion Date: enter a date 90 days from the start date 

 Objectives: enter your personal objectives for this quarterly plan 
 
4.  Complete the following fields (optional): 
 
 
Click the “Add” button. The competences appear in the selected list box. 
 
5. Click a competency from the. You may select more than one at a time, hold shift +click 

to select a group of profiles, or hold control +click to select a variety of profiles.  
6. Click the “add” button to move the selected competencies into the “Selected 

Competencies” field.  
 
7. An option will appear to allow you to submit this plan for a send for review (the 

reviewer will gain one time access to your system to amend this profile) 
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4b.  Editing and Deleting a Plan 
 
 
Editing a Plan 
 
In certain situations you may want to make revisions to a recently submitted plan or you 
may find that a plan was returned by your mentor or institution for revision. 
  
The following section describes how to edit a plan. 
 
To edit a plan: 
  
1. Click the Plans tab. The “Plan Overview(s)” page appears.  
2. Click the “Edit” button next to the appropriate plan. The “Action Plan Wizard” page 

appears. 
3.  Edit the necessary fields. 
 
 
Press Delete to remove a Plan  
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5.  Submitting Evidence 
  
 
The following section describes how to submit evidence towards a plan and ultimately 
toward registration. 
  
Columns visible in “Plan Overview(s)” page 
 

Evidence Title / Start Date / Completion Date / Edit / Notes / Delete  
 

 
To upload evidence: 
  
1.  Click the “Evidence” tab. The “Evidence Overview(s)” page appears. 
2.   Click “Add Evidence”. The “Action Plan Wizard” page appears. 
3.  Complete the following fields: 

 Evidence Title: enter a meaningful name for your plan 

 Start Date: enter the current date 

 Completion Date: enter a date 90 days from the start date 

 Lessons Learnt 

 Benefits Gained   
 
There is the option to add competencies:  
 
Click the “Add” button. The competences appear in the selected list box. 
 
4. Click a competency from the. You may select more than one at a time, hold shift +click 

to select a group of profiles, or hold control +click to select a variety of profiles.  
5. Click the “add” button to move the selected competencies into the “Selected 

Competencies” field.  
 
6. An option will appear to allow you to submit this evidence to review (they will gain 

one time access to your system to amend this profile) 
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You will then be asked if you want to upload evidence / associated files.  
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6. Reports 
 
 
There are two ways to view the evidence you have submitted - by competence, by complete 
listing. 
  
The following section describes the content on each summary report (click a link below).  
 

 By Competence 

 By Evidence 
  

 
 
 
 
6a. Reports by Competency  
 
 
Will list all reports and outstanding plans created during the time period requested.  
 
To amend the plans and reports edit the original files and rerun the report.  
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6b. Report by evidence 
 
 
Will list all reports and outstanding plans created during the time period requested.  
 
To amend the plans and reports edit the original files and rerun the report.  
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7  Reviewing  
 
 
To add a note to a plan, evidence and report: 
 
1.  The option to submit for review is available for status, plans and reports.  
2.  At the bottom of each section there is a box for entering the email address for the 
reviewer.  
 

 
 
This email will give them a onetime access to the plan, evidence or report.  
 
The reviewer can then leave comments which will appear next to the plan, evidence or 
report 
 

 


