PDM Editor/Approver Quick Start Guide 
(Ver 2.1) 08 Jun 11
The Web Enabled Professional Development Model (PDM) Capability replaces the previous, static PDM/Career Map capability.
It provides Proponent PDM developers the ability to quickly edit/update PDMs and makes them web viewable via the ATIA Soldier Portal.

This guide provides the basic steps to be followed by Web Enabled PDM editors and approvers.
· Section I – PDM Editing Process (steps for adding/editing the PDM for):
· A link to a proponent uploaded document file 
· A link on the web
· A block of text (typed/copied)

· Move Item

· Delete Item
· Section II – Approval Process Workflow (process involving these steps in order):
· Proponent Editor

· Proponent Approver

· QA Approver (technical)

· TRADOC Approver

Purpose of this Guide

This guide is intended for use by PDM Editors (developers/maintainers) at proponent schools/centers who will be tasked to edit/maintain their Occupation PDMs via the web, and for PDM Approvers who will permit web viewing of edited PDMs by the Force.
Background

The web-enabled PDM system provides Soldiers and DA Civilians with a web-based view of the Professional Development Model for each of the four occupation types: Enlisted, Officer, Warrant Officer, and Civilian.
A Soldier/DA Civilian may view the PDM that applies to his or her Occupation by logging into ATIA and selecting the PDM/Career Map tab and then the Occupation Type and Occupation of interest for viewing.  Each PDM provides the viewer with links to common and proponent-specific information on such things as:

· Operational Job descriptions

· Professional education and competencies
· Civilian education/Army Warrior training (drills/tasks)

· Functional training
· Self-Development (required)
· Miscellaneous career development/fostering resources
· A What’s Hot Page for immediate posting of operational items

The information contained in the PDM links may be viewed, printed, and saved as files through normal Windows functions.

The web-enabled PDM system also provides the PDM “Editors” (developers/maintainers) at proponent schools/centers with the ability to log in to the PDM system, via ATIA, and make edits/changes to Occupation PDMs within their proponency purview.  The system also provides the PDM “Approvers” a workflow approval path leading to PDMs being approved for release to the Force and for viewing over the web at the Soldier Portal.

Underlying these web-enabled capabilities are PDM Administrator functions controlled by the ATSC and TRADOC.  These functions include:

· Adding/deleting Uniformed personnel PDM templates in concert with DA Pam 611-21 “SMARTBOOK”, PAM XXI schedules, and proponent school/TRADOC direction.  (Essentially maintaining the Active MOS PDM List Table/directory in the PDM database.)

· Adding/deleting DA Civilian personnel PDM templates in concert with CPOL and AG-1 guidance.
· Assigning the Editor/Approver roles and security permissions to individuals specified by Proponents, TRADOC, and AG-1.
· Making a new PDM available to the Proponent to begin editing.
· Maintaining the PDM system data availability and integrity.
· Supporting Editors/Approvers in resolving technical/data issues.
· Providing Training to Proponents: 
· Initial training using online Breeze sessions and Flash tutorials.
· Routine training as requested by proponents via Breeze.

Editor/Approver Capabilities

Proponent PDM Editor

Each Occupation Proponent will identify individuals to edit/maintain the information for Occupation PDMs under their purview.  These individuals will be made known by the proponent to the ATSC PDM system administrator.  Required information is:

· Individual’s AKO ID

· Individual’s Proponent school/center (CMF, Branch, Functional Area, Career Program)

· Occupation PDM the individual is permitted to edit

Proponents will be responsible for notifying the ATSC PDM system administrator of personnel changes when they occur.

Proponent PDM Approver

Each Proponent will assign individuals to approve the information for Occupation PDMs under their purview.  Proponents will identify these individuals to the ATSC PDM system administrator.  Required information is:

· Individual’s AKO ID

· Individual’s Proponent school/center (CMF, Branch, Functional Area, Career Program)

· Occupation PDM the individual is permitted to approve

TRADOC Approver Uniformed PDM ONLY

Conversely, TRADOC will identify individuals to approve the information for MOS PDMs under their purview.  TRADOC will identify these individuals to the ATSC PDM system administrator.  Required information is:

· Individual’s AKO ID

· Individual’s Proponent school/center

· Occupation PDM the individual is permitted to approve

NOTE: For DA Civilian Occupations the final approver is the Career Program Proponent.  CP managers will identify authorized participants to ATSC for entry into the PDM security access system.
Proponents, and TRADOC must notify the ATSC PDM system administrator of changes to editor/approver personnel assignments when they occur.

ATSC systems administrator will provide quality assurance and approval actions to ensure technical quality of the PDM data.

Workflow Process

The PDM Approval Workflow generates internal PDM SYSTEM messages to PDM editors/approvers.  It was intended that as proponents modify their PDM content, they would be in voice or desktop email contact with their counterparts in the approval chains and would be notified to look for these PDM SYSTEM messages.  Thus, when an editor makes changes, the approver(s) knows to log in to PDM and perform review and approval steps.
Uniformed PDM WORKFLOW

The MOS/AOC PDM approval workflow process is a serial process as follows:

(1) When a proponent editor makes changes to an occupation PDM, it effectively creates an offline Draft PDM.  When the editor is finished making changes, the editor will activate the approval process for the Draft PDM.
(2) The Proponent approver reviews the changes to the Draft PDM and either approves or rejects those changes.
(3) If approved, the ATSC Administrator performs technical QA on the Draft PDM, and sends it on to TRADOC.

(4) The TRADOC approver reviews the Draft PDM and performs the final approval action that makes the Draft PDM the new ONLINE PDM.
Civilian PDM WORKFLOW

The Civilian Occupational Series PDM approval workflow process is a serial process as follows:

(1) When a proponent editor makes changes to an occupation PDM, it effectively creates an offline Draft PDM.  When the editor is finished making changes, the editor will activate the approval process for the Draft PDM.
(2) The Proponent approver reviews the changes and performs the final approval action that makes the Draft PDM the new ONLINE PDM.
TECHNICAL NOTE: For Editors and Approvers who use Internet Explorer 6

Editors and Approvers must adjust their IE6 and IE7 browser settings as follows:

· At the IE6 dropdown menu bar, select “Tools” dropdown menu

· Select “Internet Options” from this dropdown menu

· Select the “Advanced” tab and the window shown below will display

· Uncheck the selection for “Do not save encrypted pages to disk” as shown highlighted below

· Click Apply

· Click OK, then proceed with use of your browser

[image: image1.png]Tnternet Options

General| Secuy | Prvacy | Content | Comnestons | Programs | Advanced |

Setings:

Bllo acive content o un i s on My Computer
[ o sotwateto o nstall evenf the signaure s valid
Check forpublshers cetfca evacation
Check for server certificate revacation [requires restart)
Check for signatres on dowrloaded pragams

opty Temporan Itemet Fies flder when browser i closed
Ensble Inteqrated Windows Authentication (requires restart)
Enable Profle Asistant
Use §5L.20
Use S5L30
Use TLS 1.0
Wam about nvaldste cercates
Warnif changing belween secure and ot secure mode
Warnitfoms submitalis being rediected

[




[image: image78.jpg]3 Paste from Word -- Webpage Dialog

Paste from Word

Please paste inside the following box using the keyboard (Ctrl+V) and hit OK.




[image: image80.jpg]Windows Internet Explorer

‘ The workfow was successfuly started. The kem was senttothe appeopriate bor.

[Coc|





Section I – PDM Editing Process
1.  Accessing the PDMs

1.a.  Log into AKO <http://ako.ahp.us.army.mil/>

1.b.  Click on Self Service Dropdown and My Training and the “My Training Home Page” (MTHP) Appears.
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1.c.  At the My Training Home Page, locate the PDM Gadget 
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1.d  Select dropdown and click on PDM of interest.  PDM Will open I a New Window
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2.  Begin Editing
2.a.  To begin editing the PDM, scroll to the bottom of the PDM page and click “Edit This Page” button.
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2.b.  A PDM maintenance login will appear.  (This will later be replaced by AKO’s Single Sign On capability – until then):

· Enter PDM Username and Password provided by the PDM administrator

· Click the “Login” button
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2.c.  An editable version of the selected occupation PDM will appear.  The editable PDM page contains areas/cells that can be edited via an edit bar with “New”, “Edit”, “Move”, and “Delete” buttons.
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3.  Adding New Items to the PDM
3.a.  STEP: Select the “New” button for area/cell in which you want to put the new entry.
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3.b.  An “Edit Cell Content” Window opens to allow text entry.  You can put text in the cell to create new links to items such as a Job Description document or website.
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3.c.  Enter the text for the names you want displayed for the new items.
STEP: Enter one or more items you wish to display on the PDM.  The example below shows two new entries added; one for a new Job Description and one for a new Web Link.
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3.d.  Upload and Create a Link to the Document.
Step: Highlight the display name you entered for the document.
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3.e.  STEP: When the Web Page Dialog window appears, click the “Upload” Tab.
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3.f.  STEP: Browse your PC for the desired document.
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*Technical Note: The PDM system currently does not recognize documents with an Office 2007 file extension (.docx, .docm, .pptx, .pptm, .xlsx, .xlsm).  To upload a document created in Office 2007, it must first be saved as an Office 93 – 2003 document (.doc, .ppt, .xls).  For example, to upload a Word 2007 document, you must open the document in Word, select Save As > Word 97 -2003 document.  The .docx is then saved as a .doc.  The .doc file can then be uploaded into the PDM system.

3.g.  STEP: Send the document from your PC to the PDM System.
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3.h.  When the document has been sent to the PDM server, a successful upload message displays.
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3.i.  The Text Box shows that the document item has been linked.
Step: Click Save to update the PDM page.
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3.j.  The PDM page displays the new document item.
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Note: Existing entries may display file type and size in parenthesis after the linked item; example: “Team Leader (DOC, 25.0 KB)”.  These entries were created in an earlier version of the PDM software.  This information will no longer appear next to newly uploaded files.

RECAP – Uploading and linking a document

· Click “New” button
· Enter desired text item(s) to be displayed
· Highlight desired item
· Click “Insert/Edit Link” icon
· Select Upload Tab

· Click “Browse” button and find/select your document to upload
· Click “Send it to the Server” button
· See confirmation message, click OK

· Click “Save” and see the PDM page updates with the new item added
4.  Adding a Web Link to the PDM
4.a.  STEP: Highlight Item Name then click “Insert/Edit Link” icon
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4.b.  STEP: When the Web Link Dialog window appears:
· Click the “Link Info” Tab

· Enter the Web Address

· Click OK
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4.c.  The Text Box shows the document item has been linked.
Step: Click Save to update the PDM page.
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4.d.  The PDM page displays the new web link.
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5.  Making a Link to Another PDM

5.a.  Example: Add a link to PDM 11Z in SL5
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5.b.  STEP: In the Text Box, enter item name “11Z PDM”
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5.c.  Browse to find PDM 11Z.

STEP: When Web Link Dialog window appears, click the “Browse Server” button to search for PDM 11Z.
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5.d.  The PDM directory will display.
Steps:

· Click on the Content dropdown list to select “Website”, if necessary
· Then navigate the Page directory list to locate PDM 11Z  (Note: click (+) to expand item listings)

· Click on 11Z to highlight it
· Click OK
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5.e.  The Web Page dialog will show the link to 11Z.
STEP: Click OK to return to the text box

Note: The format for an internal PDM link looks different than that of an external Web link (“/pdm/xxxx/xxxxx/xxx.html” as opposed to “www.xxxxx.html”).
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5.f.  Add “Mouse-Over” text to the 11Z link.
You may optionally add text that appears when your cursor is placed over an item.
· Select the Advanced Tab

· Place the desired text in the “Advisory Title” text block
· Click OK
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5.g.  The Text Box shows the item named “11Z PDM” has been linked.
Step: Click Save to update the PDM page
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5.h.  The PDM page displays the new internal link to PDM 11Z and the “Mouse-Over” text
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6.  Adding Text to a PDM page
You may add blocks of text to a PDM page.

6.a.  STEP: Click the “New” button for area/cell in which you want to place the new text entry.
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6.b.  The text box dialog window opens.  There are three methods for adding text.

6.b.1. (Method #1) Type in the desired text and click Save to finalize the edit
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6.b.1 (cont.)  After the PDM display refreshes, the inserted text is displayed on the PDM page
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6.b.2.
(Method #2) Copy and Paste Text from a Word document
You may import text from Word by selecting the “Paste from Word” icon.  This opens a dialog box into which you paste text that you have copied from a Word document (this option removes hidden control characters that Word may embed in the text, while maintaining text formatting such as font style and size.)  Click Save to complete the operation.
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6.b.3.
(Method #3) Copy and Paste text from other sources as Plain text

You may import text from other sources by selecting the “Paste as Plain Text” icon.  This option pastes the copied text into the text box with all hidden characters as well as all formatting removed.  Click Save to complete the operation.
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7.  EDITING existing PDM items
To edit an existing PDM item, click on the Edit button above the item on the PDM page to display the Text Box dialog window below.

7.a.  STEP: Highlight the item to be changed and select the “Insert/Edit Link” icon.
(Note: there is also an adjacent “Delete Link” icon that removes the link on an item).
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7.b.  Edit external web and internal PDM Links.
STEP: If the new link is to a web address URL (e.g., www.google.com), select the “Link Info” Tab and simply type the URL into the URL field and select OK.
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STEP: If the new link is to another PDM, select the “Browse Server” Tab and find the new PDM in the directory (see Step 5 d).
7.c.  Edit Uploaded Document Links.
STEP: If the change is to a document link, 

· First highlight the item and delete the link by clicking the “Delete Link” icon
· Then select the “Insert/Edit Link” icon
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7.d.  The Link Dialog window displays.  Select the Upload Tab.
· Select the Upload Tab.

· Select Browse to find the new document
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7.e.  Locate the new document  and select Open.
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7.f.  Selected document and path appears in the Upload field.

Click on “Send it to the Server” to upload the new document into the PDM system.
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7.g.  Upload message appears.
· Click OK
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7.h To complete the operation click OK at the bottom of the Link window
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7.i.  After the PDM refreshes, the change appears on the PDM page.
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8. Moving an Item on a PDM

The presentation order of an item may be moved UP and DOWN within an area/cell.

EXAMPLE: Move SL3 item “Other E-6 Positions” up above “Section Leader”

8.a.  Click on the Move Button in the edit bar above “Other E-6 Positions”.  A movable “shadow item” appears.
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8.b.  Move (Drag and Drop) “Other E-6 Positions” to edit bar area above “Section Leader”.
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8.c.  Move has been completed.
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9.  Deleting Items from a PDM

9.a.  There are two ways to delete items from a PDM page.

(1) Click “Delete” button on the edit bar directly above the item(s) you wish to delete.  Note: If the cell contains multiple items listed inside a text box, Delete will remove ALL of the items inside the cell. [image: image47.jpg]06 - imirmrmmmem:
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A window will appear asking for confirmation of the deletion action.
Click OK and the item is deleted from the PDM.
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(2) To delete only selected items inside a text box listing, click the “Edit” button above the cell containing the listing to open the text dialog box and select the desired items individually for deletion.
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In the text box dialog, highlight the item you wish to delete and press the Delete key on your keyboard.  The item will be deleted from the listing.  Click Save to update the PDM page.
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9.c.  After the PDM screen refreshes, the PDM will show the item has been deleted.
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Note: Editing of PDM page may be stopped at any time by clicking the “Stop Editing” button at the bottom left of the PDM page.  All changes are saved automatically.  You may continue editing your PDM at a later date, or if you are finished editing your page, you may begin the Approval process.
Section II – Approval Process Workflow
Enlisted PDM
1. Person with EDITOR Role (PROPONENT):
a. Editor completes editing the MOS PDM
b. Editor stops editing and selects PDM Admin Button – (lower left on PDM)
c. The PDM admin console page displays
d. Editor clicks the plus sign (+) next to the “pdm” Blue Ball icon to expand and display Enlisted PDM list
e. Editor Highlights the PDM that was edited

f. Editor clicks the Green Activate arrow at the bottom of the page

g. Editor waits for a “workflow successfully started” message.  [The Approval Workflow has been started.]

h. Editor manually notifies the Approver and closes Admin Console window

2. Person with APPROVER Role (PROPONENT):
a. Approver logs into ATIA PDM and goes to PDM Admin function to display the PDM Admin Console

b. Approver opens the PDM Internal Mailbox (left side of admin console page) and finds the entry for the edited version of the MOS PDM above

c. Approver highlights, then views (use Show Content button at bottom of page) the edited version of the MOS PDM
d. If Approver likes the changes he/she then closes PDM view and clicks the Green PROCEED arrow (bottom of page) to send the Version of the MOS PDM to the Technical QA Approver

e. Approver manually notifies the QA Approver (future – will be a Web email Notice).  Or Else:
f. If approver disapproves he/she then closes PDM view, can make comments (Edit Work item button at bottom of page), and REJECT the PDM, sending it back to the editor.  Or Else:
g. Approver can also close the PDM view, make comments, then hit CANCEL to kill the work flow process for this Version of the MOS PDM
3. Person with Dual Roles as Editor and Approver (PROPONENT):
a. Editor/Approver has completed Edit Step 1.g, above and leaves Admin console window open

b. Editor/Approve opens the PDM inbox as shown at Step 2.b above then continues, using Steps 2.c through 2.g
4. QA APPROVER (ATSC System Manager):
· (Same Steps as APPROVER (PROPONENT) above)
· If QA Approver finds no technical issues then PROCEED is selected to send the edited version of the MOS PDM to the TRADOC Approver

5. TRADOC APPROVER (Validator):
· (Same Steps as APPROVER (PROPONENT) above)
· If TRADOC Approver likes the changes he/she then closes PDM view and selects PROCEED.  THIS CAUSES THIS EDITED VERSION TO BECOME THE ONLINE VERSION VIEWABLE TO THE SOLDIER THROUGH THE SOLDIER PORTAL.  Or Else:
· The TRADOC Approver can “override” the edits and then FORCE HIS/HER RE-EDITED VERSION TO GO ONLINE (this capability is reserved for by-name TRADOC Approvers)
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Civilian /Officer/ WO PDM
1. Person with EDITOR Role (PROPONENT):
a. Editor completes editing the Occupation  PDM.
b. Editor stops editing and selects PDM Admin Button – (lower left on PDM).
c. The PDM admin console page displays.
d. Editor clicks the plus sign (+) next to the “pdm” Blue Ball icon to expand and display occupation PDM list.
e. Editor Highlights the PDM that was edited.
f. Editor clicks the Green Activate arrow at the bottom of the page.
g. Editor waits for a “workflow successfully started” message.  [The Approval Workflow has been started.]

h. Editor manually notifies the Approver and closes Admin Console window.
2. Person with APPROVER Role (PROPONENT):
a. Approver logs into ATIA PDM and goes to PDM Admin function to display the PDM Admin Console.
b. Approver opens the PDM Internal Mailbox (left side of admin console page) and finds the entry for the edited version of the Occupation  PDM above.
c. Approver highlights, then views (use Show Content button at bottom of page) the edited version of the Occupation PDM.

d. If Approver likes the changes he/she then closes PDM view and clicks the Green PROCEED arrow (bottom of page) to Publish the version THIS CAUSES THIS EDITED VERSION TO BECOME THE ONLINE VERSION VIEWABLE THROUGH THE SOLDIER PORTAL.
e. If approver disapproves he then closes PDM view, can make comments (Edit Workitem button – Bottom of page), and REJECT the PDM, sending it back to the editor.  Or Else:

f. Approver can also close the  PDM view, make comments, then hit  CANCEL to kill the work flow process for this Version of the Occupation PDM.
3. Person with Dual Roles as Editor and Approver (PROPONENT):
a. When Editor/Approver has completed Edit Step 1.g, above and he/she will leave Admin console window open.

b. Editor/Approve will then open their PDM inbox as shown at Step 2.b above then continue using Steps 2.c through 2.g.
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APPROVAL WORKFLOW PROCESS (example is Enlisted Occupation) 
1.  EDITOR Approval Work-Flow
1.a.  Example: Editor has made an edit to MOS PDM 11Q and wants to start the approval process

[image: image54.jpg]



1.b.  Editor ACTIVATES the Approval workflow Process.
Step: Click “PDM Admin” Console button to go to PDM Admin Console.
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1.c.  The PDM Admin Console opens.
Editor clicks on the plus sign (+) to the left of “pdm” icon to expand the PDM listing
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1.d.  The PDM List displays.  

Editor highlights the MOS PDM and clicks “Activate this page” green arrow to start the approval workflow process for the edited version of this PDM.
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1.d.  cont.
A successful workflow activation message displays. Click OK.  Editor activation sends the edited version of this PDM to the Proponent Approver.  The Proponent Approver must be notified manually (future – will be webmail notification).
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At this point, the Editor may either select another MOS PDM that he/she is authorized to edit, or log out of the PDM Admin Console.

2.  PROPONENT APPROVER Approval Work Flow
(Proponent Approver has been notified there is an edited PDM needing approval)

2.a.  The Proponent Approver logs in to ATIA PDM and selects any PDM page from the dropdown list.
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2.b.  Approver scrolls to bottom left of the selected PDM page and clicks the “PDM Admin” Console button.
[image: image60.png]



2.c.  PDM login Screen appears.
Proponent Approver logs in.  (In the future, the login action will be performed by SSO capability.)
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2.d.  PDM Admin Console opens.

Proponent Approver selects “INBOX” to look for a message indicating that an approval workflow for a PDM within his approval purview has begun.
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2.e.  Proponent Approver Inbox displays the workflow notification message.

Example: edited MOS PDM 11Q

Approver clicks on the notification message to highlight it, then:

· Approver views the edited version of the MOS PDM by selecting “Show Content”.

· If Approver likes the changes he/she then closes the Show Content view and selects PROCEED to send this version of the MOS PDM to the Technical QA Approver

· Approver manually notifies the Technical QA Approver (future – will be a Web email Notice).  Or Else:
· If approver disapproves he/she then closes the Show Content view, can make comments by selecting “Edit Work item”, and then reject this version of the PDM by selecting REJECT, which sends an internal rejection notification back to the editor.  Or Else:
· Approver can also close the Show Content view, then click  CANCEL to kill the work flow process for this version of the MOS PDM.  No notification is sent when a workflow is canceled. 

[image: image63.jpg]



2.f.  After a Proponent approval action, the Proponent Approver Inbox empties.
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At this point, the Approver may either select another MOS PDM that he/she is authorized to approve, or log out of the PDM Admin Console.
NOTE: If this is a Civilian, Officer, or WO  Occupation PDM, this approval step is the last step in the Approval Workflow.  APPROVAL CAUSES THIS EDITED VERSION TO BECOME THE ONLINE VERSION VIEWABLE THROUGH THE SOLDIER PORTAL.

3.  QA APPROVER Approval Workflow
[PERFORMED BY ATSC SUSTAINMENT/ADMINISTRATOR PERSONNEL ONLY]

3.a.  After the Proponent Approver has approved a PDM change it automatically forwards the version of the PDM in the workflow process to the QA approver.
The QA Approver has been notified there is an edited PDM needing QA approval and logs into PDM.
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3.b.  QA Approver Inbox displays workflow message for edited  MOS PDM 11Q.

QA APPROVER (ATSC System Manager)
· (Similar Steps as APPROVER (PROPONENT) above:

· If QA Approver finds no technical issues then he/she selects PROCEED to send this version of the MOS PDM to the TRADOC Approver (who serves as the TRADOC role of Validator)
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4.  TRADOC APPROVER/VALIDATOR Approval Workflow

4.a.  After the QA Approver has approved a PDM change it automatically forwards this version of the PDM in the workflow process to the TRADOC approver.
When the TRADOC Approver has been notified there is an edited PDM needing TRADOC approval, he/she logs into PDM and performs approval steps in the same manner as Proponent and Tech QA Approver (see 17.i.).
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4.a.  (cont)
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If TRADOC Approver selects PROCEED, this edited version of the PDM is published to ATIA PDM and becomes the official online version viewable to the Force.
4.b.  The new version of the Occupation PDM appears on ATIA SOLDIER PORTAL.
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5.  TRADOC APPROVER/VALIDATOR “Edit Override” Capability

5.a.  The TRADOC Approver can “override” the edits by rejecting an edited version sent to him for approval/validation and then creating a RE-EDITED Version and FORCING it to go online:

Example: TRADOC Approver has received notice of an edited PDM (Note: there is also an adjacent “Delete Link” button that removes the link on an item) awaiting his approval.
· TRADOC Approver Logs in to PDM, opens his/her Inbox and sees notification message
· TRADOC Approver selects “Show Content” to view the PDM
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5.b.  Edited PDM displays in Show Content view.
TRADOC Approver wants to correct “PUPPY” to read “SMALL DOG”.

TRADOC Approver closes the “Show Content” view and returns to Inbox view
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5.c.  At the Inbox View – TRADOC Approver sends comment to Editor by using the “Edit Work item” button and enters comments.

TRADOC Approver Selects “REJECT” to send the PDM workflow back to the Editor with reason for rejection. [image: image72.jpg]BB B-Ue- -
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5.d.  Rejection comment shows in the PDM Inbox notification.

TRADOC Approver selects Website tab to locate the PDM in order to edit
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5.e.  TRADOC Approver locates/highlights PDM and selects “Open Page”.
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5.f.  PDM page opens in “Edit mode”.
TRADOC Approver makes desired edit, then closes the PDM window, and returns to the Admin Console Screen.
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5.g.  TRADOC Approver highlights the PDM and selects “Activate this page” green arrow icon.
After the System refreshes, the changed PDM is made publicly viewable for anyone with AKO permissions to see.
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5.h.  TRADOC Approver goes to the online PDM page (after it refreshes) to see the change was made.
[image: image77.jpg]AT o Windowsr e aEE)
G0 - ) mtimssmtrmsarytrsteroiammmamivieine i s S 0% ok
o G g raies s b @
* & [

# | Neison, Dexter Dayton
Ut Sats Ay Traig Suppor Cntar

GME: 11 oty
MOS: 110 TEST ftman ¥

e e e e e e . e B et
ke, o e o e o e e O e
s e e, what's WO





END
Proponent Editable buttons: New, Edit, Move, and Delete





Select the “New” button to begin adding an entry to this cell.





You can put text in the cell to create new links to a:


Job Description document


Link to a website





Second item will be a link to a web address





First item is going to be a link to a document that we will upload from your PC to the PDM system





…then click the “Insert/Edit Link” icon





To link to a document, highlight the item name…





The Web Page Dialog window will display





…then click the “Browse” button to find the document you want to upload from your PC to the PDM system





Click the “Upload” Tab…





…then click Open





* Select the desired document…





Click the “Send it to the Server” button to send the document from your PC to the PDM System





Note that the file information is displayed for the found document





“Your file has been successfully uploaded” will appear





Click OK to return to the Text Box





Click “Save” button to update the PDM Page





Underline signifies the item is uploaded and linked





Link to uploaded document displays on the PDM Page





To link to a Web address, highlight the item name….





….then click the “Insert/Edit Link” icon





The Web Page Dialog window will display





Click the “Link Info” Tab…





…then Click OK to return to the Text Box





…then enter the Web Address of the desired web destination…





Click Save to update the PDM Page





Underline signifies the item is linked





New web link displays on the PDM Page





To add a link to PDM 11Z, click on “New”








The Web Page Dialog window will display





…click the “Insert/Edit Link” icon








Enter item name “11Z PDM” then highlight the name...








Click the “Browse Server” button to begin the search for PDM 11Z





…Highlight 11Z, and…





…Expand the listing to find MOS PDM 11Z, then…





Click OK to return to the Web Page Dialog window





Select “Website” then…





Link to PDM 11Z displays





Click OK to save changes and return to the Text Box





“Mouse-Over” text may be added to links for:


Documents


Web Links


Internal PDM Links





Click Save to update the PDM Page





Underline signifies the Item is linked





New link to 11Z PDM





With “Mouse-Over” text





 Click the “New” button to begin adding an entry to this cell





Click Save





Enter Text





Inserted Text





The Copied text from Word ends up here after it is pasted into the “Paste From Word - Webpage Dialog” box.  Paste into box below and Click OK.


�





Save





Click the “Paste from Word” icon





Click Save





Copied text gets Pasted here. A Message will ask if you want program to access the content of your clipboard   Click “Allow access”.


�





Click “Paste as Plain Text” icon





Delete Link icon





Highlight the item





Insert/Edit Link icon





Change web address here





Link Info





Insert/Edit Link icon





Delete Link icon





Browse





Click Open





Locate the New Document 





Note that file information is displayed for the found document





Click the “Send it to the Server” button to send the document from your PC to the PDM System





Changed item appears on the PDM page





Moveable “shadow item”





Move button





Drag to edit bar above item (that becomes illuminated) and drop in place





Item “Other E-6 Positions” has been moved to above “Section Leader”.





Delete button





CAUTION: Deletion is permanent; there is no “Undo” button!





Edit button





Highlight item to be deleted and press the Delete key on your keyboard.





Click Save to update PDM page.





Item has been deleted from the PDM





EDIT WAS MADE ADDING A NEW LINK TO GOOGLE 





“PDM Admin” Console button





Click (+) by “pdm” icon to Expand PDM List





Click “Activate this page” green arrow





Highlight PDM 11Q





Select any MOS from dropdown list





Click “PDM Admin” Console button





Login with SPECIAL PDM ID and PWD





PDM Internal INBOX





Highlight message





Cancel = kill this workflow process





PROCEED = Send for QA Approval





Reject PDM





View PDM





Make comment





Empty Inbox





Login with PDM Username and Password





PROCEED = Send for TRADOC Approval





Cancel = kill this workflow process 





Reject PDM





PDM Internal INBOX





View PDM





Make comment





Login with PDM Username and Password (SSO future)





PROCEED = Send for TRADOC Approval





Reject PDM





View PDM





Make comment





PDM Internal INBOX





Cancel = kill this workflow process





Edited PDM with new item is now on line. 





Show Content





Inbox has a workflow notification message for PDM





CLOSE





Example: TRADOC Approver wants to change “PUPPY” to “SMALL DOG”





Make comment





Reject PDM





Rejection comment (also sent to editor) Inbox





Website Tab





Highlight





Open Page





Close





Example: TRADOC Approver changed “PUPPY” to “SMALL DOG”





Activate this page





Highlight





Example: “PUPPY” was changed to “SMALL DOG”
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