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1. Purpose and Scope 
This document is a step-by-step instruction for the OCM (Operational Competence Management) pro-

cess – from requesting enrollment in a Training Plan, through completing all required elements, to re-

ceiving the final certificate.  

 

 

1.1. Terminology 

Term Description 

TBA To Be Added 

LM Line manager 

TP Training plan 

TBD To be defined 

OCM  Operational Competence Management 

 

2. Process Overview & Flow Diagram 
The diagram below illustrates the complete OCM Enrollment Process across all four roles (Engineer, 

Line Manager, Assessor, Admin).  

Each participant in the process has a defined role and is expected to follow the corresponding steps. 

These steps are described individually for each participant, in alignment with the numbered stages pre-

sented in the diagram.  
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3. Engineer Process 
 

The Engineer is responsible for: 

•  Enrolling in the training plan 

•  Completing all required training elements 

•  Completing the manager approval including an auto-assessment,  field experience and getting 

manager approval to upload it in the platform 

 

3.1.  Find Training Plan & Enroll - Step 1 in diagram 

 

1. Open OCM → go to Accreditation (1) → Find the Training Plan relevant to your role in the lat-

eral menu (2) → click Enroll to submit your enrollment request (3) 

 
 

2. Go to Profile → Accreditation Enrollments → find your Training plan → Status changed to: 

Waiting for Enrollment  

 

 
 

 

 

3. ⌛Wait for Line Manager to review your request. 

You will receive email notification once approved by your line manager (see email below). 
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   In case you don’t receive confirmation between the first 2 weeks please inform your line manager to 

check and approve.   

 

 

4. Your status in OCM will change to Enrolled 

 
 

 

3.2. Complete Training Elements - Step 3 in diagram 

1. Click to your enrolled Training Plan  

 
 

  



 OCM EN ROL LM ENT P ROC ESS  

 
 

STATUS 

Draft 

SECURITY LEVEL 

Internal 

DOCUMENT ID. 

9AKK108472A7846 

REVISION ID 

A 

LANG. 

en 

PAGE 

6/18 

© Copyright  ABB. All rights reserved. 

 

 

 

2. You will see all required elements needed to complete your Training Plan— Complete all the 

requirements to get the certification. 

 
 

 

Including various types of elements: 

 

LMS – These elements will direct you to an LMS MyLearning course that must be completed. 

Document – You are required to upload the necessary document 

 

 
 

 

  



 OCM EN ROL LM ENT P ROC ESS  

 
 

STATUS 

Draft 

SECURITY LEVEL 

Internal 

DOCUMENT ID. 

9AKK108472A7846 

REVISION ID 

A 

LANG. 

en 

PAGE 

7/18 

© Copyright  ABB. All rights reserved. 

 

NOTE 1: If a document is required (most commonly the Manager Approval Form within the PPF On-the-

Job Practice Documentation element), as shown in the image below, click on the three-dot menu (⋮) on 

the right-hand side and select Add Attachments. 

 

 

 

 

 

3. Select your file and, in the Type field, choose Other or License(if a license is required), then 

click Update. 
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4. Then select Complete. The status of the element will change to Completed. 

 

 

 

NOTE 2: If you upload a document by mistake, you can remove it. Select the three-dot menu (⋮) and 

then click Delete. 

 

 

 

3.3. Complete Manager Approval Form - Step 4 in diagram  

1. Download and complete the Manager Approval Form (available also in OCM and Inside pages) 

2. Send the form to your Line Manager for review and sign-off 

 

3.4. Send for Verification - Step 6 in diagram 

1. Upload the signed Manager Approval Form (PDF) to OCM (PPF On-the-Job Practice Docu-

mentation element) once it has been returned by your line manager. 

 

2. Select Send for Verification to submit documents to the Assessor 

 
 

https://library.abb.com/d/9AKK108472A6490
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The Training Plan status changes to Waiting for Finalization: 

 

3.5. View Certificate - Step 9 in diagram 

1. Once you complete the assessment with the assessor, who will contact you during the process, 

you will receive an email notification confirming that your TP has been completed (with your 

line manager copied—see the email below). 
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2. Log in to OCM and navigate to your Profile. You can now see that your TP status has changed 

to Completed. 

 
 

3. The certification will now be issued by the administrator. 

 

3.5.1. Verify that the certificate is visible and correct in your Certificates section. 

1. Go to Profile → Certificates from Training Plans and find the certificate assigned by the ad-

ministrator. 

 

You can view the following details:  

–  certificate name 

–  status 

–  document type (whether it is a certificate or another document) 

–  associated Training Plan 

–  assignment date, and the validity date. 

 
2. Click on the certificate to open and view the PDF document. 
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4. Line Manager Process  

4.1. Review & Decide on Enrollment Request - Step 2 in 
diagram 

1. You will receive an email notification of enrollment requests from your team member. 

 

 
 

2. Log in to OCM via the link in the email and open the pending request. Select the checkbox next 

to the applicant's name, then choose Approve or Reject. 
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3. After you approve the enrollment, you will see Success as status. Now you can close the pop-up 

window. 

 
 

4. Confirmation Email Sent: 

Upon approval, OCM automatically sends confirmation to the Engineer 

The Engineer then receives a notification to begin training. 

 
 

4.2. Review Manager Approval Form - Step 5 in diagram 

1. Make sure that the Engineers in your team complete and send you the Manager Approval 

Form. 

2. Review the request and verify requirements and the training completion. 

3. Sign the form and save it as PDF.  

4. Send the signed PDF to the engineer. 
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5. Assessor Process  
Assessor is responsible for: 

¶ Review of the documents uploaded  

¶ Create Assessment report to send admin   

5.1. Review Documents - Step 7 in diagram 

1. Receive notification that documents are ready for review (see email below) 

 
2. Click the link in the email to enter OCM page and see the engineer’s profile. 

 
 

 

3. Check the attached documents. To do that click the 3 dots ( ) and then Edit 

 

 
 

 

 

 

 4. You will see the attached document. Click the document button with the tree dots ( ) to open. 
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a) Decision: APPROVE 

1. Click Completed in OCM. 

2. The status will change to Completed, and the administrator will be notified. 

 
 

B) Decision: REJECT 

1. Click Rejected in OCM. 

2.  Provide detailed written feedback. 

3. The engineer can resubmit it after addressing the issues. 

Result Sent: 

OCM automatically sends a result notification to the engineer.  

If approved, the administrator receives a notification to assign the certificate. (Note: Email notifications 

for administrators will be implemented in the future. Currently, this must be checked manually as de-

scribed in the process for Administrators below.) 
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5.2. Assessment Form 

 

The Assessor should create for each Certificate an Assessment form. 

 

In this form, assessors will be able to add questions to the assessment if needed and Approve, Reject, 

or Approve with recommendations for each certification. 

 

Download and complete the Assessment Form (also available on the Inside pages) and send it to the 

Administrator for record-keeping.  

6. Admin Process  
Admin is responsible for: 

¶ Approve and ensure all training documents are filled in OCM 

¶ Upload the certificate 

¶ Verify certificate is linked to correct training plan 

¶ Maintain documentation for compliance audits 

¶ Keep a record of the assessment forms sent by assessors 

 

6.1. Approved Documents 

You can approve other documents that are still pending under this Training Plan (e.g., Other, License) 

in Certification. 

Go to the three-dot menu (⋮), select Edit, and change the status to Approved. 

 

 

 
a)  

 

6.2. Assign Certificate - Step 8 in diagram 

1. Once an engineer has been approved, you will receive a notification. 

(Note: Email notifications for administrators will be implemented in the future. Currently, this 

must be checked manually as described in the process below.) 

 

2. Log in to OCM → Administration → AUPI Pulp Paper   
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3. Go to Enrollments Administration, then find your engineer and the most recent Training 

Plan assigned to them. 

 

 
 

 

4. Upload the certificate. Go to Certificates → Select Add Certificate → Choose the certificate 

that you want to assign. 

 

 
 

 

5. Complete the first tab Basic. 

A. There select the engineer’s name 

B. Select Certificate 

C. Select Approved 

D. Select the date when the certification validity ends (i.e., the TP completion date plus the 

validity period of the Training Plan). 

E. Add the certification number if applicable. 

6.    Do not click Update yet, first click on the second tab, Enrollments in the upper right 

side of the window to complete information about the enrollment. 
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7 .  Once in the Enrollments tab, select your Training Plan, and then click Update. 

 
 

 

 

6.2.1. Verify certificate visibility 

 

1. Verify that the certificate is visible in the engineer’s profile by two different methods: 

 

a. Go to Certification, find your engineer, and locate the Training Plan you assigned. 
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b. Go to Administration → AUPI Pulp & Paper → Enrollments Administration. 

Find your engineer, locate the most recent Training Plan assigned by you, and click on the 

name. 

 

 
 

 

You will be taken to the engineer’s profile, where you can see: 

¶ Basic profile information 

¶ Enrollments (Completed, In Progress, etc.) 

¶ Certificates 

 

 
 

6.3. Keeping record of the Assessment forms 

As admin, is important to keep records of the assessment forms sent by assessors outside OCM.  
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