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5.1

PURPOSE

The purpose of this document is to provide guidelines and instructions for accessing and
using the Electronic Technical Qualifications Program (eTQP) tool.

APPLICABILITY

This document is for Department of Energy (DOE) Federal and contractor employees
who have been granted access to the eTQP tool.

eTQP TOOL ACCESS

The eTQP tool can be accessed at https://etgp.ntc.doe.gov/. Users must have an active
eAccess account.

For assistance with eAccess, go to https://eaccess.ntc.doe.gov/.

REQUESTING HELP

To obtain help with the eTQP tool, contact the NTC at 505-845-2001 (option 3) or
etgpsupport@ntc.doe.gov.

eTQP OPERATIONS

IMPORTANT: Do not upload classified, Pll, or UCNI material to eTQP.
Remember that exams may be classified, so check before uploading
exams as supporting documents.

Overview of eTQP Roles and Responsibilities

The eTQP tool implements the roles and responsibilities of the Technical Qualification
Program (TQP) as described in DOE O 426.1 Chg 1, Federal Technical Capability. The
role assigned to an individual in eTQP determines his or her permissions and
responsibilities within the tool, as shown in the table in Section 5.2.

NOTE: Roles within the eTQP tool are associated with specific functions and
responsibilities. The job titles at each site associated with these functions and
responsibilities may not be the same as the eTQP role names. eTQP roles
should be assigned to individuals based on their responsibilities, not their job
titles.

NON-PROPRIETARY INFORMATION

This procedure was prepared by the Safety Training Department and is scheduled for review in August 2018.
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5.2

eTQP Roles and Responsibilities

eTQP Roles and Responsibilities

Role

Responsibilities

eTQP Manager

Q

U

U

Maintains the site eTQP database, including the following:

0 Helps develop and revise site-specific qual
standards and qual cards

0 Enters Participants in the eTQP database after
assignment to the program by Supervisor

o0 Enters Participants in the database who have been
transferred to the site

Sets up the site’s Qualifying Official (QO)-to-competency
matrix

Enters approved site-level QOs and associated
competencies into the eTQP database

Enters appropriate Program Office-level QOs into the eTQP
database

Provides qual status updates and reports as requested

Initiates and assigns new qualification and requalification
activities

Helps Participants during qualification and requalification
activities

Changes assigned QOs if appropriate
Coordinates Participant’s final qualifying activities
Inactivates and reactivates Participant qual cards
Deletes qual cards assigned in error

Removes Participants transferred to different sites

Participant

U 0000 D

U

(M

Completes qualification and requalification activities as
assigned

Uploads evidence and documentation to eTQP to support
gualification

Submits due date extension requests for assigned quals

Documents and provides evidence of competency
satisfaction as required by site procedures; requests
evaluation by QO

NON-PROPRIETARY INFORMATION

This procedure was prepared by the Safety Training Department and is scheduled for review in August 2018.
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eTQP Roles and Responsibilities

Role Responsibilities

0 Documents and provides justification and objective
evidence of competency equivalencies; requests
competency equivalencies from the approving authority

O Coordinates final qualifying activities with eTQP Manager

Supervisor/ O Reviews and approves due date extension requests for
First Line assigned quals

Supervisor U Monitors and adjusts Participant requests for evaluation by

specific QOs (if required)

U

Reviews and approves final qualifying activities

U

Suspends, deactivates, and reactivates qual cards when
appropriate

Second Line O Reviews and approves or disapproves final qualifying
Supervisor activities
(if applicable)

Equivalency O Evaluates and approves or disapproves equivalency
Reviewer requests from Participants

U

Qualifying Official Reviews and approves or disapproves competency review
(QO) requests for assigned competencies

Selects competency evaluation method
Conducts and documents competency evaluations
Uploads evaluation evidence into eTQP as appropriate

(I Iy Iy

May be assigned at the site level to evaluate competencies
for site-specific quals (local QOSs)

U

May be assigned at the Program Office level to evaluate
competencies for general GTB- and FAQS-based quals

FTCP Agent O Reviews and approves or disapproves final qualifying
activities for Senior Technical Safety Manager (STSM)
quals

NON-PROPRIETARY INFORMATION

This procedure was prepared by the Safety Training Department and is scheduled for review in August 2018.
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5.3 Flowcharts

5.3.1 eTQP Site Implementation

eTQP Site Setup
eTQP Administrator eTQP Manager eTQP Participant
(NTC) (Site) (Site)
Create new eTQPsite
Creqte r_lew su_burdinate
Add site £TQP Mansger. p|  stelf applicable).
(Section 71.1)

1

Assign users tosite roles:

etl'gf:ntf?nanim Enter 1= and 2 Line
SUpﬂ'Tm Supenisors (as
Qualifying Officials b applicable).
Livalency Revewers .
i FTCP Agents {Section 8.1)
(Section 7.1.2)
Load sitespecific

quals and competencies.

{Sections 7.3.1, 7.32)

!

Assign competencies to
Qualifying Officials.

{Section 74 4)

L

Load legacy qual cards for
participants with
completed quals.

(Section 7.5.5.2)

NON-PROPRIETARY INFORMATION

This procedure was prepared by the Safety Training Department and is scheduled for review in August 2018.
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5.3.2 Qual Assighment and Acceptance

Qual Assignment and Acceptance

eTQP Manager eTQP Participant

Initiate & qual direction.

(Section 7.5.1)

b 4

Set due date and add
additional quals if
MECESSAry.

(Section 7.5.1)

L

Assign qual direction to Review FAQS associated
Participant. N with assigned qual.

{Section 7.5.1) {Section 8.3.1)

I

Accept and start assigned
qual.

{Section 8.3.2)

L

Stan the qual and review
the competencies.

{Section 8.3.2)

Begin qual fication

PrOCESS.

NON-PROPRIETARY INFORMATION
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5.3.3 Qualification Process

Qualification Process |
.. Equivalency . Qualifying
eTQP Participant ; eTQP Manager eTQP Supervisor 2
Q pa Reviewer Q g Q pe Official
l Mo (Kick Beck)
Submit or resubmit Charge Qualifying Charge Qualifying Review
a competency for Official for Cfficial for compatencyfor
= COMPELENCY review COMPEtEncy review p
MEE M loptional) P T (optionsl) W completion
(Section 8.5.1) Section 752} Sectiond.3) (Section11.1)
z Accept?
o (Section
= 11.1)
7]
o
Ef 3 (==
[
z Competency
=z complete
=
=]
O
Mo (Kick Back)
+
Submit or resubmit Review
an equivalency equivalency for
for review. M completion
(Section 8.5.2) (Section 10.1)
% Acoept?
= {Section
i 10.1)
o
&
C
7] :
= Equivalency
= complete
3
o
L
l Mo (Kick Back)
Request a Review due date
due date extension. | exension rEquest.
Ld
(Section 5.4) (Section 9.1)
Accept?
{Section
c 9.1)
=
@ Yes
z
o Due date
5
[i7]
-
]
(]
w
3
[

NON-PROPRIETARY INFORMATION
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Qualification Process I
eT(P Participant eTQP Manager eT(QP Supervisor FTCP Agent
All Competencies
Complete
* Na {Kick Back)
Submit or resubmit Coordinate and
qual for final review final
qualifying activities. M qualifying activities
(Section & &) (Section 7.54)
Review final
| qualitying activities | "*°
(Section9.2)
2nd Line
Superisor?
‘IES No No
Review final
qualifying activities
(Section9.2)
Review final
No STSM Qual? ves——p| qualifying sctivities
(Section 12.1)
[0}
I
=
=
£
fati]
I=
g“ Yes
E C:
Qual
9) Complete
(]
C
=

NON-PROPRIETARY INFORMATION
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6.0 eTQP BASICS

e This section describes basic eTQP operations that
are used in many different contexts, such as
scrolling and sorting lists, locating items in lists,

@ eTQP BASICS and managing uploaded documentation.

e Look for the eTQP BASICS alert throughout this
user guide.

NOTE: On all eTQP screens, a red asterisk (*) indicates a required entry.

Always click Submit before leaving a form to save your changes.

6.1 Locate an Item in a List

Many operations in eTQP require the selection of one or more items in a multiple-page
list of users, qual cards, or competencies. Each type of list has different columns and
column headings, but the process of locating and selecting a specific item is the same in
all the lists.

Locate an item by scrolling through a list (Section 6.1.1), sorting a list (Section 6.1.2), or
filtering the items in a list (Section 6.1.3).

NOTE: The Select User list contains entries for everyone with an active eAccess
account, not just those active in TQP at a specific site. Be sure to select the
correct name or hames for each role, as there may be several individuals in the
system with the same name.

The easiest way to find a name in the list of active accounts is to filter the list by
a few consecutive letters from the person's email address.

6.1.1 Scroll through a List

e Most lists in eTQP include a page navigation bar at the bottom of each page. Use the
page navigation bar to move to different locations in the list.

¢ Click the right arrow to move to the next page, or click the left arrow to move to the
previous page.

o Click the beginning or end arrow to move to the beginning or end of the list.

e Click a page number to jump to another location in the list.

NON-PROPRIETARY INFORMATION

This procedure was prepared by the Safety Training Department and is scheduled for review in August 2018.
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eTQP BASICS

e Select 10, 20, or 50 from the Page size list to specify the number of records to show
on each page.

R
T T T
O ROY NEAL royneal@onemillrun.com
O VICENTE TRUJILLO vjtrujillo@lanl.gov
O APRIL STRABA astraba@ntc.doe.gov
O Clifford Gordon cgerdon@ntc.doe.gov
O WILLIAM SMITH Smith394@lInl.gov
[0  JEFFREY GREENE j.greene@srs.gov
O CHRIS GARCIA cgarcia@sandia.gov
O MICHAEL GUTIERREZ michael.j.gutierrez@nnsa.doe.gov
0 N PR . _
o[z o Bl 7o 5 0 [IH
H RS g DT T o) =8873 items in 1888 pages

6.1.2 Sort aList or Grid

Any list or grid in eTQP can be sorted in ascending or descending order by the values in
one or more columns.

NOTE: After sorting, use the page navigation bar to scroll through the list.

e To sort in ascending order by the values a specific column, click the column heading
once.

— The heading of the sorted column changes color.

— The sort indicator arrow points up.

T T i e L i o o e e e o

e, e, en, Mone o e T, T, ) L SRR i
¥ Criticality Safety: DOE-STD-1173-2009 DOE NTC @
* Deactivatian and Decommissicning: DOE-STD-1165-2003 DOE NTC @'
¥ Electrical Systerns and Safety Ouersight: DOE-STD-1170-2007 DOE NTC @
4 4 % v Pape siza: 10 - 0t T pages

NON-PROPRIETARY INFORMATION
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eTQP BASICS

e To sort in descending order by the values in a specific column, click the column
heading twice.

— The sort indicator arrow points down.

. Qual Title Sitas Artianc

& Ter Quad R L=k

¥ [(Clone) Aviation Manager; DOE-STD-1165-2003 (CN-1) Dffice 105 ﬁ'a F ':1)

* [Clane) Criticabty Safety: DOE-STD-1173-200% Office 105 EJ a P‘ (I_)

— e e e e e e e e e e e e e e e e e P e P

¥ aviation Man F 1l [ J DO NTC @

"

L DOE NTC ﬂl

¥ DOE NTC 'ﬂl
Page sirs; 10 T 70 iter

6.1.3 Filter a List

Most lists in eTQP include the option to filter the list. If a text box and Filter icon appear
beneath the column headings on a list page, follow these instructions to display a subset
of the items in the list.

NOTE: These instructions are written for the Select User lists, but they apply to all
other lists that include the filter option.

1. To filter the list by letters in an email address or name, type the letters in the text field
below the column heading (First Name, Last Name, or Email).

¢ Choose a few consecutive letters from anywhere in the email address or name,
not just at the beginning.

o For best results, choose letters that are likely to be found in a limited number of
email addresses or names.

2. Click the Filter icon and select CONTAINS from the list of filters.

FERNANDEZ I CONTAINS '

3. Select the correct individual in the filtered list of names.

NON-PROPRIETARY INFORMATION

This procedure was prepared by the Safety Training Department and is scheduled for review in August 2018.
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¢ |If the filtered list contains multiple entries for the same person, select the entry
with the valid or current email address.

For example, to locate a user named Sandra Fernandez, enter the letters “fern” or
“nandez” in either the Email or Last Name filter field, and then click the Filter icon and

select CONTAINS.

Select User
- :
O SANDRA FERMANDEZ sfernandez@ntc.doe.gov
O Enrique Hernandez Jr enrique.hernandez@usmec. mil
O Samuel Hernandez Samuel_B_Sam_Hernandez@rl.gov
O RICHARD HERMNANDEZ rfhernandez@bpa.gov
Select User
T fern T T
| SANDRA FERNANDEZ sfernandez@ntc.doe.gov
O MICHAEL FERNANDEZ michael.fernandez@nnsa.doe.gov
O FRANCISCO FERNANDEZ ffernandez@doeal.gov
O JEFF FERNANDEZ fernandez23@lInl.gov

Alternatively, enter the letters “san” or “sandra” in the First Name filter field, and then

click the Filter icon.

Select User

O SANFORD

SAMNDRA

O
O Susan
] ROSANNA

Last Name

CORBITT

/] SANDRA FERMANDEZ sfernandez@ntc.doe.gov

GREENE
Coleman

ALLEN

T

sanford.corbitt@srs.gov

sandee.greene@nnsa.srs.gov

scoleman@nefnm.com

rosanna.allen@nnsa.doe.gov

NON-PROPRIETARY INFORMATION

This procedure was prepared by the Safety Training Department and is scheduled for review in August 2018.
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6.1.3.1 Clear a List Filter
To clear a filter and display the complete unfiltered list, follow these steps:
1. Click inside the filter text field.
2. Click the ‘X’ at the right side of the text field.

3. Click the Filter icon.

fern| 7T

NON-PROPRIETARY INFORMATION

This procedure was prepared by the Safety Training Department and is scheduled for review in August 2018.
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6.2 Manage Documentation

On any eTQP screen with a Supporting Documentation section, any user can upload,
review, and remove relevant documents.

IMPORTANT: Do not upload classified, PII, or UCNI material to eTQP.

Remember that exams may be classified, so check before uploading
exams as supporting documents.

6.2.1 Upload Documents

1. Inthe Supporting Documentation section, click Add Files to open the Choose File
to Upload dialog box.

SU??BIﬁI‘IE Documentation

Documemtmama —— |resmo  [Aiess |

2. On your local computer or network, navigate to the file to be uploaded.
3. Select the file, and then click Open to return to the original eTQP screen.

e The uploaded file appears in the Supporting Documentation list.

Supporting Documentation

Dracinnenat Mame Filbe Size Actions

saa03ke 69 Ep

|-¢qze. chgl_final_5-20-11.pdl

6.2.2 Review Uploaded Documents

1. Inthe Supporting Documentation section, click the View Document icon next to
the relevant document.

Supperting Documentation

File Size | Actions
o2&, _chgl_final_S-20-11.pdf 683,03 Kb m

NON-PROPRIETARY INFORMATION
This procedure was prepared by the Safety Training Department and is scheduled for review in August 2018.
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2. In the confirmation dialog box, click Open or Save.

Do vou want to apen or mve 0426,_chgl_final_9-30-1L.pdf (283 k2] £2m etopdes? o | sem ||| e |

e Depending on the option selected in Step 4, the spreadsheet either opens or is
saved to the user’s Downloads folder.

6.2.3 Remove Uploaded Documents

¢ Inthe Supporting Documentation section, click the Remove Document icon next
to the relevant document.

Supporting Documentation

Dosrummisnd Warmse File Size Adtions
ad26._chgl_final_%-20-11.pdf £83.03 Kb E] &,

NOTE: Removing a document from the Supporting Documentation list is final
and cannot be undone.

NON-PROPRIETARY INFORMATION

This procedure was prepared by the Safety Training Department and is scheduled for review in August 2018.

14



eTQP User Guide

September 2017

eTQP BASICS

6.3

eTQP Icons

eTQP Icons

Action

Assign Qual Card
Qual Directions tab

Calendar

Clone

Delete
Edit Site form

Delete Participant
Edit Site form > (any role tab)

Delete Qual Card (Not Started)
Qual Card Admin tab

Disable

Edit
(Various tabs and forms)

Edit Submission
Admin Qual tab

Enable

goofoooeap:

Expand

v
Q
<

Expire
Quals tab

Export to Excel

Filter

Inactivate Qual Card
Qual Card Admin tab

SIEIEIE

NON-PROPRIETARY INFORMATION

This procedure was prepared by the Safety Training Department and is scheduled for review in August 2018.
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eTQP Icons

Action

Initiate Qual Direction

Load Legacy Qual Cards
Edit Site Actions form > Participants tab

@p o

Manage Competencies

2

" Page size: 10 ~

Page Navigation Bar

Reactivate Qual Card
Qual Card Admin tab

Remove Document
Review Competency form > Supporting
Documentation

Remove Qual
Qual Direction tab > Assigned Quals

Request Due Date Extension

Review Due Date Extension

Start Qual Card
Participant tab

Submit for Equivalency

Submit for Final Qualifying Activities

Submit for Review

Undo Expire

View Details

View Document

POY000vQPOO

NON-PROPRIETARY INFORMATION

This procedure was prepared by the Safety Training Department and is scheduled for review in August 2018.
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eTQP Icons

Action

lcon

View/Edit Submission

2

NON-PROPRIETARY INFORMATION

This procedure was prepared by the Safety Training Department and is scheduled for review in August 2018.
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7.1

7.1.1

eTQP MANAGER

The eTQP Manager performs the following activities in the eTQP tool:

Assigns site personnel to the appropriate eTQP roles (Participant, Supervisor, QO,

Equivalency Reviewer, FTCP Agent)
Sets up subordinate sites if applicable

Sets up the site’s QO-to-competency matrix

Enters site-specific quals and competencies in eTQP

Initiates and assigns new qualification and requalification activities (qual directions)

Coordinates final qualifying activities for Participants

Assists Participants during qualification and requalification activities

Enters legacy quals completed outside of eTQP

Set Up a Site

The NTC eTQP Administrator adds each eTQP site and its associated eTQP Manager to
eTQP.

The site’s eTQP Manager assigns users to the appropriate site roles and adds site-
specific qual cards to the site. The eTQP Manager can also establish subordinate eTQP
sites as applicable.

Create a Subordinate Site

1.

Select the Sites tab to display a list of the sites managed by the logged-in eTQP

Manager.

Click New Site to open the New Site form.

| Profile ‘| Quals H Qual Directions H Qualifying Officials || Qual Card Admin |

Office 105 DOE NTC

Etqp
Log

@

NON-PROPRIETARY INFORMATION

This procedure was prepared by the Safety Training Department and is scheduled for review in August 2018.
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3. Onthe New Site form, fill in the Title and Field Office fields and select a site in the
Parent Site list.

New Site

* = required field

LTitle* | |
| Field Oﬁce| |
| Parent Site:* J[Select Parent Site]v]

7.1.2 Assign Users to Site Roles

To do this: Do this:

Assign users to roles in the new site you . I .
created in Section 7.1.1 Continue working in the New Site page.

. . - . Click the site’s Edit icon on the Sites tab to open
Assign users to roles in an existing site e
the Edit Site page.

NOTE: Before assigning users to site roles, review the table in Section 5.2 that
summarizes the responsibilities associated with each eTQP role, and review
the note in Section 5.1 about eTQP roles and job titles.

A user cannot be assigned to the Participant role at more than one site at a
time. If a user who is a Participant at one site is added as a Participant at
another site, an error message will be displayed.

IMPORTANT: Before assigning users to the Qualifying Official (QO) role, review
Section 7.4, Managing Qualifying Officials and Equivalency
Reviewers.

1. To assign one or more users to a site role, select the tab for that role, and then click
Add to open the Select User form.

I eTQP Managers | Supervisors | Qualifying Official I Participants I Equivalency Reviewers I FTCP Agents -
(lttome [ Fostbome——— Jfnat | |
MEEKS WALTER wmeeks@ntc.doe.gov Q

Apodaca Melissa mapodaca@ntc.doe.gov 6

Bolton Eric ebolten@ntc.doe.gov 6

Add

NON-PROPRIETARY INFORMATION
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2. Select the check box next to the name of each user to be added to the selected role.

@ eTQP BASICS items in a list.

See Section 6.1 for help on locating

NOTE: The Select User list contains entries for everyone with an active eAccess

account, not just those active in TQP at a specific

site. Be sure to select the

correct name or names for each role, as there may be several individuals in

the system with the same name.

The easiest way to find a name in the list of active accounts is to filter the

list by a few consecutive letters from the person's

email address.

Select User
I T T R
T T T
O ROY NEAL reyneal@cnemillrun.com
O VICENTE TRUJILLO vitrujillo@lanl.gov
O APRIL STRABA astraba@ntc.doe.gov
¥ Clifford Gordon cgordon@ntc.doe.gov
O WILLIAM SMITH Smith394@IlInl.gov
O CHRIS GARCIA cgarcia@sandia.gov
O MICHAEL GUTIERREZ michael.j.gutierrez@nnsa.doe.gov
O BRUCE CAMERON bruce_w_camercn@rl.gov
O  Amy DUDA aduda@ntc.doe.gov
AN 23 456 78910 ... ¢ ¥ Page size: 10 ~ 18875 items in 1888 pages
3. Click Submit on the Select User form to add the selected users to the current role.
4. Repeat Steps 1 through 3 to add users to each role as appropriate.
5. When you are finished adding users to site roles, click Submit on the New Site form

to return to the Sites tab.

NOTE: Always click Submit to save your changes before leaving a form.

7.1.3 Remove Individuals from Site Roles
1. On the Sites tab, click the Edit icon for the relevant site.

2. On the Edit Site form, select the tab for the relevant role.

NON-PROPRIETARY INFORMATION

This procedure was prepared by the Safety Training Department and is scheduled for review in August 2018.
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3. Locate the individual to be removed from the selected role, and then click the Delete
icon for that individual.

See Section 6.1 for help on locating

) eTQP BASICS items in a list.

| FirstName | tastName _____Jemait | |
ROY NEAL royneal@onemillrun.com Q

AMY DUDA aduda@ntc.doe.gov @
CAROLINE PARKS cparks@ntc.doe.gov 0
THEODORE PIETROK theodore.pietrok@pnso.science.doe.gov 0

BOYD NEAR bnear@ntc.doe.gov Q

JOSEF CHRIST Joe.christ@pnso.science.doe.gov Q
DONALD BRADY donald.brady@nnsa.doe.gov 0

WALTER MEEKS wmeeks@ntc.doe.gov 0

ERIKA FOSTER efoster@doeal.gov Q

Boyd Near boydnear@gmail.com 0

AN 2.+ v Pagesize: 10 < 15 items in 2 pages o

4. Click OK in the confirmation dialog box for each deletion.

5. Click Submit to return to the Sites tab.

NON-PROPRIETARY INFORMATION
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7.2

Manage Site Participants

The Participants tab lists all participants assigned to an eTQP Manager’s site and
allows the Manager to review and edit information associated with each Participant.

NOTE: If you are also a QO, be sure to conduct all qual card sign offs and final reviews
from the Qual Card Admin tab, not the Participants tab. Although eTQP
Managers can access qual cards from the Participants tab, QO sign offs and
the final review process are programmed to occur through the Qual Card
Admin tab.

7.2.1 Manage a Participant’s Supervisor

1. Locate the relevant Participant on the Participants tab and click the Edit button.

© eTQP BASICS See Section 6.1 for help on locating

items in a list.
Participants | Sites H Quals H Qual Directions H Qualifying Officials || Qual Card Admin | EE_
Melissa Apodaca WALTER. MEEKS
ALLEN TATE eTQP supervisor Michael Duvall @

2. To set either the 1st Line Supervisor or the 2nd Line Supervisor, click Edit
Supervisor under the correct role in the Participant’s profile window.

3. Check the box next to the correct user in the Select User list, and then click Submit.

Select User
I T S T
T T T
O ROY NEAL royneal@onemillrun.com
O VICENTE TRUJILLO vjtrujillo@lanl.gov
E APRIL STRABA astraba@ntc.doe.gov
m} Clifford Gordon cgorden@ntc.doe.gov
[} WILLIAM SMITH Smith294@linl.gov
O JEFFREY GREENE j.greene@srs.gov
O CHRIS GARCIA cgarcia@sandia.gov
O MICHAEL GUTIERREZ michael.j.gutierrez@nnsa.doe.gov
O BRUCE CAMERON bruce_w_cameron@rl.gov
O AMY DUDA aduda@ntc.doe.gov
L. D 234567 89 10 ..°" " Page size: 10 ~ 18885 items in 1889 pages
I Submit I Cancel

NON-PROPRIETARY INFORMATION
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7.2.2 Transfer a Participant to Another Site

A user who transfers from one site to another must be removed from the Participant role
at the original site before being added to the Participant role at the transfer site. All qual
data for the Participant is preserved and available at the transfer site.

NOTE: A user cannot be assigned to the Participant role at more than one site at a
time. If a user who is a Participant at one site is added as a Participant at
another site, an error message will be displayed.

7221 Remove the Participant from the Original Site

The eTQP Manager at the original site must remove the individual from the Participant
role at that site.

1. On the Sites tab, click the Edit icon for the relevant site.
2. On the Edit Site form, select the Participants tab.

3. Locate the individual to be removed from the selected role, and then click the Delete
icon for that individual.

See Section 6.1 for help on locating

) eTQP BASICS items in a list.

| FirstName | LostName ot | |
ROY NEAL royneal@onemillrun.com Q

AMY DUDA aduda@ntc.doe.gov @l
CAROLINE PARKS cparks@ntc.doe.gov Q
THEODQORE PIETROK theodore.pietrok@pnse.science.doe.gov 0

BOYD NEAR bnear@ntc.doe.gov Q

J0SEF CHRIST joe.christ@pnso.science.doe.gov Q
DONALD BRADY donald.brady@nnsa.doe.gov Q

WALTER MEEKS wmeeks@ntc.doe.gov Q

ERIKA FOSTER efoster@doeal.gov Q

Boyd Near boydnear@gmail.com Q

LA 2 v ¥ Page size: 10 -~ 15 items in 2 pages "

4. Click OK in the confirmation dialog box.

NON-PROPRIETARY INFORMATION
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23



eTQP User Guide September 2017

eTQP MANAGER

5. Click Submit to return to the Sites tab.

7.2.2.2  Add the Participant to the Transfer Site
After the Participant has been removed from the Participants role at the original site, the
eTQP Manager at the transfer site must add the individual to the Participants role at that
site.
1. On the Sites tab, click the Edit icon for the relevant site.

2. Onthe Edit Site form, select the Participants tab.

3. Click Add to open the Select User form.

eTQP Managers I Supervisors I Qualifying Official I Participants IEquwaIencyReviewers I FTCP Agents

Last Name 1st Line 2nd Line
Supervisor | Supervisor

mapodaca@ntc.doe.gov  WALTER  APRIL Q @

Apodaca Melissa MEEKS STRABA

Add

4. Select the check box next to the name of the individual to be added to the transfer

site.
© eTQP BASICS See Sectlon 6.1 fpr hglp on locating
items in a list.
Select User
I T
T T T

O ROY MNEAL royneal@onemillrun.com
O VICENTE TRUIILLO vitrujillo@lanl.gov
O  APRIL STRABA astraba@ntc.doe.gov
] Clifford Gordon cgordon@ntc.doe.gov
O WILLIAM SMITH Smith394@lInl.gov
O CHRIS GARCIA cgarcia@sandia.gov
O MICHAEL GUTIERREZ michael.j.gutierrez@nnsa.doe.gov
O BRUCE CAMERON bruce_w_camercn@rl.gov
O AMY DUDA aduda@ntc.doe.gov
L] 23456 78910 ... v n Page size: 10 ~ 18875 items in 1888 pages

NON-PROPRIETARY INFORMATION
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NOTE: The Select User list contains entries for everyone with an active eAccess
account, not just those active in TQP at a specific site. Be sure to select the
correct name for the transferring user, as there may be several individuals
in the system with the same name.

The easiest way to find a name in the list of active accounts is to filter the
list by a few consecutive letters from the person's email address.

5. Click Submit on the Select User form to add the selected user to the Participants
role.

NOTE: Always click Submit to save your changes before leaving a form.

NON-PROPRIETARY INFORMATION
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7.3 Manage Site Quals
The eTQP Manager creates legacy and site-specific quals; adds and edits competencies
for new and existing quals; assigns available QOs to specific competencies; and
discontinues, disables, and reinstates existing qual cards.
A list of all quals associated with the current site and its parent and subordinate sites is

displayed on the Quals tab. The eTQP Manager can manage quals for his or her own
site and any subordinate sites.

7.3.1 Set Up a Site-Specific Qual

1. Onthe Quals tab, click New Qual to open the New Qual form.

‘ Profile H Sites M| Qual Directions H Qualifying Officials || Qual Card Admin | gﬂé
T
(Clone) Aviation Manager: DOE-STD-1165-2003 (CN-1) (Expired) Office 105 @ @ P @

* (Clone) Criticality Safety: DOE-STD-1173-2009 Office 105 @ @ P (D
> (Clone) Aviation Safety Manager: DOE-STD-1164-2003 (CN-1) Office 105 @ @ P (:O

> Aviation Manager: DOE-STD-1165-2003 (CN-1) DOE NTC @
> Aviation Safety Manager: DOE-STD-1164-2003 (CN-1) DOE NTC @
> Chemical Processing: DOE-STD-1176-2010 DOE NTC @
L} 23456 7 v ¥ Page size: 10 ~ 70 items in 7 pages
| New Qual |

2. Complete the following items on the New Qual form:
a. Enter a name for the qual in the Qual Title field.
b. Select the qual’s parent site from the Parent Site list.

c. Enter alink to the relevant standard in the Qual Standard URL field (optional).

NON-PROPRIETARY INFORMATION
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d. Enter a comment in the Notes field (optional).

New Qual

* = required field

Qual Title* |

Qual Standard URL |

Parent Site* |Select Parent Site
Notes

Competencies

+ Add Competency
o i competonges — hons

No records to display.

3. Add competencies to the new qual (see Section 7.3.2).

4. When all competencies have been added, click Submit to return to the Quals tab.

NON-PROPRIETARY INFORMATION
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7.3.2 Add Competencies

To do this: Do this:

Add competencies to the new qual you

created in Section 7.3.1 Continue working in the New Qual page.

Click the qual’s Edit icon on the Quals tab to

Add competencies to an existing qual open the Edit Qual page.

1. Click + Add Competency.

Competencies

[competences Do
#
Level Familiarity level
Competency
Insert I
|
No records to display. v

EnEa

2. Complete the following items in the Add Competency area.

a. Enter the competency number in the # field.

¢ Competencies can be numbered using any alphanumeric or outline
numbering scheme.

e To sort the competencies correctly, the numbering scheme and punctuation
must remain consistent throughout the competency list.

b. Select the appropriate competency level from the Level list.
c. Enter a description of the competency in the Competency field.
d. Click Insert to add the new competency to the qual.

3. Repeat Steps 1 and 2 for each competency.

NON-PROPRIETARY INFORMATION
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4. When all competencies have been added, click Submit to close the New Qual or
Edit Qual page.

Competencies

=+ Add Competency

o Tt Tcompeondes i

Aviation Managers must demonstrate a working level knowledge of the @ a

1
Department’s aviation histery, organization, and missions.

5 Aviation Managers must demonstrate a working level knowledge of DOE O @ 6

440.2B Chg 1, Aviation Management and Safety.

e The new qual is displayed in the site’s list of quals.

7.3.3 Edit a Competency

1. On the Quals tab, click the Edit icon of the qual containing the competency to be
edited.

| Profile H Sites Qual Directions H Qualifying Officials H Qual Card Admin | E‘:{
awime s e

> (Clone) Aviation Manager: DOE-STD-1165-2003 (CN-1) (Expired) Office 105 @ a P (D
* (Clone) Criticality Safety: DOE-STD-1173-2009 Office 105 @ P @
> (Clone) Aviation Safety Manager: DOE-STD-1164-2003 (CN-1) Office 105 @ a P @

NON-PROPRIETARY INFORMATION
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2. On the Edit Qual form, click the Edit icon of the relevant competency to open the
competency for editing.

Edit Qual
Competencies A

+ Add Competency

¢ Jievel  JCompetendes | adions |
1 Cr|t|ca\|_ty safety personnel must demenstrate a working level knowledge of @ @
the fission process.

5 Criticality safety personnel must demonstrate a working level knowledge of the various types of ‘.
radiation interaction with matter,

# 2
lLever: | [familiarity level
Fr;t;ca;;ty safety personnel must demonstrate a working

level knowledge of the various types of radiation
interaction with matter.

[Update |

3 Criticality safety personnel must demonstrate a working level knowledge of (D @
criticality controls and safety parameters.

W
Criticalitv safetw nersnnnel must demaonstrate a3 workinn level knowledne of AT

£

3. Update the competency level and description as needed, and then click Update to
save the edits and close the competency for editing.

4. When editing is complete, click Submit to return to the Quals tab.

7.3.4 Clone a Qual Card
A cloned qual card can be modified for use at a different facility, site, or position.

1. Onthe Quals tab, click the Clone icon next to the qual to be cloned.

© eTQP BASICS See Section 6.1 for help on locating
items in a list.

B L
> Aviation Manager: DOE-STD-1165-2003 (CN-1}) DOE NTC
> Aviation Safety Manager: DOE-STD-1164-2003 (CN-1) DOE NTC @
> Chemical Processing: DOE-STD-1176-2010 DOE NTC @
> Civil/Structural Engineering: DOE-STD-1182-2004 DOE NTC @

NON-PROPRIETARY INFORMATION
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4. Inthe Clone Target dialog box, select the site that owns the newly cloned qual from

the Parent Site list.

Clone Target

I Parent SiIEZ”"SeIect Parent Site|w|

Submit || Cancel

5. Click Submit to display the newly cloned qual in the list of quals.

7.3.5 Discontinue, Disable, or Reinstate a Qual Card

The eTQP Manager can discontinue (expire), temporarily disable, or reinstate a site-

specific qual card.

NOTE: If the qual being expired or disabled is currently assigned to any Participants, a
notification email is sent to those Participants and their First Line Supervisors.

1. Select the Quals tab to display a list of quals for the parent site and any subordinate

sites.

2. Locate the qual to be expired,

disabled, or reinstated.

e To sort the list of quals, click the Qual Title or Site column heading.

() eTQP BASICS

See Section 6.1.2 for help on sorting
items in a list.

[Jowimwe —————se s |
> (Clone) Aviation Manager: DOE-STD-1165-2003 (CN-1) Office 105 @ @ P (:O

> (Clone) Criticality Safety: DOE-STD-1173-2009 Office 105 @ @ P @

> (Clone) Aviation Safety Manager: DOE-STD-1164-2003 (CN-1) Office 105 @ @ P @

> Aviation Manager: DOE-STD-1165-2003 (CN-1) DOE NTC @

> Aviation Safety Manager: DOE-STD-1164-2003 (CN-1) DOE NTC @

> Chemical Processing: DOE-STD-1176-2010 DOE NTC @

‘ I:Ig 3456 7 » Page size: 10 ~ 70 items in 7 pages

e To expire a qual, click the Expire icon.

NON-PROPRIETARY INFORMATION
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I L T
%

> (Clone) Aviation Manager: DOE-STD-1165-2003 (CN-1) Office 105 @ (o ‘.

* (Clone) Criticality Safety: DOE-STD-1173-2009 Office 105 @ a P @

# (Clone) Aviation Safety Manager: DOE-STD-1164-2003 (CN-1) Office 105 @ a P @

The Expire flag changes to red and the word “Expired” appears next to the qual
title.

e To reinstate an expired qual, click the Undo Expire icon.

I R T
> (Clone) Aviation Manager: DOE-STD-1165-2003 (CN-1)|(Expired) Office 105 @ a
> (Clone) Criticality Safety: DOE-STD-1173-2009 Office 105 @ @ P @
> (Clone) Aviation Safety Manager: DOE-STD-1164-2003 (CN-1) Office 105 @ a P (D

The Undo Expire flag changes to green and the word “Expired” disappears from
the qual title.

e To disable a qual, click the Disable icon.

Towire e aow
> (Clone) Aviation Manager: DOE-STD-1165-2003 (CN-1) Office 105 @ a P @
* (Clone) Criticality Safety: DOE-STD-1173-2009 Office 105 @ @ P @
> (Clone) Aviation Safety Manager: DOE-STD-1164-2003 {CN-1) Office 105 @ a P @l

The Disable toggle button changes to red and the word “Disabled” appears next
to the qual title.

e To reinstate a disabled qual, click the Enable icon.

o [Se
* (Clone) Aviation Manager: DOE-STD-1165-2003 (CN-1) Office 105 @ e P @
* (Clone) Criticality Safety: DOE-STD-1173-2009 Office 105 @ a P @
> (Clone) Aviation Safety Manager: DOE-STD-1164-2003 (CN-1)|(Disabled)| Office 105 @ @ P@

The Enable toggle button changes to green and the word “Disabled” disappears
from the qual title.

7.3.6 Delete a Qual Card

A qual card that has not yet been assigned to a Participant, or that has been assigned
but not yet accepted and started by the Participant, can be deleted only by an eTQP
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7.3.7

Manager logged in to the DOE NTC site. Contact the NTC at 505-845-2001 (option 3) or
etgpsupport@ntc.doe.gov for assistance.

NOTE: Deletion of a qual is a permanent operation. A deleted qual cannot be restored.

Export a List of Assigned Qual Cards to Excel

A list of in-progress and completed qual cards for all site participants is displayed on the
Qual Card Admin tab. The eTQP Manager can export this list to an Excel spreadsheet.

NOTE: Only the qual card records are exported to the spreadsheet. If any qual cards
are expanded to display the competencies, the competency records are not
exported.

1. Select the Qual Card Admin tab to display the list of assigned qual cards.

2. If necessary, click a column heading to sort the list by Participant, qual title, the
supervisor who directed the qual assignment, or the qual card due date.

3. Click the Export to Excel icon.

Profile H Sites H Quals H Qual Directions H Qualifying Officials | Eg

] paticipant | uoi T pireced oy comp progress | cara stats | actons |

Shawn Occupational Safety: Complete
Michelle Gib 1/1/1986

Charles  DOE-STD-1160-2011 | 'c o' ©foson /i ™ (Legacy) @
» Shawn Aviation Manager:

Charles DOE-STD-1165-2003 eTQP supervisor 11/20/2014 1z In Progress

CN-1

Sh Chemical P q: ]

2 awmn Smica’ Frocessin eTQP supervisor 10/31/2014 s In Progress

Charles DOE-5TD-1176-2010

4. In the confirmation dialog box, click Open or Save.

Do you want to open or save RadGridExport.xis (10.5 KB) from etqpdev? I Open I Save Ivll Cancel

5. eTQP creates a spreadsheet named “RadGridExport.xls.”
¢ If you selected Open, the spreadsheet opens in Microsoft Excel.

¢ If the Microsoft Excel dialog box is displayed, click Yes to open the spreadsheet.
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Microsoft Excel E

The file format and extension of 'RadGridExport.xls’ don't match, The file could be corrupted or unsafe. Unless you trust its source,
l B don't open it. Do you want to open it anyway?

I Yes I | Mo I Help |

Was this information helpful?

¢ If you selected Save, the spreadsheet is saved to the user’'s Downloads folder.
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7.4

7.4.1

Manage QOs and Equivalency Reviewers

A list of all QOs added to the current site and its parent and subordinate sites is
displayed on the Qualifying Officials tab. These QOs are available for selection when
participants submit competencies for review. QOs added at the Program Office level and
assigned to GTB- and FAQS-based competencies are also available for selection by
participants.

In addition, QOs authorized to approve equivalencies are also listed on the site’s
Equivalency Reviewers tab. (See Section 7.4.2, Equivalency Reviewers.)

Each QO or Equivalency Reviewer is authorized to sign off only on his or her assigned
competencies. The eTQP Manager can manage QOs and Equivalency Reviewers for his
or her own site and any subordinate sites.

IMPORTANT: Before assigning users to the QO role or adding/removing competencies
for a QO, review Section 7.4.1, Qualifying Officials: Program Office vs.
Site-Level.

To add QOs and Equivalency Reviewers to a site, see Section 7.1.2, Assign Users to
Site Roles.

Qualifying Officials: Program Office vs. Site-Level

Program Office QOs: Individuals authorized by a Program Office to sign off on
assigned GTB- and FAQS-based competencies

Site-Level QOs: Individuals authorized at a site to sign off on assigned site-specific
competencies as well as assighed GTB- and FAQS-based competencies

e Each site should add their QOs to the site-level QO listing in order to place their
names at the top of QO selection lists.

¢ Sites that do not have QOs assigned by a Program Office must assign site-level
QOs to GTB and FAQS competencies.

o Site-level QOs are added to the site database and assigned competencies by the
eTQP Manager.

NOTE: Program Office QOs may also be added to a site and assigned site-specific
competencies by the eTQP Manager. The eTQP Manager should coordinate
with the applicable TQP Program Office prior to changing QO competency
assignments.

NON-PROPRIETARY INFORMATION
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7.4.2

7.4.3

NOTE: To view a list of all site-level and Program Office QOs and their assigned
competencies, see Section 7.4.6, Export a List of All Available QOs and
Equivalency Reviewers and Assigned Competencies.

Equivalency Reviewers

Equivalency Reviewers are QOs who are also authorized to approve equivalency
requests for specific competencies. Equivalency Reviewers must be added to the
Equivalency Reviewer role for the site before they are available for selection when
participants submit equivalencies for review. See Section 7.1.2, Assign Users to Site
Roles for more information.

Equivalency Reviewers are listed on the Qualifying Officials tab and are assigned
competencies in the same way as QOs. For more information, see Section 7.4.4, Assign
Competencies to a Qualifying Official or Equivalency Reviewer.

NOTE: Most Equivalency Reviewers are also QOs. However, it is possible to be an
Equivalency Reviewer without also being a QO.

View the Competencies Assigned to a QO or Equivalency Reviewer Added to the
Site

NOTE: Equivalency Reviewers are listed on the Qualifying Officials tab. For more
information, see Section 7.4.2, Equivalency Reviewers.

1. On the Qualifying Officials tab, click the Manage Competencies icon for the
relevant QO or Equivalency Reviewer to open the QO’s Qualified Competencies
form.

‘ Profile H Sites H Quals H Qual Directions ‘ Qual Card Admin EE
ROY MNEAL @
AMY DUDA @
CAROLINE PARKS
THEODORE PIETROK @
BOYD NEAR @
JOSEF CHRIST @
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2. Competencies assigned to the current QO or Equivalency Reviewer are checked and

highlighted, and appear at the top of the list on the QO's Qualified Competencies
form.

QQO's Qualified Competencies

B | Competencies

Aviation Managers must demonstrate a working level
knowledge of the Department’s aviation history,

(Clone) Aviation Manager:

Office 105
DOE-STD-1165-2003 (CN-1)

organization, and missions.

Aviation Managers must demonstrate a working level
knowledge of the Department’s aviation history,
organization, and missions.

Aviation Manager: DOE-STD-

DOE NTC
1165-2003 (CN-1)

Aviation Managers must demonstrate a working level
9 9 Aviation Manager: DOE-S5TD-

0 knowledge of DOE O 440.2B Chg 1, Aviation Management 1165-2003 (CN-1) DOE NTC
and Safety.

7.4.4 Assign Competencies to a QO or Equivalency Reviewer

NOTE: Do not add or remove GTB- or FAQS-based competencies for QOs set up at
the Program Office level.

Before assigning competencies for any QOs, review Section 7.4.1, Qualifying
Officials: Program Office vs. Site-Level.

NOTE: Equivalency Reviewers are listed on the Qualifying Officials tab. For more
information, see Section 7.4.2, Equivalency Reviewers.

1. Onthe Qualifying Officials tab, click the Manage Competencies icon for the
relevant QO or Equivalency Reviewer to open the QO’s Qualified Competencies

form.
‘ Profile H Sites H Quals H Qual Directions ‘ (eTEINNWOReilwEI Ll (| Qual Card Admin Ef
ROY NEAL @
AMY DUDA @
CAROLINE PARKS E
THEODORE PIETROK @
BOYD NEAR. g
JOSEF CHRIST @
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2. The QO's Qualified Competencies page displays a list of the competencies for all
the quals managed by the logged-in eTQP Manager.

Competencies already assigned to the current QO or Equivalency Reviewer are

checked and highlighted.

QO's Qualified Competencies

N | Competencies

Aviation Managers must demonstrate a working level

knowledge of the Department’s aviation
organization, and missions.

history,

Aviation Managers must demonstrate a working level

knowledge of the Department’s aviation
organization, and missions.

history,

Aviation Managers must demonstrate a working level

knowledge of DOE O 440.2B Chg 1, Aviation Management

and Safety.

(Clone) Aviation Manager:

Office 105
DOE-STD-1165-2003 (CN-1)

Aviation Manager: DOE-STD-

DOE NTC
1165-2003 (CN-1)

Aviation Manager: DOE-STD-

DOE NTC
1165-2003 (CN-1)

3. Locate the competencies to assign to the current QO or Equivalency Reviewer by
filtering, sorting, or scrolling through the list.

) eTQPBASICS

See Section 6.1 for help on locating

items in a list.

To show only the competencies for a specific qual, type a few characters from
the qual title or standard number in the Qual filter box, and then click the Filter

icon.

QO's Qualified Competencies

H | Competencies

Aviation Managers must demonstrate a w

orking level

knowledge of the Department’s aviation history,

organization, and missions.

Aviation Managers must demonstrate a w
knowledge of the Department’s aviation history,
organization, and missions.

Aviation Managers must demonstrate a w

knowledge of DOE O 440.2B Chg 1, Aviation Management

and Safety.

orking level

orking level

(Clone) Aviation Manager:

Office 105
DOE-STD-1165-2003 (CN-1) ¢

Aviation Manager: DOE-STD-

DOE NTC
1165-2003 (CN-1)

Aviation Manager: DOE-STD-

DOE NTC
1165-2003 (CN-1)
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¢ To show only the competencies for a specific site, type a few characters from the
site name in the Site filter box, and then click the Filter icon.

QQ's Qualified Competencies

H | Competencies

Aviation Managers must demonstrate a working level

(Clone) Aviation Manager:

Office 105
DOE-STD-1165-2003 (CN-1) ¢

knowledge of the Department’s aviation history,
organization, and missions.

Aviation Managers must demonstrate a working level
knowledge of the Department’s aviation history,
organization, and missions.

Aviation Manager: DOE-STD-

DOE NTC
1165-2003 (CN-1)

Aviation Managers must demonstrate a working level
[0 knowledge of DOE O 440.2B Chg 1, Aviation Management
and Safety.

Aviation Manager: DOE-STD-

1165-2003 (CN-1) DOE NTC

¢ To show only the competencies with a specific word or phrase in the title, type
the word or phrase in the Competencies filter box, and then click the Filter icon.

QO's Qualified Competencies

H Competencies

[ 3

Aviation Managers must demonstrate a working level
¥ knowledge of the Department’s aviation history,
organization, and missions.

(Clone) Aviation Manager: .

. Offi 105
DOE-STD-1165-2003 (CN-1) ¢
Aviation Managers must demonstrate a working level
knowledge of the Department’s aviation history,
organization, and missions.

Aviation Manager: DOE-STD-

DOE NTC
1165-2003 (CN-1)

Aviation Managers must demonstrate a working level
0 knowledge of DOE O 440.2B Chg 1, Aviation Management
and Safety.

Aviation Manager: DOE-5TD-

1165-2003 (CN-1) DOE NTC

e To sort the list in ascending order by qual title, click the Qual column heading.

To sort in descending order, click the Qual column heading a second time.

QO's Qualified Competencies

H | Competencies

Aviation Managers must demonstrate a working level
9 9 (Clone) Aviation Manager:

DOE-STD-1165-2003 (CN-1) iz 102

knowledge of the Department’s aviation history,
organization, and missions.

Aviation Managers must demonstrate a working level
knowledge of the Department’s aviation history,
organization, and missions.

Aviation Manager: DOE-STD-

DOE NTC
1165-2003 (CN-1)

Aviation Managers must demonstrate a working level
0 knowledge of DOE O 440.2B Chg 1, Aviation Management
and Safety.

Aviation Manager: DOE-STD-

DOE NTC
1165-2003 (CN-1)
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¢ Use the page navigation bar at the bottom of the list to scroll through the
complete, sorted, or filtered list.

QO's Qualified Competencies

H | Competencies

organization, and missions.

and Safety.

Aviation Managers must demonstrate a working level
knowledge of the Department’s aviation histery,

Aviation Managers must demonstrate a working level
knowledge of the Department’s aviation histery,
organization, and missions.

Aviation Managers must demonstrate a working level
O knowledge of DOE O 440.2B Chg 1, Aviation Management

|" '2345678910...

Page size: 10 'I

(Clone) Aviation Manager:

Office 105
DOE-STD-1165-2003 (CN-1)

Aviation Manager: DOE-STD-

DOE NTC
1165-2003 (CN-1)

Aviation Manager: DOE-STD-

DOE NTC
1165-2003 (CN-1)

1383 items in 129 pages | ¥

Reviewer.

e Each checked competency is highlighted.

4. Check the box for each competency to assign to the current QO or Equivalency

QO's Qualified Competencies

H | Competencies

organization, and missions.

and Safety.

knowledge of their site-specific AIP.

Aviation Managers must demonstrate a working level

¥ knowledge of the Department’s aviation history,
organization, and missions.

Aviation Managers must demonstrate a working level
¥  knowledge of the Department’s aviation history,

Aviation Managers must demonstrate a working level
O knowledge of DOE O 440.2B Chg 1, Aviation Management

Aviation Managers must demonstrate a working level

(Clone) Aviation Manager:

Office 105
DOE-STD-1165-2003 (CN-1) —c¢

Aviation Manager: DOE-STD-

DOE NTC
1165-2003 (CN-1)

Aviation Manager: DOE-STD-
1165-2003 (CN-1) DOENTC
Aviation Manager: DOE-STD-

DOE NTC
1165-2003 (CN-1)

I Submit | Cancel

NON-PROPRIETARY INFORMATION
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5. Click Submit to return to the Qualifying Officials tab.

6. Click the Edit icon for the same QO or Equivalency Reviewer to display the complete
list of assigned competencies.

7.4.5 Remove a Competency for a QO or Equivalency Reviewer

NOTE: Do not add or remove GTB- or FAQS-based competencies for QOs set up at
the Program Office level.

Before removing competencies for any QO, review Section 7.4.1, Qualifying
Officials: Program Office vs. Site-Level.

NOTE: Equivalency Reviewers are listed on the Qualifying Officials tab. For more
information, see Section 7.4.2, Equivalency Reviewers.

1. Onthe Qualifying Officials tab, click the Manage Competencies icon for the
relevant QO or Equivalency Reviewer to open the QO’s Qualified Competencies

form.
‘ Profile H Sites H Quals H Qual Directions ‘ Qual Card Admin H
ROY NEAL @
AMY DUDA @
CAROLINE PARKS
THEODORE PIETROK @
BOYD NEAR @
JOSEF CHRIST @

NON-PROPRIETARY INFORMATION

This procedure was prepared by the Safety Training Department and is scheduled for review in August 2018.

41



eTQP User Guide September 2017

eTQP MANAGER

2. The QO's Qualified Competencies page displays a list of the competencies for all
the quals managed by the logged-in eTQP Manager.

e Competencies already assigned to the current QO or Equivalency Reviewer are
checked and highlighted.

QO's Qualified Competencies

I T N S
T T T

Aviation Managers must demonstrate a working level
knowledge of the Department’s aviation history,
organization, and missions.

(Clone) Aviation Manager:

Office 105
DOE-STD-1165-2003 (CN-1)

Aviation Managers must demonstrate a working level
knowledge of the Department’s aviation history,
organization, and missions.

Aviation Manager: DOE-STD-

DOE NTC
1165-2003 (CN-1)

Aviation Managers must demonstrate a working level
O knowledge of DOE O 440.2B Chg 1, Aviation Management
and Safety.

Aviation Manager: DOE-STD-

DOE NTC
1165-2003 (CN-1)

3. Locate the competencies to remove for the current QO or Equivalency Reviewer by
filtering, sorting, or scrolling through the list.

See Section 6.1 for help on locating

@ eTQP BASICS items in a list.

4. Uncheck the box for each competency to be removed from the QO or Equivalency
Reviewer’s list.

5. Click Submit to return to the Qualifying Officials tab.

7.4.6 Export a List of All Available QOs and Equivalency Reviewers and Assigned
Competencies

The eTQP Manager can export a list of all available Program Office and site-level QOs
and Equivalency Reviewers and their assigned competencies to an Excel spreadsheet.
The spreadsheet lists all QOs and Equivalency Reviewers and assigned competencies
that are available to the site.

The exported list can be sorted and filtered by QO/Equivalency Reviewer name, qual
title, and qualification site (the site where the qual card and its competencies were set up
in eTQP).

NOTE: All GTB quals and quals based on FAQS were set up by the NTC and will show
“DOE NTC” as the qualification site in the exported list. Site-specific quals (see
Section 7.3.1) will show the local site name as the qualification site.
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7.4.6.1

NOTE: Equivalency Reviewers are listed on the Qualifying Officials tab. For more

information, see Section 7.4.2, Equivalency Reviewers.

1. Select the Qualifying Officials tab to display the list of the site’s qualifying officials.

2. Click the Export to Excel icon.

| Profile H Sites H Quals H Qual Directions ‘ Qual Card Admin E{
Acions
ROY NEAL @
AMY DUDA @
CAROLINE PARKS @
THEODORE PIETROK @

3. In the confirmation dialog box, click Open or Save.

Do you want to open or save QualifyingOfficalComps.xls (339 KB) from etgpdev? I Open | Save |V|I Cancel |

4. eTQP creates a spreadsheet named “QualifyingOfficialComps.xls.”

o If you selected Open, the spreadsheet opens in Microsoft Excel.

¢ If the Microsoft Excel dialog box is displayed, click Yes to open the spreadsheet.

Microsoft Excel E3

The file format and extension of 'QualifyingOfficalComps.xls’ don't match, The file could be corrupted or unsafe. Unless you trust its source,
l B, don't open it. Do you want to open it anyway?

I Yes |I Help |

e If you selected Save, the spreadsheet is saved to the user's Downloads folder.
Sort the Exported Spreadsheet

1. On the Data tab in Microsoft Excel, click Sort.

HOME  INSERT  PAGELAYOUT  FORMULAS REVIEW  VIEW  DEV

[ 1 From Access DE} I:B\ Hzg (=] Connections Al Y Y Clear

[& From Web Properties Y- Reappl

N From Other Existing Refresh l Zl Sort Filter PPy

[ From Text Sources*  Connections  All = Edit Links " Yo Advanced
Get External Data Connections Sort & Filter
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2. Inthe Sort dialog box, select a column to sort by and specify the whether to sort
the values in ascending (A to Z) or descending (Z to A) order.

3. To sort by multiple columns, click Add Level and repeat Step 2 for each
additional column.

sot 21|
+§l Add Level ){ Delete Level EEI Copy Level Fs Options... v MMy data has headers
Column | Sort On | Order
Sortby  |qualification Title = [Values =l Jatez =l
Then by g [values =] |atez 3
OK Cancel
F

3. Click OK.
7.4.6.2 Filter the Exported Spreadsheet

1. On the Data tab in Microsoft Excel, click Filter.

HOME INSERT PAGE LAYOUT FORMULAS IDATA I REVIEW VIEW DEV)

[EFrom Access (=] Connections W Clear
3 B M # B2

[& From Web Properties Y- Reappl

N From Other Existing Refresh _l ) zl Sort Filter PRy

Dj From Text Sources* | Connections All- Edit Links o T;‘Advanced
Get External Data Connections Sort & Filter

2. Click the filter button that appears to the right of the column header to filter the
list by.

3. In the filter menu, uncheck the Select All check box, and then check the box
next to each value to include in the filtered list.
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{Clone) &wiation Manager: DOE-5TD-1165-2003 (CN-1)
(Clone) Aviation Manager: DOE-5TD-1165-2003 (CN-1)

C D E
I~ Qualification Title m Competency Number rml Qualification Site | |7 |
(Clone) Aviation Manager: DOE-STD-1165-2003 (CN-1) = 8l SenEio
{Clone) Aviation Manager: DOE-5TD-1165-2003 (CN-1) ;l SotZto A
{Clone) Aviation Manager: DOE-5TD-1165-2003 (CN-1) Sert by Color ,
(Clone) Aviation Manager: DOE-5TD-1165-2003 (CN-1)
(Clone) Aviation Manager: DOE-STD-1165-2003 (CN-1) B ClearFilter From "Qualification Site"
(Clone) Aviation Manager: DOE-S5TD-1165-2003 (CN-1)
(Clone) Aviation Manager: DOE-STD-1165-2003 (CN-1) Text Filters 3

(Clone) Aviation Manager: DOE-5TD-1165-2003 (CN-1) v :

(Clone) Criticality Safety: DOE-STD-1173-2009 Office 105

(Clone) Criticality Safety: DOE-STD-1173-2009 : [1QO test site

(Clone) Aviation Safety Manager: DOE-S5TD-1164-2003 (CN-1)

(Clone) Aviation Manager: DOE-5TD-1165-2003 (CN-1) oK Cancel
(Clone) Aviation Manager: DOE-5TD-1165-2003 (CN-1)

{Clone) Aviation Manager: DOE-5TD-1165-2003 (CN-1) S‘Dﬁ'\ce 105

4. Click OK.

7.4.7 Export aList of Competencies for a Single QO or Equivalency Reviewer

The eTQP Manager can export a list of the competencies assigned to a single QO or
Equivalency Reviewer to an Excel spreadsheet. The spreadsheet lists all of the
QO/Equivalency Reviewer’s assigned competencies and can be sorted and filtered by

gual title.

NOTE: Equivalency Reviewers are listed on the Qualifying Officials tab. For more
information, see Section 7.4.2, Equivalency Reviewers.

1. Select the Qualifying Officials tab to display the list of the site’s QOs and

Equivalency Reviewers.

2. Click the Export QO’s Competencies to Excel icon for the relevant QO or

Equivalency Reviewer.

Participants || Sites || Quals || Qual Directions ‘ [elETL T LRe)WEIEl | Qual Card Admin

T T

ADAMS ANGELIA

ADAIR DAVID @
G

Aiken Doug @ ﬁl

Etqy
Log ]

3. In the confirmation dialog box, click Open or Save.

Do you want to open or save QualifyingOfficalComps.xls (239 KB) from etgpdev? I Open |

Save |'|I Cancel
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4. eTQP creates a spreadsheet named “QOCompetencies.x|s.”
¢ If you selected Open, the spreadsheet opens in Microsoft Excel.

¢ If the Microsoft Excel dialog box is displayed, click Yes to open the spreadsheet.

Microsoft Excel x|

The file format and extension of 'QualifyingOfficalComps.xls’ don't match, The file could be corrupted or unsafe. Unless you trust its source,
l > don't open it. Do you want to open it anyway?

I Yes |I Help |

¢ If you selected Save, the spreadsheet is saved to the user’'s Downloads folder.

To sort or filter the exported spreadsheet, see Sections 7.4.6.1 and 7.4.6.2.
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7.5

7.5.1

Manage Participant Quals

Initiate and Assign a New Qual Direction

New qual directions are initiated and assigned on the Qual Directions tab. Qual
directions displayed on this tab have been initiated but not yet assigned to Participants
managed by the logged-in eTQP Manager.

NOTE: A “short form” version of the General Technical Base (GTB) qual is available for
individuals who have completed the GTB eLearning course online. This qual
requires a single signature and attachment of the certificate of completion from
the eLearning course. It may be used where appropriate in place of the
standard GTB qual.

v General Technical Base: DOE-STD-1146-2007 {SHORT-
DOE NTC
Forr 60or@
il Jeompetenaes | Quaikwngoriasis

By approving this competency the TQP Participant's
qualifying official, supervisor, and/or site TQP Manager  William Miller, DOUG SHOOP,

affirms that all required General Technical Base JEFFREY FREY, ALLEN TATE,

1 familiarity level competencies were satisfactorily completed via the GREGORY JOMES, JAMES SPETS,
National Training Center online course (certificate EDWARD MACALISTER, William
attached). Additional knowledge checks were Ortiz, Dan Pellegrino, James Todd
performed as deemed appropriate.

4 * L Pagesize: 5 ~ 1 items in 1 pages

1. On the Qual Directions tab, click New Qual Direction to open the Initiate
Qualification form.

o Alist of the Participants managed by the logged-in eTQP Manager is displayed.

i Et
Qual G| Qual Card Admin LL%L

Directed Quats Directed oy
No records to display.
W L] Page size: 20 ~ 0 items in 1 pages

| New Qual Direction |
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2. Click the Initiate Qual Direction icon for the appropriate Participant to open the
Qual Direction form.

See Section 6.1 for help on locating a

() eTQPBASICS Participant in a list.

Initiate Qualification

e (T N — T R— ST
T T T T
Shawn Charles scharles@ntc.doe.gov Office 105
eTQP TR WebMaster@ntc.doe.gov Office 105 @:

eTQP participant WebMaster@ntc.dee.gov  pffice 105

3. Complete the following items on the Qual Direction form.

Qual Direction
Participant: Melissa Apodaca
Select a Due Date:

Supporting Documentation

T T S " S

No records to display.

Assigned Quals

No records to display.
1 * M Page size: 10 ~ 0 items in 1 pages
d Quals

a. Click the Calendar icon to set a due date for this qual direction.
¢ A qual direction can't be assigned without a due date.
¢ Due-date reminder notifications are sent to eTQP Managers, Supervisors,

and Participants at 180 days, 90 days, and 45 days prior to the assigned due
date.

NON-PROPRIETARY INFORMATION

This procedure was prepared by the Safety Training Department and is scheduled for review in August 2018.
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NOTE: The selected due date applies to all quals included in this qual direction.
To apply a different due date to one or more quals, a different qual
direction must be created for those quals.

The Participant can request a due date extension for each qual
individually after accepting the qual direction.

b. Click Add Files to add supporting documentation.

NOTE: Supporting documentation uploaded on the Qual Direction form
applies to all quals included in this qual direction.

IMPORTANT: Do not upload classified, PII, or UCNI material to eTQP.
Remember that exams may be classified, so check before
uploading exams as supporting documents.

See Section 6.2 for help on managing

Q) eTQPBASICS supporting documentation.

c. Click Add Quals to select the quals to include in this qual direction.

5. Onthe Choose Quals for Qual Direction form, select the check box next to each
gual to be included.

e Quals can be added from multiple pages in the list of available quals.

Choose Quals for Qual Direction
I S
T T
Emergency Management: DOE-STD-1177-2004 DOE NTC
| Environmental Compliance: DOE-STD-1156-2011 DOE NTC
O Environmental Restoration: DOE-STD-1157-2002 DOE NTC
O Facility Maintenance Management: DOE-STD-1181-2014 DOE NTC
11 3 456 7 89 °" " Page size: 10 ~ 83 items in 9 pages
I Submit l Cancel

NON-PROPRIETARY INFORMATION

This procedure was prepared by the Safety Training Department and is scheduled for review in August 2018.
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6. Click Submit to close the Choose Quals for Qual Direction form.

¢ The selected quals are added to the Assigned Quals list in the current qual
direction.

Qual Direction

Panicipaqt: Melissa Apodaca

Select a Due Date: 3/31/2017

Supporting Documentation

Add Files

ocmentbame ————————————— Jriesoe  actons |

No records to display.

Assigned Quals

Lquatearon T, S

Emergency Management: DOE-S5TD-1177-2004 DOE NTC

Transportation & Traffic Management: DOE-STD-1155-2002 DOE NTC 6
‘ v ™ Page size: 10 =~ 2 items in 1 pages
Add Quals

7. If one of the selected quals is a Senior Technical Safety Manager qual, select an
FTCP Agent to review the final qualifying activities.

Qual Direction

Participant: Melissa Apodaca

Select a Due Date: 93042016

Select FTCP Agent: =

NOTE: If none of the selected quals is a Senior Technical Safety Manager qual, the
Select FTCP Agent field does not appear on the Qual Direction form.

NON-PROPRIETARY INFORMATION
This procedure was prepared by the Safety Training Department and is scheduled for review in August 2018.
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8. Click Submit to close the Qual Direction form.

¢ The new qual direction is displayed in the list of directed quals on the Qual
Directions tab.

| Participants H Sites || Quals ‘ Qual Directions | Qualifying Officials || Qual Card Admin | frich
WILLIAM GIVENS ALLEN TATE 6

Civil/Structural Engineering: DOE-STD-1182-
2014, Senior Technical Safety Manager: DOE-
STD-1175-2013, Technical Program Manager:
DOE-STD-1178-2004

Eric Bolton @

Melissa Apodaca

Emergency Management: DOE-STD-1177-2004,
Melissa Apodaca Transportation & Traffic Management: DOE-STD- Eric Bolton 3/31/2017 @ g
1155-2002
MAX LOPEZ VICTORIA CRUZ a
‘ ’ » Page size: 20 ~ 0 items in 1 pages

New Qual Direction

9. To add or remove quals, change the due date, or add or remove supporting
documents, click the Edit icon for the relevant qual direction to open the Qual
Direction form and repeat Steps 3 through 8 as needed.

—
| Participants H Sites || Quals ‘ Qual Directions | Qualifying Officials || Qual Card Admin ‘ Erict
Emergency Management: DOE-STD-1177-2004,
Melissa Apodaca Transportation & Traffic Management: DOE-STD- Eric Bolton 3/31/2017 Q>
1155-2002
1 ’ M Page size: 20 ~ 0 items in 1 pages
New Qual Direction

10. Click the Assign Qual Card icon to finalize the qual direction and notify the
Participant that one or more qual cards have been assigned.

NOTE: If the Assign Qual Card icon is not visible, no due date has been set for
this qual direction.

Click the Edit icon to return to the Qual Direction form and set the due
date.

NON-PROPRIETARY INFORMATION

This procedure was prepared by the Safety Training Department and is scheduled for review in August 2018.
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—
| Participants H Sites || Quals ‘ Qual Directions | Qualifying Officials || Qual Card Admin ‘ Erich
Emergency Management: DOE-STD-1177-2004,
Melissa Apodaca Transportation & Traffic Management: DOE-STD- Eric Bolton 3/31/2017 e
1155-2002

. » M Page size: 20 ~ 0 items in 1 pages
New Qual Direction

11. Click OK in the message box to notify the Participant and Supervisor that the qual
card has been assigned.

Message from webpage Ed I

3 1 This will notify the participant that new Qual Cards have been
" assigned to them. Please confirm,

I oK I Cancel |

12. The assigned qual direction is removed from the Qual Directions tab.

e The qual cards contained in the qual direction are displayed on the Qual Card
Admin tab.

T e e e
ici i irecti ifyi i C EricB4
Participants Sites Quals Qual Directions Qualifying Officials Qual Card Admin Lg" H

View: g
[ Jrarticpant | usimitie | pirecndty | Due Datn | comp Progress | card status | acions |
apodaca T T T T T
Apod Fire Protection:
> Apodaca, Fire Frotection: WALTER MEEKS 6/16/2015 s In Progress (D
Melissa DOE-STD-1137-2014
» Apodaca, Criticality Safety: Meli " 3/15/2016 s @
3%
Melissa DOE-STD-1173-2009 ¢ 000 (Poaaca Y HRTIEE
Apodaca Emergency
Melissa Management: DOE- Eric Bolton 3/31/2017 0% Not Started (D Q
STD-1177-2004
Apodaca, Transportation &
Melissa Traffic Management: Eric Bolton 3/31/2017 0% Not Started @ e

DOE-5TD-1155-2002

NON-PROPRIETARY INFORMATION

This procedure was prepared by the Safety Training Department and is scheduled for review in August 2018.
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e The qual cards are also displayed on the Qual Cards tab on the Participant’s
profile page.

Melissa Apodaca

1st Line Supervisor:

DOE NTC WALTER MEEKS
@ et Supervisor
mapodaca@ntc.doe.gov
2nd Line Supervisor.
505-845-2245 No Supervisor Set
@ caie Supervisor
T ErT— |
dg
[Tounimie " Joieciedty | DueDate | CompProgress | CaraStatus | Actions |
Fire Protection: DOE-STD-1137-
B 2014 WALTER MEEKS 6/16/2015 sx In Progress (D
B Leo=cy (.luallﬁcatlon Re;ord Eric Bolton 12/31/2016 wi  In Progress @
Supporting Documentation
Criticality Safety: DOE-STD-1173- .
B 2009 Melissa Apodaca 3/15/2016 2n  In Progress (D
Emergency Management: DOE-STD- )
0%
1177-2004 Eric Bolton 3/31/2017 Mot Started @
Transportation & Traffic )
Lransportation & Traffic Eric Bolton 3/31/2017 o Notstarted (L)
Management: DOE-STD-1155-2002

NOTE: To delete a qual card assigned to a Participant in error, see Section 7.5.6,
Delete a Participant’s Qual Card.

To inactivate a qual card that is no longer relevant for a Participant, see
Section 7.5.8, Inactivate and Reactivate a Qual Card.

7.5.2 Change the Qualifying Official Requested for a Competency Review
When a Participant requests a competency review, the eTQP Manager, the Supervisor,
and the Participant all have the option of selecting a different QO to perform the review
than the one specified by the Participant.
This change may be made at the eTQP Manager’s or Supervisor’s discretion because
the requested QO is not available, or because the Manager or Supervisor prefers a
different QO for a specific circumstance.

1. Onthe Qual Card Admin tab, locate the relevant qual and competency.

NON-PROPRIETARY INFORMATION

This procedure was prepared by the Safety Training Department and is scheduled for review in August 2018.
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See Section 6.1 for help on locating items

() eTQPBASICS in a list

Qual Directions | JeIIeZ1G RN T Etq
Log]
Shawn Aviation Manager:
Charles DOE-STD-1165-2003 eTQP supervisor 11/20/2014 1% In Progress @
(CN-1
Coliwt — lcompetencies L keviewer | stz | acions |
Aviation Managers must demonstrate a
4 familiarity level familiarity level knowledge of a typical eTQP official Complete @
commercial (civil) aviation organization.
Aviation Managers must demonstrate a
) . 9 o . eTQP official
5 working level working level knowledge of their site- eTQP official )
. Reviewing
specific AIP.

2. Click the competency’s Edit icon to open the Review Competency form.

Review Competency

* = required field

eTQP official -
Evaluation Method: None Set
Review Result: Not Set

I Notes I

Notes History

No records to display.

Supporting Documentation

Add Files

[ [ e —

No records to display.

W

3. To select a different QO to review the competency, complete the following items in
the Review Competency form:

a. Select the preferred QO from the Change Reviewer list.
b. Enter any notes in the Notes field.

c. Add supporting documentation.

NON-PROPRIETARY INFORMATION

This procedure was prepared by the Safety Training Department and is scheduled for review in August 2018.
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IMPORTANT: Do not upload classified, Pll, or UCNI material to eTQP.
Remember that exams may be classified, so check before
uploading exams as supporting documents.

See Section 6.2 for help on managing
@ BIIGIP BASICS supporting documentation.

4. Click Submit to close the Review Competency form.

¢ The new QO’s hame appears in the Reviewer column, and the competency’s
status changes to <QO Name> Reviewing.

7.5.3 View the Status and Review History of a Competency, Equivalency, or Active or
Completed Qual

The status and history of all quals administered by the logged-in eTQP Manager, and all
associated competencies and equivalencies, can be reviewed from the Qual Card
Admin tab.

e Status information for each active or completed qual card includes the due date;
the current percent complete; a status of Not Started, In Progress, Complete, or
Complete (Legacy); and the name of the eTQP Manager who directed the
assignment of the qual.

lm
Shawn Occupational Safety: Complete
Charles DOE-STD-1160-2011 Michelle Gibson 1/1/1986 (Legacy) @(I)
» Shawn Criticality Safety: . .
Charles DOE-STD-1173-2009 eTQP supervisor 11/1/2014 o | |In Progress @
Shawn Aviation Manager:
Charles DOE-STD-1165-2003 | eTQP supervisor 11/25/2014 ow | INot Started @
CN-1
» eTQP General Technical
participant Base: DOE-STD- eTQP supervisor 10/22/2014 o | |Complete @@

1146-2007

e The review history includes any notes or documents added by the reviewer or
Participant during the review process.

e If the competency, equivalency, or qual has been kicked back one or more times,
the review history includes the notes and documentation for each review request.

e The review history is not available for competency or equivalency review requests
that are currently in progress, but notes and supporting documentation can be
reviewed.

NON-PROPRIETARY INFORMATION

This procedure was prepared by the Safety Training Department and is scheduled for review in August 2018.
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7.53.1

View the Review History of a Competency or Equivalency

1. Select the Qual Card Admin tab to display the qual cards administered by the

logged-in eTQP Manager.

OR

Select the Participants tab to display the participants administered by the

logged-in Manager.

2. Locate the qual card containing the competency to be reviewed.
@ eTQP BASICS See Section 6.1 f_or he_lp on locating items
in a list.
3. Click the Expand icon for the relevant qual card to display the qual card’s

competencies.

‘ Profile H Sites H Quals H Qual Directions H Qualifying Officials |

CN-1

Aviation Managers must demonstrate a
working level knowledge of the
Department's aviation history,
organization, and missions.

1 working level eTQP official

Aviation Managers must demonstrate a
working level knowledge of DOE O
440.2B Chg 1, Aviation Management
and Safety.

2 working level eTQP official

Aviation Managers must demonstrate a
working level knowledge of the roles of
the ABD, the Senior Aviation
Management Official (SAMO), and the
Office of Aviatiocn Management (OAM).

3  working level eTQP official

. Participant | Qual Title Directed By Comp Progress Card Status m

Shawn Occupational Safety: Complete
Michelle Gib: 1/1/1986 00%
Charles DOE-STD-1160-2011 chefle Gibson 1 — (Legacy) @
Shawn Aviation Manager:
Charles DOE-STD-1165-2003 eTQP supervisor 11/20/2014 1z In Progress

ol lcompetsncies ————— nevewsr stz | ctions |

Etqy
Log

@

Kicked Back

Complete

Complete

@

NON-PROPRIETARY INFORMATION
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4. Click the View Details icon next to a competency that has been completed or
kicked back to open the Review Competency or Review Equivalency form.

Review Competency

Evaluation Method: Oral Interview A
Review Result: Accept

Notes History

I ™ YTy
2/10/2016
Meli Apod Ready f iew.
elissa Apodaca eady for review 11115005 AM
WALTER MEEKS Very knowledgeable during interview. 2/10/2016
11:23:25 AM

Supporting Documentation

Add Files

[oocumentmome T hiesie o
Training file.docx 1.17 Mb Q &
Competency Review History
e lcaipme | Resstiome |
2/10/2016 2/10/2016
Accepted /10/ /10/ [V

11:15:05 AM 11:23:25 AM

Close

5. Inthe Competency Review History list, click the Expand icon next to a review
action to review the following details:

e Reviewer Name

e Evaluation Method

e Review Result

e Review Created Date
¢ Review Result Date
¢ Notes History

e Supporting Documentation

See Section 6.2 for help on managing

() eTQPBASICS supporting documentation.

NON-PROPRIETARY INFORMATION

This procedure was prepared by the Safety Training Department and is scheduled for review in August 2018.
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Review Competency

Competency Review History

. Card Status Created Date Result Date

v 10/20/2014 | |10/20/2014

Accepted 4:17:05 PM | |4:32:58 PM
REVIE\-\"E[ZI eTQP official
Evaluation Method IWNT.[EI'I Exam
Review RESUIIZI Accepl

No records to display.

Eupporting Documentation |

Mo records to display.

e = S =

v

6. Click Close to return to the list of quals and competencies.

NON-PROPRIETARY INFORMATION

This procedure was prepared by the Safety Training Department and is scheduled for review in August 2018.
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7.5.3.2 Print the Status of All Competencies in an Active Qual Card

1. Select the Qual Card Admin tab to display the qual cards administered by the
logged-in eTQP Manager.

OR

Select the Participants tab to display the participants administered by the

logged-in Manager.

2. Locate the appropriate qual card, and click the Print icon to the right of the qual

title.

() eTQPBASICS

in a list.

See Section 6.1 for help on locating items

Y . Cors

View: | Current

v

Supporting Documents Il

ot rine T o pate comp Progress | ord st |
>
Fire Protection Engineering: DOE-STD-1137-2014 6/1/2016 % In Progress

>
General Technical Base: DOE-STD-1146-2007

8/31/2016 = In Progress
(SHORT-FORM) VY = il
Complet:
Aviation Manager: DOE-STD-1165-2003 (CN-1} 6/2/2017  ommm— e O PIEE
(Legacy)
>
Nuclear Safety Specialist: DOE-STD-1183-2016 6/30/2017 o= In Progress

Y
| Actions |

@
@0
@
©

c®o
e®
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3. A printable list of the competencies, including the reviewer name, history, and
current status of each competency, opens in a separate tab.

Unofficial Copy - 9/27/2017 3:36:19 PM

Participant: Qual: Due Date: Directed By: Status:
Melissa Apodaca  Fire Protection Engineering: DOE-STD-1137-2014 06/01/2016 WALTER MEEKS In Progress
Competencies:
1  working Fire protection engineers must demonstrate a working level of knowledge of WALTER Complete
lewel the fire protection related aspects of the following directives (or their successor  MEEKS
ocuments), codes, standards, and handbooks: (see qual standard for complete
listing).
Qualifying Official Result Eval Method Created Date Result Date
WALTER MEEKS Accept Oral Interview 2/10/2016 11:15:05 AM 2/10/2016 11:23:25 AM
Hote Author Date
Ready for review. Melissa Apodaca 2/10/2016 11:15:05 AM
Very knowledgeable during interview. WALTER MEEKS 2/10/2016 11:23:25 AM
2 working Fire protection engineers must demonstrate a working level knowledge of the Mot Not
lewel essential elements of a documented fire safety program. Assigned Started
3 working Fire protection engineers must demonstrate a working level of knowledge of Not Mot
level the requirements for fire protection and life safety related design control Assigned  Started
processes identified in DOE directives.
4 working Fire protection engineers must demonstrate a working level knowledge of fire Mot Mot
lewel protection analysis including fire hazards analysis (FHAs), exemptions and Assigned Started

S SIS L S i S S S Y e S S S

equivalencies, confinement ventilation, nuclear criticality, smoke management

e, me By “Cep. e Mec Ttae
12 working Engineers (including fire protection engineers and safety system oversight Mot Mot
lewel personnel) who are assigned safety system oversight for specific fire protection  Assigned  Started
system(s) must demonstrate a working level knowledge of the system(s) they
have assigned oversight
13 familiarity Engineers who are assigned safety system oversight for specific fire protection  Not MNot
lewel system(s) but have no other fire protection responsibilities must demonstrate a  Assigned  Started
familiarity level knowledge of the DOE fire protection program.
Final Review:
| Qualifying Official Eval Method Result  Created Date Result Date 1st Supervisor 1st Sup Result 2nd Supervisor 2nd Sup Result
‘ No records to display.
4. Click Print to print the list of competencies.
Print
Total: 1 sheet of paper (2 pages)
Cancel

\WWNTCFILE\BIdg30133 ...
Destination F Blde20123 Hallway by Re

Change...

NON-PROPRIETARY INFORMATION
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7.5.3.3  View the Review History of a Completed Qual Card

NOTE:

Review history is not currently available for quals that have been

deactivated.

1. Select the Qual Card Admin tab to display the qual cards administered by the
logged-in eTQP Manager.

OR

Select the Participants tab to display the participants administered by the
logged-in Manager.

2. Click the View Details icon next to the completed qual card to be reviewed to
open the Review Qual Card form.

@

eTQP BASICS

See Section 6.1 for help on locating items
in a list.

| Profile H Sites H Quals H Qual Directions H Qualifying Officials | Qual Card Admin g‘zﬁ
|| Participant | Qual Title | Directed By | Due Date | Comp Progress | Cord Status | Actions _|
Shawn Occupational Safety: . B Complete
Charles DOE-STD-1160-2011 Michelle Gibson 1/1/1986 —— e (Legacy) @
» Shawn Aviation Manager:
Charles DOE-STD-1165-2003 eTQP supervisor 11/20/2014 1z In Progress
(CN-1)
Shawn Aviation Manager:
Charles DOE-STD-1165-2003 eTQP supervisor 11/25/2014 e Mot Started
(CN-1})
Shawn Confinement
Charles Ventilation and
Process Gas
Treee T eTQP supervisor 11/7/2014 o= Not Started
5TD-1168-2013
(Master Level
Shawn Industrial Hygiene:
Charles DOE-STD-1138-2007 eTQP supervisor 11/7/2014 o= Not Started
> eTQP General Technical
participant Base: DOE-STD- eTQP supervisor 10/22/2014 pesssssss oo Complete
1146-2007

3. Inthe Qual Card Review History list, click the Expand icon next to a review
action to review the following details:

¢ Reviewer Name

e Evaluation Method

¢ Review Result

NON-PROPRIETARY INFORMATION
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e First and Second Line Supervisor names and Review Results
¢ Review Created Date

e Review Result Date

e Notes History

e Supporting Documentation

See Section 6.2 for help on managing

@ eTQPBASICS supporting documentation.

Review Qual Card
Qual Card Review History n

. Status Created Date Result Date

2/23/2011 2/23/2011
Accepted 123/ 123/

12:00:00 AM | 112:00:00 AM
|Revie*.‘.-‘er: eTQF manager

|E\ra\uat|0n Viethod: None Set
|Rev|e‘;‘.-'Resun | Accept

1st Line Supervisor: eTQP supervisor
2nd Line Supervisor eTQP supervisor

otes History

I S "
11/12/2014

eTQP manager Legacy Load 12:29:46 PM
[supporting Documentation |
T T N

v
SAF-261 Editing_Checklist 2014-11-12.docx a2.02k0 B

Close

4. Click Close to return to the list of quals.

7.5.4 Review Final Qualifying Activities

After the Participant completes all competencies for a qual card, the eTQP Manager
coordinates the final qualifying activities for the qual (examination, facility walk-through,
oral board, and/or oral interview) with the Participant and any other parties involved.

When the final qualifying activities are complete, the eTQP Manager uploads supporting

documentation and submits the results for final review and approval by the appropriate
Supervisor or Supervisors.

NON-PROPRIETARY INFORMATION
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1. Select the Qual Card Admin tab to display a list of quals administered by the
logged-in eTQP Manager.

¢ Quals available for review have a status of <Manager Name> Reviewing and an
Edit Submission icon in the Actions column.

eTqQpP Senior Technical oo, COMplete
participant Safety Manager GAP &TQP manager 8/31/2011 o (Legacy) @
> €TQP eTQP

participant Alpha Test Qual Card eTQP supervisor 11/29/2014 0% | manager
Reviewing

eTqQP Aviation Safety Complete

participant Manager: DOE-STD-  eTQP manager 11/13/2014 T (Le gc ) @

1164-2003 (CN-1 gacy

2. Click the Edit Submission icon for the relevant qual card to open the Review Qual
Card form.

3. Complete the following items on the Review Qual Card form:
e To approve the final qualifying activities:
a. Select the appropriate evaluation methods in the Evaluation Method list.
b. Select Accept in the Review Result list.

c. Check the box certifying that the candidate has successfully completed the
qual.

d. Document the decision in the Notes field.

e. Add supporting documentation.

IMPORTANT: Do not upload classified, PII, or UCNI material to eTQP.
Remember that exams may be classified, so check before
uploading exams as supporting documents.

See Section 6.2 for help on managing
@ BIIGIP BASICS supporting documentation

e To kick back the qual:
a. Select Kick Back in the Review Result list.
b. Document the decision in the Notes field.

c. Add supporting documentation.

NON-PROPRIETARY INFORMATION
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IMPORTANT: Do not upload classified, Pll, or UCNI material to eTQP.
Remember that exams may be classified, so check before
uploading exams as supporting documents.

See Section 6.2 for help on managing

() eTQPBASICS supporting documentation.

NOTE: The Kick Back result constitutes a denial of the request for approval. It can
also allow the reviewer to request the submission of additional information
by the Participant.

Review Qual Card

SE— Alenandra Echavarma ~

51 Line Supesnisor Baryd Near
Supervisor Revew Result Mot Set
] Lne Supenvis Mol Sel
Vsl Rowmrs Fars it Mot Sal

e =

Notes History

Authar HNale | Tiee Stamp

SUfrﬂng Documentation

Drocumeent Name Flle Skre Acthons

4, Click Submit to close the Review Qual Card form.
e The Edit Submission icon no longer appears with the qual.
¢ If the final qualifying activities were accepted, the First Line Supervisor is notified
to review the qual and the qual’s status is shown as <Supervisor Name>

Reviewing.

o If the qual was kicked back, the qual’s status is shown as Kicked Back, and the
Participant has the option of submitting it for review and approval again.

NON-PROPRIETARY INFORMATION
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7.5.5

7.55.1

| Profile || Sites H Quals || Qual Directions H Qualifying Officials | Qual Card Admin H
[T partcpant | Quei Tie | ivected By | Due Date | comp Progress | carStatus | Actions |
eTQP (Clone) Criticality
participant Safety: DOE-STD- eTQP supervisor 12/31/2014 o% | Not Started
1173-2009
2 ‘;Zgipcipant Alpha Test Qual Card eTQP supervisor 11/29/2014 s 0% | Kicked Back @
» Shawn Aviation Manager:
Charles DOE-STD-1165-2003 eTQP supervisor 11/20/2014 1zu | In Progress
CN-1
eTQP
o Q, Beta Test Qual Card  eTQP supervisor 12/1/2015 s o0 | Complete @
participant
¥ Ezgi:ipant Beta Test Qual Card eTQP supervisor 11/1/2014 s 1o0% | Complete @

Load Legacy Qual Completions for Participants

Quals completed by eTQP Participants before the eTQP tool became available
(November, 2014) are loaded in eTQP as “legacy quals” by the eTQP Manager. Other
TQP records may also be loaded for legacy quals, including exams, board results, and
walk-through results.

IMPORTANT: Do not upload classified, PII, or UCNI material to eTQP.
Remember that exams may be classified, so check before uploading
exams as supporting documents.

The eTQP tool contains only active qual standards. If a Participant completed a qual on
a previous (superseded) qual standard, the eTQP Manager must set up the legacy qual
in eTQP. This makes it available in the list of quals to be loaded in each Participant’s
profile.

Set Up a Legacy Qual

A legacy qual has a title, but it has no associated competencies.

NOTE: Do not add competencies for legacy quals.

1. Onthe Quals tab, click New Qual to open the New Qual form.

NON-PROPRIETARY INFORMATION
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| Profile || Sites | Qual Directions || Qualifying Officials || Qual Card Admin |

> (Clone) Aviation Manager: DOE-STD-1165-2003 (CN-1) (Expired) Office 105
* (Clone) Criticality Safety: DOE-STD-1173-2009 Office 105
> (Clone) Aviation Safety Manager: DOE-STD-1164-2003 {CN-1) Office 105
» Aviation Manager: DOE-STD-1165-2003 (CN-1) DOE NTC
> Aviation Safety Manager: DOE-STD-1164-2003 (CN-1) DOE NTC
* Chemical Processing: DOE-STD-1176-2010 DOE NTC

Page size: 10 =

" <234567> "

Etqy
Log]

®0r@
®0r@
Gor@
®
(&)
®

70 items in 7 pages

| New Qual |

2. Onthe New Qual form, complete the following items:

a. Enter a name for the legacy qual in the Qual Title field.

b. Select the qual’s parent site from the Parent Site list.

c. Enter alink to the relevant standard in the Qual Standard URL field

(optional).
d. Enter a comment in the Notes field (optional).

e. Do not add any competencies.

New Qual

= required field
Qual Title* [
Qual Standard URL [

Parent Site:*

|Salect Parent Site

Notes:

Competencies

# Level

No records to display.

3. Click Submit to return to the Quals tab.

NON-PROPRIETARY INFORMATION

This procedure was prepared by the Safety Training Department and is scheduled for review in August 2018.
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7.5.5.2 Load a Legacy Qual Card for a Participant

1. On the Sites tab, click the Edit icon for the relevant site to open the Edit Site
form.

@TOP: Electronic Technical Qualification Program
| Profile |JCTCN| Quals || Qual Directions || Qualifying Officials || Qual Card Admin |

Partnt Sia Field Oifics

DOE NTC DOE HO [ﬂ

MNTC Safety Fleld Office DOE NTC a

2. Select the site’s Participants tab to view a list of Participants assigned to the
selected site, and then click the Load Legacy Qual Cards icon for the relevant
Participant to open the Legacy Qual Cards form.

I etqp managers I SUpPETVISOrs [ qualifying official I participants I ftcp agents -

First Name | Last Name Email Actions
APRIL STRABA astraba@ntc.doe.gov »

CAROLINE PARKS cparks@ntc.doe.gov @ @

ALBERT MACDOUGALL amacdougall@ntc.doe.gov @ @

3. Click Add to open the Legacy Qual Card Load form.

Legacy Qual Cards
[Quattis ——— [buobate ——lactunespo —— |omatmespe | | |
No records to display.

oo roow Page size: 20 ~ 0 items in 1 pages

4. Complete the following items on the Legacy Qual Card Load form:
a. Select the completed qual in the Select a Qualification Standard list.

b. Click the Calendar icon next to the Completed Date field to select the date
that the legacy qual was completed.

c. The names of the Participant's current First Line Supervisor and Second Line
Supervisor (if applicable) are automatically populated on the form.

NON-PROPRIETARY INFORMATION

This procedure was prepared by the Safety Training Department and is scheduled for review in August 2018.
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e To change either supervisor, click Edit Supervisor and select the
appropriate name.

NOTE: If the Participant does not have a Second Line Supervisor, leave
the field blank. Do not enter the name of the First Line

Supervisor twice by adding it to the Second Line Supervisor
field.

d. Add supporting documentation.

NOTE: Supporting documentation is required to load a legacy qual card.

@ eTQP BASICS See Section 6_5.2 for help on managing
supporting documentation.

IMPORTANT: Do not upload classified, PII, or UCNI material to eTQP.
Remember that exams may be classified, so check before
uploading exams as supporting documents.

Legacy Qual Card Load

|Select a Qualification Standard: |[Aviation Manager. DOE-3TD-1165-2003 (CN-1)
|completed Date™ |

First Line Supervisor* eTQP supervisor @ Eait Supervisor

Second Line Supervisor: No Supervisor Se @ eait Supervisor

Supporting Documentation®

e e |

No records to display.

5. Click Submit to close the Legacy Qual Card Load form and display the newly
loaded qual on the Legacy Qual Cards page.

Legacy Qual Cards
e — i T P S I—
Technical Training: DOE 2/23/2011 eTQP supervisor eTQP supervisor SAF-261 Editing Checklist @
STD-1179-2004 2014-11-12.docx
W (4 Y Page size: 20 ~ 0 items in 1 pages
Add
| Submit | Cancel

6. Click Submit to return to the Qual Card Admin page.

NON-PROPRIETARY INFORMATION

This procedure was prepared by the Safety Training Department and is scheduled for review in August 2018.
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7. All newly loaded legacy qual cards are displayed in the list.

e The status of legacy qual cards is shown as Complete (Legacy).

‘ Profile H Sites || Quals || Qual Directions || Qualifying Officials ‘ E{J

[ particpont | Quoi Tte | pinecteady | bue Date | comp Progress | Card Stotus | Actions |
» Shawn Criticality Safety: "

Charles BT T T eTQP supervisor 11/1/2014 o In Progress

Shawn Industrial Hygiene:

TQP 11/7/2014 = Not Started

Charles  DOE-STD-1138-2007 © & SUPervisor 111 T | Mot starte

shawn Technical Training: R Complete

Charles DOE-STD-1179-2004 RP AREC 2/ — (Legacy) @
» eTQP General Technical

participant Base: DOE-S5TD- eTQP supervisor 10/22/2014 mmmmmmm 00 Complete @

1146-2007

7.5.6 Delete a Participant’s Qual Card

If a qual card was assigned to a Participant in error, the Participant’s Manager can
delete the qual card only if it has a card status of Not Started.

o If the card status is In Progress, Complete, or Complete (Legacy), the qual card
cannot be deleted.

NOTE: Deletion of a Participant’s qual card is a permanent operation. A deleted qual
card cannot be restored.

1. Onthe Qual Card Admin tab, locate the qual card to be deleted.

@ eTQP BASICS See Section 6.1 for help on locating items

in a list.
2. Click the Delete icon.
;ch)i::;af Elr:—ri:q_zg.ear;wcent: DOE-  Eric Bolton 3/31/2017 0% Not Started @@
STD-1177-2004
3. Click OK to confirm the deletion.
Message from webpage (=2

:] Are you sure you want to permanently delete this qual card?

I OK ] ’ Cancel

NON-PROPRIETARY INFORMATION

This procedure was prepared by the Safety Training Department and is scheduled for review in August 2018.
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7.5.7 View Current (Active) and Historical (Inactivated) Qual Cards

7.5.8

7.5.8.1

By default, the Qual Card Admin tab displays only active qual cards, which are visible in
the Current view.

NOTE: To inactivate and reactivate qual cards, see Section 7.5.8.

To view inactivated qual cards, select Historical in the View menu.

To view active qual cards, select Current in the View menu.

To view all active and inactivated qual cards, select All in the View menu.

Participants Sites || Quals || Qual Directions (| Qualifying Officials | JelVEIReE=1g WAt 1))

View: |[&ENA

Directed By Due Date Comp Progress

Inactivate and Reactivate a Qual Card

If a qual is longer relevant for a Participant, it can be inactivated by the Participant’s
eTQP Manager.

Inactivated quals are not deleted from eTQP, but they do not appear in the Current
view of the Qual Card Admin tab.

Inactivated quals appear in the Historical and All views of the tab and can be
reactivated at any time.

NOTE: A manager can only inactivate or reactivate qual cards for Participants assigned

to the site where he or she is logged in as eTQP Manager.

Inactivate a Qual Card

1. Onthe Qual Card Admin tab, select Current or All in the View menu.

‘ Participants H Sites H Quals H Qual Directions H Qualifying Officials ‘

[View |

NON-PROPRIETARY INFORMATION

This procedure was prepared by the Safety Training Department and is scheduled for review in August 2018.
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7.5.8.2

2. Locate the qual card to be inactivated.

@ eTQP BASICS See Section 6.1 for help on locating items

in a list.
3. Click the Inactivate icon.
Deactivation and
Decommissioning: Eric Bolton 3/1/2016 0% Mot Started @
DOE-STD-1166-2003

4. Inthe Inactivate Qual Card form, enter notes about the reason for inactivation.
5. Click Submit to close the Inactivate Qual Card form.

e The inactivated qual card no longer appears in the Current view of the Qual
Card Admin tab.

e To view the inactivated qual card, select Historical or All in the View menu.
Reactivate a Qual Card

1. Onthe Qual Card Admin tab, select Historical or All in the View menu.

| Participants || Sites || Quals || Qual Directions || Qualifying Officials | Qual Card Admin

View: XeliG

| Historical
All

P A =le Directed By Due Date Comp Progress

2. Locate the qual card to be reactivated.

3. Click the Reactivate icon.

Deactivation and

Decommissioning: Eric Bolton 3/1/2016 0% Inactivated o
DOE-5TD-1166-2003

4. Inthe Reactivate Qual Card form, enter notes about the reason for inactivation.
5. Click Submit to close the Reactivate Qual Card form.

¢ The inactivated qual card no longer appears in the Historical view of the
Qual Card Admin tab.

e To view the reactivated qual card, select Current or All in the View menu.

NON-PROPRIETARY INFORMATION

This procedure was prepared by the Safety Training Department and is scheduled for review in August 2018.
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8.0

8.1

PARTICIPANT

The eTQP Participant performs the following tasks in eTQP:

o Reviews and accepts assigned qual directions

o Completes qualification and requalification activities as assigned

e Submits due date extension requests for assigned quals as appropriate

o Documents and provides evidence of competency satisfaction as required by site
procedures and requests evaluation by the QO

¢ Documents and provides justification and objective evidence of competency
equivalencies and requests equivalencies from the eTQP Reviewer

¢ Uploads evidence and documentation to eTQP to support qualification

¢ Coordinates final qualifying activities with the eTQP Manager

All Participant activities take place on the Profile screen.

Manage First and Second Line Supervisors

1. Click Edit Supervisor for the appropriate Supervisor (First Line Supervisor or
Second Line Supervisor).

EeTQOP: Electronic Technical Qualification Program
Profile

eTQP participant

Office 105

WebMaster@ntc.doe.gov

505-555-5558

-
@ cait enccess Profile

EtqpP
Log Out

1st Line Supervisor:

eTQP supervisor

—
@ Eait supervisor

2nd Line Supervisor:

No Supervisor Set

—
@ Eit supervisor

2. Locate the Supervisor's active eAccess account.

@

eTQP BASICS

See Section 6.1 for help on locating a user

in a list.

NON-PROPRIETARY INFORMATION

This procedure was prepared by the Safety Training Department and is scheduled for review in August 2018.
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NOTE: The Select User list contains entries for everyone with an active eAccess
account, not just those active in TQP at a specific site. Be sure to select the
correct name or names, as there may be several individuals in the system
with the same name.

The easiest way to find a name in the list of active accounts is to filter the
list by a few consecutive letters from the person's email address.

3. Select the check box next to the Supervisor's name, and then click Submit to add
the selected user as the First Line or Second Line Supervisor.

I I =
T T

walter T

WALTER
WALTER
WALTER

KO OO

WALTER
WALTER
WALTER
Walter
Walter

oooooad

Walter

[ 113» M

WILKINSON
STARR
ARMSTRONG

SOPKOWICZ
DYKAS
FOSTER
Czekaj
Tamukong
Isom

Page size: 10 ~

walter.wilkinson@kirtland.af.mil
wstarr@pantex.com

armstrongwa@orc.doe.gov

WALTER MEEKS wmeeks@ntc.doe.gov

walter.sopkowicz@navy.mil
walter.dykas@science.doe.gov
foster@nv.doe.gov
wczekaj@bnl.gov
walter.tamukong@gsa.gov
walter_|_isom@rl.gov

26 items in 3 pages

4. Repeat Steps 1 through 3 to add a Second Line Supervisor, if applicable.

NOTE:

If you do not have a Second Line Supervisor, leave the field blank.
Do not enter the name of your First Line Supervisor twice by adding it to the
Second Line Supervisor field.

NON-PROPRIETARY INFORMATION

This procedure was prepared by the Safety Training Department and is scheduled for review in August 2018.
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8.2

View Current (Active) and Historical (Inactivated) Qual Cards

The list of a Participant’s completed, in-progress, and not-yet-started qual cards appears
on the Qual Cards tab of the Profile screen. Qual cards that are no longer relevant and
have been inactivated by the Participant’s Manager also appear in the Historical view of
the Qual Cards tab.

By default, the Qual Cards tab displays only active qual cards, which are visible in the
Current view.

o To view active qual cards, select Current in the View menu.
e To view inactivated qual cards, select Historical in the View menu.

e Toview all active and inactivated qual cards, select All in the View menu.

Melissa Apodaca
DOE NTC
mapodaca@ntc.doe.gov

505-845-2245

Quaicorgs_| Supportng bocuments R

Current ‘

Historical
Al

View:

» Fire Protection: DOE-STD-1137-
2014

WALTER MEEKS 6/16/2015

NON-PROPRIETARY INFORMATION

This procedure was prepared by the Safety Training Department and is scheduled for review in August 2018.
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8.3 Review and Start a Qual Card

The list of a Participant’s completed, in-progress, and not-yet-started quals appears on
the Profile screen underneath the Participant’s contact information and supervisors.

8.3.1 Review the Associated FAQS

e Toreview the qual’s associated FAQS, click the qual title link to open the Energy.gov
web page containing the FAQS in a new browser tab.

“Jawite — Joweaean [ oueoote | comporooross | corastotus | Actions |
Complete
Waste Management GAP eTQP manager 1/1/2000 I 100% [Leggcy) @
> %@
Alpha Test Qual Card eTQP supervisor 11/29/2014 pessssmm 00 Kicked Back @
Facility Maintenance
Management: DOE-STD-1181- eTQP supervisor 3/31/2015 o Not Started P
2004

8.3.2 Start the Qual Card

1. Click the Start Qual Card icon for the assigned qual.

owite  [oreceany | Dueoate | comp Progress | corastotus | Actions
Eacility Maintenance
Management: DOE-STD-1181- eTQP supervisor 3/31/2015 o% Mot Started
2004

2. If a First Line Supervisor has not already been set, a message appears instructing
the Participant to set one. See Section 8.1 for instructions.

3. Click OK in the dialog box to start the qual card and notify the Supervisor and eTQP
Manager.

Message from webpage &3

e Mark this qual card as in progress and notify your Supendisors
' and eTOP Managers?

0K Cancel

NON-PROPRIETARY INFORMATION

This procedure was prepared by the Safety Training Department and is scheduled for review in August 2018.
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e The Start Qual Card icon is replaced by the Request Due Date Extension icon,
and the status of the accepted qual card changes to In Progress.

Jowite —|oeacdsy | bucoote | comp prouress | corastotus | actions |
» Facility Maintenance
Management: DOE-STD-1181-  eTQP supervisor 3/31/2015 o= |In Progress .!

2004

4. To review the competencies associated with the qual, click the Expand icon to the
left of the qual title to display the competencies below the title.

[ quet e Dieeciea ay Comp Progres: | Cara Statws | actions |
Famlit Maintenance

Manzgement: DOE-STD-1181-  eTQP supervisor 3/31/2015 o= In Progress
2004

e To sort the list of competencies by the values in a column, click the column

heading.
See Section 6.1.2 for help on sorting items
() eTQPBASICS - Tor nelp g
in a list.
+ Facility Maintenance
Management: DOE-STD- eTQP supervisor 3/31/2015 0% In Progress @:

1181-2004

5] ) e I == I === N ==

Facility maintenance management

personnel must demonstrate a

familiarity level knowledge of the . o
following regulations, DOE Orders (and Not Assigned Not Started o
their contractor requirements

documents), standards, and guides.

1 familiarity level

Facility maintenance management
personnel must demonstrate a working
2 working level level knowledge of nuclear facility Mot Assigned Not Started o o
maintenance organization and
administration.

Facility maintenance management

| td trat ki
3 working level personnel must demanstrate a working Not Assigned Not Started o o
level knowledge of the master

equipment list.

Facility maintenance management
ersonnel must demonstrate a workin
p ) g Not Assigned Not Started o 0
level knowledge of planning, scheduling,
and coordination of maintenance.

4  working level

Facility maintenance management
personnel must demonstrate a working
level knowledge of types of
maintenance.

Not Assigned Not Started 0 o

5 working level

WL 2 3 4 » Page size: 5 ~ 20 items in 4 pages

NON-PROPRIETARY INFORMATION

This procedure was prepared by the Safety Training Department and is scheduled for review in August 2018.
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8.4

Request a Due Date Extension for a Qual Card

Due date extension requests are reviewed and approved by the First Line Supervisor.

NOTE: Due-date reminder notifications are sent to eTQP Managers, Supervisors, and

Participants at 180 days, 90 days, and 45 days prior to the assigned due date.

1. Select the Request Due Date Extension icon for the assigned qual card to open the
Submit Request for Due Date Extension form.

[ quorive Directed comp progress | card status | actions |

» Facility Maintenance

Management: DOE-STD-1181- eTQP supervisor 3/31/2015 o In Progress

2004

2. Complete the following items on the Submit Request for Due Date Extension form:

a.

b.

Click the Calendar icon to select a new due date.
Select the Manager who assigned the initial due date from the Reviewer list.
Enter any notes in the Notes field.

Add supporting documentation.

IMPORTANT: Do not upload classified, PII, or UCNI material to eTQP.
Remember that exams may be classified, so check before
uploading exams as supporting documents.

See Section 6.2 for help on managing

() eTQPBASICS supporting documentation.

NON-PROPRIETARY INFORMATION

This procedure was prepared by the Safety Training Department and is scheduled for review in August 2018.
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Submit Request for Due Date Extension

Original Due Date: 03/31/2015 ~
New due date: *
1st Line Supervisor: eTQP supervisor

Supervisor Review Result: Not Set

Review Result: Mot Set

Notes History

No records to display.

Supporting Documentation

[DocumentMome ——— lrwes;e  lagiom |
W
hla racnrede $n dicelaoe

| Submit | Cancel

3. Click Submit to close the Submit Request for Due Date Extension form and return
to the Profile screen.

¢ The qual's Request Due Date Extension icon no longer appears in the Actions
column.

NON-PROPRIETARY INFORMATION

This procedure was prepared by the Safety Training Department and is scheduled for review in August 2018.
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8.5 Submit a Competency for Review or Equivalency

8.5.1 Submit a Competency for QO Review

1. Click the qual’'s Expand icon to display the associated competencies below the qual

title.
Jowitte — Jowecedoy | bueoste | comp progress | cora tatus | Actions |
Eacility Maintenance

Management: DOE-STD-1181- eTQP supervisor 3/31/2015 o In Progress @.

2004

2. Click the Submit for Review icon (the green checkmark) for the selected
competency to open the Submit Competency for Review form.

~ Facility Maintenance

Management: DOE-STD- eTQP supervisor 3/31/2015 o= In Progress @,‘:
1181-2004
I = S T |

Facility maintenance management
personnel must demonstrate a

- familiarity level knowledge of the )
1 familiarity level Not A d Not Started s
amiliarity leve following regulations, DOE Orders (and ot Assigne ot Starte 9

their contractor requirements
documents), standards, and guides.

Facility maintenance management
personnel must demonstrate a working
2 working level level knowledge of nuclear facility Not Assigned Not Started 0 9
maintenance organization and
administration.

3. Complete the following items on the Submit Competency for Review form:

a. Select the appropriate QO from the Reviewer list.

NOTE: The QOs who are authorized to work at your site appear alphabetically
at the beginning of the list, followed by QOs at all other sites. Be sure to
select a QO who is authorized to work at your site.

You may change the requested QO at any time.

b. Enter notes in the Notes field.
c. Add supporting documentation.

e Select the All for This Qual Card tab to review already uploaded files. It is
not necessary to resubmit files that have already been submitted.

e Add new files on the For This Competency tab.

NON-PROPRIETARY INFORMATION
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IMPORTANT: Do not upload classified, Pll, or UCNI material to eTQP.
Remember that exams may be classified, so check before
uploading exams as supporting documents.

See Section 6.2 for help on managing

() eTQPBASICS supporting documentation.

Submit Competency for Review

1 - working level - Technical Pregram Manager personnel shall have a working level knowledge of the roles and respensibilities for the
Integrated Safety Management System and the Department's philosophy and approach to implementing integrated safety management
(ISNT).

* = required field

|GQualiying Ofical * | [Change Qualifring Offcil [-]

Evaluation Method: None Set
Review Result Mot Set

Notes History

No records to display.

Supporting Documentation

| For This Competency I | I All for This Qual Card II

Mo records to display. -

4. Click Submit to return to the Profile screen.

e The qual's Submit for Review icon is replaced by the View/Edit Submission
and View Details icons.

e The status of the competency changes to <Reviewer’'s Name> Reviewing.

e The selected QO is notified of the pending competency review request.

+ Facility Maintenance

Management: DOE-STD- eTQP supervisor 3/31/2015 s In Progress @',:-
1181-2004

e (1= == =

Facility maintenance management
persennel must demonstrate a

S familiarity level knowledge of the . eTQP official | |
1 familiarity level following regulations, DOE Orders (and €TQP official Reviewing a @

their contractor requirements
documents), standards, and guides.

NON-PROPRIETARY INFORMATION
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NOTE: If you realize that you selected an incorrect QO as the reviewer for this
competency, you may change the requested QO at any time.

8.5.2 Submit a Competency for Equivalency Review

1. Click the qual's Expand icon to display the associated competencies below the qual

title.
Jowitte — Jowecedoy [ bueoste | comp progress | cora tatus | Actions |
Eacility Maintenance

Management: DOE-STD-1181-  eTQP supervisor 3/31/2015 o%  In Progress @}..

2004

2. Click the Submit for Equivalency icon (the blue checkmark) for the selected
competency to open the Submit Equivalency for Review form.

~ Facility Maintenance

Management: DOE-STD- eTQP supervisor 3/31/2015 o= In Progress @,‘:
1181-2004
I = S T |

Facility maintenance management

personnel must demonstrate a

familiarity level knowledge of the ) 9 o
Not Assigned Not Started

following regulations, DOE Orders (and 9

their contractor reguirements

documents), standards, and guides.

1 familiarity level

Facility maintenance management
personnel must demonstrate a working
2 working level level knowledge of nuclear facility Not Assigned Not Started J
maintenance organization and
administration.

3. Complete the following items on the Submit Equivalency for Review form:
a. Select the appropriate equivalency reviewer from the Reviewer list.
b. Enter comments in the Notes field.

c. Add supporting documentation.

IMPORTANT: Do not upload classified, Pll, or UCNI material to eTQP.
Remember that exams may be classified, so check before
uploading exams as supporting documents.

See Section 6.2 for help on managing

) eTQPBASICS supporting documentation.

NON-PROPRIETARY INFORMATION
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Submit Equivalency for Review

* = required field

Review Result: Not Set

Notes History

No records to display.

Supporting Documentation

[oocumenthome " Ttesze — lactons

No records to display.

4. Click Submit to return to the Profile screen.

e The qual’'s Submit for Equivalency icon is replaced by the View/Edit
Submission and View Details icons.

e The status of the competency changes to <Reviewer’s Name> Reviewing.

e The eTQP Equivalency Reviewer is notified of the pending equivalency request.

v Facility Maintenance

Management: DOE-STD- eTQP supervisor 3/31/2015 e In Progress @a
1181-2004
| # [tevel [competencies | Reviewer ____[Stts | Actions |

Facility maintenance management
personnel must demonstrate a working
eTQP agent | |
2 working level level knowledge of nuclear facility eTQP agent Q g a@
E . Reviewing
maintenance organization and
administration.

NON-PROPRIETARY INFORMATION
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8.6  Submit a Qual for Final Qualifying Activities

A qual is not complete, and may not be submitted for final qualifying activities, until all
competencies on the qual have been reviewed and approved.

NOTE: When a qual is complete, the progress bar is green and displays 100%, and
the card status is shown as Ready for Final Qualifying Activities.

1. Click the Submit for Final Qualifying Activities icon for a completed qual.

eTQP: Electronic Technical Qualification Program (2]
' Sites || Quals || Qual Directions | | Qualifying Officials || Qual Card Admin |

Log Out

Participant Name

1a1 Line Suparvisor:

DOE NTG Susie Supervisor
) @ tait Supenvisor

particpant@nte.doe.gov St ke Buperviece:

5055555555 No Supervisor Set

@ cait supenisse
0 Edit edoceds Pradile

Qual Tithe | pue pate | Comp Progress Card Status
> Ayviation Manager: DOE- X . .
Zjei- : 1l WALTER MEEKS 11/26/2014 s In Progress [I}
» . ) Ready for Final
Criticality Safety: DOE-STD-
WALTER MEEKS 11/26/2014 | s == Qualifying
Activities

2. In the confirmation dialog box, click OK to open the Submit for Final Qualifying
Activities form.

Maigage Tiom webpige E

San the Tinal gualitying adtevilies and aality yOUT SEDenison

and eTOF Managers?
{m

3. Complete the following items on the Submit for Final Qualifying Activities form:
a. Select a reviewer from the Reviewer list.

b. Enter any notes in the Notes field.

NON-PROPRIETARY INFORMATION
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c. Add supporting documentation.

IMPORTANT: Do not upload classified, PII, or UCNI material to eTQP.
Remember that exams may be classified, so check before
uploading exams as supporting documents.

@ eTQP BASICS See Section 6_5.2 for help on managing
supporting documentation.

Submit for Final Qualifying Activities

. ui..imd Ferled -

o e

Hat Set

15t Line Supenisor Boyd Maar

Supenisor Resew Result Mot Set

2rd Line Sug Hot Set

Supenasor Rivaisy Resall Mot Set

HNotes History

Aurtheor Hote Therer: Stamip

Supporting Documentation

LV}

Submit | Cancel

NOTE: If this is a Senior Technical Safety Manager (STSM) qual, lines for FTCP Agent

and FTCP Agent Review Result will appear below the 2nd Line Supervisor
Review Result line.

4. Click Submit to close the Submit for Final Qualifying Activities form and return to
the list of quals.

¢ The Submit for Final Qualifying Activities icon is replaced by the View/Edit
Submission and View Details icons, and the status of the competency changes
to <Reviewer’'s Name> Reviewing.

. Cueal Title Directed By Due Dale Comp Progress | Card Stalus m
g Culatien Manager: PIE- WALTER MEEKS 11/26/2014 = In Progress (I}
STD-1165-2003 (CN-1)
Al
* Criticality Safety: DOE-STD- , CEIE E‘E
1173-2009 WALTER MEEKS 11/26/2014 oo =2 | Echavarria
Reviewing ‘.

NON-PROPRIETARY INFORMATION

This procedure was prepared by the Safety Training Department and is scheduled for review in August 2018.

84



eTQP User Guide September 2017

PARTICIPANT

8.7 View the Status and Review History of a Competency, Equivalency, or
Completed Qual Card

The history and status of all quals assigned to the logged-in Participant, and all
associated competencies and equivalencies, can be reviewed from the Profile tab.

e Status information for each active or completed qual card includes the due date;
the current percent complete; a status of Not Started, In Progress, Complete, or
Complete (Legacy); and the name of the supervisor who directed the assignment

of the qual.
T rartcpant | qua i T mm
Shawn Occupational Safety: Complete
Charles DOE-STD-1160-2011 Michelle Gibson 1/1/1986 (Legacy) @(D
» Shawn Criticality Safety:
TQP 11/1/2014 % | |In P
Charles  DOE-STD-1173-2009 | &T¥F superviser & o [im procress | €D
Shawn Aviation Manager:
Charles DOE-STD-1165-2003 | eTQP supervisor 11/29/2014 o | Not Started @
CN-1
» eTQP General Technical
participant Base: DOE-STD- eTQP supervisor 10/22/2014 o | |[Complete @@

1146-2007

e The review history includes any notes or documents added by the reviewer or
Participant during the review process.

¢ If the competency, equivalency, or qual has been kicked back one or more times,
the review history includes the notes and documentation for each review request.

e Review history is not available for competency or equivalency review requests that
are currently in progress, but notes and supporting documentation can be
reviewed.

8.7.1 View the Review History of a Competency or Equivalency

1. On the Profile tab, click the Expand icon for the relevant qual card to display the
gual card’'s competencies.

See Section 6.1 for help on locating items

() eTQPBASICS in a list.

2. Click the View Details icon next to a competency that has been completed, is under
review, or has been kicked back, to open the Review Competency or Review
Equivalency form.

NON-PROPRIETARY INFORMATION

This procedure was prepared by the Safety Training Department and is scheduled for review in August 2018.
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i Qual Title Directed By Comp Progress Card Status EE

General Technical Base: DOE-
STD-1146-2007

foliova —— comootemdes ——veviewer [soms | actons

Perscnnel shall demonstrate a
1 familiarity level familiarity level knowledge of basic eTQP agent Complete @
nuclear theory and principles

eTQP supervisor 10/22/2014 s 00 Complete @

Personnel shall demonstrate a
familiarity level knowledge of the basic

fission process and the results obtained NG GTEE Copples

from fission.

2 familiarity level

3. Inthe Competency Review History list, click the Expand icon next to a review
action to review the following details:

e Reviewer Name

e Evaluation Method

e Review Result

e Review Created Date
e Review Result Date
¢ Notes History

e Supporting Documentation

See Section 6.2 for help on managing

() eTQPBASICS supporting documentation.

Review Competency

Competency Review History

. Card Status Created Date Result Date
10/20/2014 10/20/2014
Accepted 120/ /20/

4:17:05 PM 4:32:58 PM
Reviewer'l eTQP official

Evaluation Method IWmten Exam
Review Result:l Accept

I T

Mo records to display.

Eupporting Documentation |

T = S S

No records to display. v

Close

NON-PROPRIETARY INFORMATION
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4. Click Close to close the Review Competency or Review Equivalency form and
return to the list of quals and competencies.

8.7.2 View the Review History of a Completed Qual Card

1. Click the View Details icon next to the relevant completed qual card to open the
Review Qual Card form.

See Section 6.1 for help on locating items

() eTQPBASICS in a list.

. Qual Title Directed By Due Date Comp Progress Card Status m
» General Technical Base: DOE-
eTQP supervisor 10/22/2014 10w Complete @
5TD-1146-2007 QP sup /22/ P

s (Clone) Criticality Safety: DOE-

STD-1173-2000 ETQP suparvisar 11/30/2014 @ In Progress

2. Inthe Qual Card Review History list, click the Expand icon next to a review action
to review the following details:

e Reviewer Name

e Evaluation Method

¢ Review Result

e First and Second Line Supervisor Names and Review Results
e Review Created Date

e Review Result Date

¢ Notes History

e Supporting Documentation

See Section 6.2 for help on managing

() eTQPBASICS supporting documentation.

NON-PROPRIETARY INFORMATION

This procedure was prepared by the Safety Training Department and is scheduled for review in August 2018.
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Review Qual Card
Qual Card Review History ~
. Status Created Date Result Date
2/23/2011 2/23/2011
. Accepted 12:00:00 AM 12:00:00 AM

|Rewewer' eTQF manager

IE\ra\ualion Viethod: | None Set

|Review Result | Accept

1st Line Supervisor: eTQP supervisor
Supervisor Review Result:JAccept
2nd Line Supervisor. eTQP supervisor
Supervisor Review Result: [Accept
otes History
e T rimestamp__

11/12/2014
12:25:46 PM

eTQP manager Legacy Load

[Supporting Documentation |

[oocumentrame T g acions |

W
SAF-261 Editing_Checklist 2014-11-12.docx 42.02 Kb %

Close

3. Click Close to close the Review Qual Card form and return to the list of quals.

8.7.3 Print the Status of All Competencies in an Active Qual Card

1. Onthe Profile tab, locate the appropriate qual card and click the Print icon to the
right of the qual title.

See Section 6.1 for help on locating items

() eTQPBASICS i alist.

Y - Corss | supporting boeuments_]|

View: | Current hd ﬁi
" guot e Com progress | Card statws | actions |
>

=
@@
Fire Protection Engineering: DOE-STD-1137-2014 6/1/2016 s In Progress

>
General Technical Base: DOE-STD-1146-2007 8/31/2016 I @ @
(SHORT-FORM) Y (i=1]
Aviation Manager: DOE-STD-1165-2003 (CN-1} 6/2/2017  eom— e _OTPISE @@ e
(Legacy)
> @@
Nuclear Safety Specialist: DOE-STD-1183-2016 6/30/2017 o= In Progress —_—

NON-PROPRIETARY INFORMATION
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2. A printable list of the competencies, including the reviewer name, history, and
current status of each competency, opens in a separate tab.

Unofficial Copy - 9/27/2017 3:36:19 PM

.

12 working
level

13 familiarity
level

Final Review:

| Qualifying Official

Participant: Qual: Due Date: Directed By: Status:
Melissa Apodaca  Fire Protection Engineering: DOE-STD-1137-2014 06/01/2016 WALTER MEEKS In Progress
Competencies:
1  working Fire protection engineers must demonstrate a working level of knowledge of WALTER Complete
lewel the fire protection related aspects of the following directives (or their successor  MEEKS
ocuments), codes, standards, and handbooks: (see qual standard for complete
listing).
Qualifying Official Result Eval Method Created Date Result Date
WALTER MEEKS Accept Oral Interview 2/10/2016 11:15:05 AM 2/10/2016 11:23:25 AM
Hote Author Date
Ready for review. Melissa Apodaca 2/10/2016 11:15:05 AM
Very knowledgeable during interview. WALTER MEEKS 2/10/2016 11:23:25 AM
2 working Fire protection engineers must demonstrate a working level knowledge of the Mot Not
lewel essential elements of a documented fire safety program. Assigned Started
3 working Fire protection engineers must demonstrate a working level of knowledge of Not Mot
level the requirements for fire protection and life safety related design control Assigned  Started
processes identified in DOE directives.
4 working Fire protection engineers must demonstrate a working level knowledge of fire Mot Mot
lewel protection analysis including fire hazards analysis (FHAs), exemptions and Assigned Started

S SIS L S i S S S Y e S S S

equivalencies, confinement ventilation, nuclear criticality, smoke management

me By “Cep. e Mec Ttae
Engineers (including fire protection engineers and safety system oversight Mot Mot
personnel) who are assigned safety system oversight for specific fire protection  Assigned  Started
system(s) must demonstrate a working level knowledge of the system(s) they

have assigned oversight

Engineers who are assigned safety system oversight for specific fire protection  Not MNot
system(s) but have no other fire protection responsibilities must demonstrate a  Assigned  Started
familiarity level knowledge of the DOE fire protection program.

Eval Method Result  Created Date Result Date 1st Supervisor 1st Sup Result 2nd Supervisor 2nd Sup Result

‘ No records to display.

3. Click Print to print the list of competencies,.

Print

Total: 1 sheet of paper (2 pages)

Cancel

\WWNTCFILE\BIdg30133 ...
Destination F Blde20123 Hallway by Re

Change...

NON-PROPRIETARY INFORMATION

This procedure was prepared by the Safety Training Department and is scheduled for review in August 2018.
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8.8

Export a List of Assigned Qual Cards to Excel

A list of in-progress and completed qual cards for the logged-in Participant is displayed
on the Profile tab. The Participant can export this list to an Excel spreadsheet.

NOTE: Only the qual card records are exported to the spreadsheet. If any qual cards
are expanded to display the competencies, the competency records are not
exported.

1. If necessary, click a column heading to sort the list by qual title, the supervisor who
directed the qual assignment, or the due date.

@ eTQP BASICS See Section 6.1.2 for help on sorting items

in a list.
2. Click the Export to Excel icon.

Qual Title Directed By Due Date Comp Progress Card Status Actions
> General Technical Base: DOE- - .

STD-1146-2007 eTQP supervisor 10/22/2014 wow  Complete @
> Beta Test Qual Card eTQP supervisor 12/1/2015 won  Complete @
? Beta Test Qual Card eTQP supervisor 11/1/2014 wo  Complete @

Tim's Test Qual Card eTQP supervisor 10/31/2014 o Not Started P

cl Criticality Safety: DOE-
e {STSTi_/_;!;Z;y arety eTQP supervisor 11/30/2014 o% In Progress

Civil/Struct | E ing:

- TUCtura” ENgineering eTQP supervisor 2/28/2015 ox In Progress

DOE-STD-1182-2004

» Weapons Quality Assurance:
DOE-5TD-1025-2008 (WQA eTQP supervisor 12/31/2014 o= In Progress

Engineer/Scientist

> Technical Training GAP eTQP supervisor 12/31/2014 0% In Progress

(Clone) Criticality Safety: DOE-

STD-1173-2009 eTQP supervisor 12/31/2014 o Not Started

Ove ® ®

Environmental Compliance: _ Complete
e eTQP manager 4/1/2012 100% e —

Wigs B 2 v m Page size: 10 ~ 18 items in 2 pages

3. In the confirmation dialog box, click Open or Save.

Do you want to open or save RadGridExport.xis (10.5 KB) from etqpdev? I Open I Save Ivll Cancel

4. eTQP creates a spreadsheet named “RadGridExport.xIs.”

o Depending on the option selected in Step 4, the spreadsheet either opens or is
saved to the user's Downloads folder.

NON-PROPRIETARY INFORMATION
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5. If the Microsoft Excel dialog box is displayed, click Yes to open the spreadsheet.

Microsoft Excel X

The file format and extension of 'RadGridExport.xls’ don't match. The file could be corrupted or unsafe. Unless you trust its source,
l X don't open it. Do you want to open it anyway?

I Yes I | Mo I Help |

Was this information helpful?

NON-PROPRIETARY INFORMATION

This procedure was prepared by the Safety Training Department and is scheduled for review in August 2018.
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SUPERVISOR (FIRST LINE and SECOND LINE SUPERVISORS)

The Supervisor role in eTQP encompasses the responsibilities of both a First Line
Supervisor and a Second Line Supervisor (if a Participant has one).

The First Line Supervisor is responsible for the following activities in eTQP:

o Reviewing and approving due date extension requests for assigned quals

e Changing the QO requested for a competency review if appropriate

o Reviewing and approving final qualifying activities
The Second Line Supervisor receives notifications of actions relating to the eTQP
Participants within his or her organization. However, the Second Line Supervisor has

only one responsibility in eTQP:

e Reviewing and approving final qualifying activities after the First Line Supervisor
has approved them

NON-PROPRIETARY INFORMATION

This procedure was prepared by the Safety Training Department and is scheduled for review in August 2018.
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9.1 Review Due Date Extension Request for a Qual Card

(Performed by First Line Supervisor)

NOTE: Due-date reminder notifications are sent to eTQP Managers, Supervisors, and
Participants at 180 days, 90 days, and 45 days prior to the assigned due date.

1. Select the Qual Card Admin tab to display a list of qual cards available for
administration by the logged-in Supervisor.

2. Click the Review Due Date Extension icon for the relevant qual card to open the
Review Due Date Extension Request form.

Qual Directions |EEENEIReET( RG] Etic:':_
[ particpant | qualTite | birected by | bue bate | comp progress | cord totus | actons |
eTQP § )
- ' %
participant Tim's Test Qual Card eTQP supervisor 10/31/2014 o Not Started (:(D
» eTQP (Clone) Criticality
participant Safety: DOE-STD- eTQP supervisor 11/30/2014 o In Progress
1173-2009 @
s eTQP Civil/Structural
participant Engineering: DOE- eTQP supervisor 2/28/2015 o= In Progress @
5TD-1182-2004

3. Complete the following items on the Review Due Date Extension Request form:
e To accept the due date extension request:
a. Select Accept in the Supervisor Review Result list.
b. Document the decision in the Notes field.

c. Add supporting documentation.

IMPORTANT: Do not upload classified, Pll, or UCNI material to eTQP.
Remember that exams may be classified, so check before
uploading exams as supporting documents.

See Section 6.2 for help on working with

) eTQPBASICS documentation

e To kick back the due date extension request:
a. Select Kick Back in the Supervisor Review Result list.

b. Document the decision in the Notes field.

NON-PROPRIETARY INFORMATION
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c. Add supporting documentation.

IMPORTANT: Do not upload classified, PII, or UCNI material to eTQP.
Remember that exams may be classified, so check before
uploading exams as supporting documents.

See Section 6.2 for help on working with

() eTQPBASICS documentation

Review Due Date Extension Request

Original Due Date: 11/30/2014 ~
New due date: * 08/06/2015
1st Line Supervisor: eTQP supervisor

| supenvisor Review Resuit | .

Reviewer. * eTQP supervisor
Review Result: -

Notes History

11/5/2014

eTQP participant notes 3:24:02 PM

Supporting Documentation

v

| Submit | Cancel

4. Click Submit to close the Review Due Date Extension Request form.

e The Review Due Date Extension icon no longer appears with the qual in the list
of quals.

o If the due date extension request was accepted, the qual’'s new due date is
shown in the list.

¢ If the extension request was kicked back, the qual’s original due date is shown in

the list, and the Participant has the option of submitting a new due date extension
request.

NON-PROPRIETARY INFORMATION

This procedure was prepared by the Safety Training Department and is scheduled for review in August 2018.
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9.2

Review Final Qualifying Activities
(Performed by both First Line Supervisor and Second Line Supervisor)
Documentation supporting a Participant’s final qualifying activities (examination, facility

walk-through, oral board, or oral interview) is uploaded by the eTQP Manager and
submitted to the Supervisor or Supervisors for final review and approval.

NOTE: If a Participant has both a First Line Supervisor and a Second Line Supervisor,
the second Supervisor will be notified to review and approve the qual after the
first Supervisor has approved it. These instructions apply to both Supervisors.

1. Onthe Qual Card Admin tab, click the Edit Submission icon for the relevant qual
to open the Review Qual Card form.

ETQP: Electronic Technical Qualification Program

Cual Directions. |EeTE RGN T ;
Participant | Creal Tithe Directed By D Date Comp Progress Card Status Actions
» ALBERT Aviation Manager:
MACDOUGALL DOE-STD-1165-2003 Mark Millar F3f2015 #= In Progress @
{CN-1}
=L Alpha Test Qual Card  Mark Miller B/22/2014 e s Complete @ (D
MAC SALL > L i [ 2] E 7 M b
3y Alexandra Alexandra -
Echavarria Alpha Test Qual Card WALTER MEEKS 11/26/2014 esssssm =~ Echavarria ‘
Reviewing

2. Review the notes and documentation added by the Participant and Manager.

See Section 6.2 for help on working with

@ AU Belies documentation

3. Perform the appropriate evaluation.
4. Complete the following items on the Review Qual Card form:
e To approve the final qualifying activities:
a. Select the evaluation method in the Evaluation Method list.
b. Select Accept in the Review Result list.

c. Check the box certifying that the candidate has successfully completed the
qual.

d. Document the decision in the Notes field.

NON-PROPRIETARY INFORMATION
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e. Add supporting documentation.

IMPORTANT: Do not upload classified, PII, or UCNI material to eTQP.
Remember that exams may be classified, so check before
uploading exams as supporting documents.

@ eTQP BASICS See Section 3.2 for help on working with
ocumentation

e To kick back the qual:
a. Select Kick Back in the Supervisor Review Result list.
b. Document the decision in the Notes field.

c. Add supporting documentation.

IMPORTANT: Do not upload classified, PII, or UCNI material to eTQP.
Remember that exams may be classified, so check before
uploading exams as supporting documents.

See Section 6.2 for help on working with
@ eTQPBASICS documentation

NOTE: The Kick Back result constitutes a denial of the request for approval. It can
also allow the reviewer to request the submission of additional information
by the Participant.

NON-PROPRIETARY INFORMATION
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Review Qual Card

[EERE: Aloxandra Echavarria

Boyd Near
Mot Sal
Mot Sat
Mot Sat

w Rasult

v Result

Notes History

Author Note Time Stamp

Mo records to display

Supporting Documentation

Document Name File Size

Actions

5. Click Submit to close the Review Qual Card form.

¢ The Edit Submission icon no longer appears with the qual in the list of quals.

o If the final qualifying activities were accepted and an additional Supervisor is
required to approve the qual, the second Supervisor is notified and the qual’s

status is shown as <Supervisor Name> Reviewing.

o If the final qualifying activities were accepted and no additional Supervisor is
required to approve the qual, the qual’s status is shown as Complete.

o |f the qual was kicked back, the qual’'s status is shown as Kicked Back, and the
Participant has the option of submitting it for review and approval again.

eTQP: Electronic Technical Qualification Program

Cual Directions ] Cual Card Admin

Participant Gual Title Directed By Die Cate Commp Progress
» ALBERT Aviation Manager:
MACDOUGALL DOE-STD-1165-2003 Mark Miller 7/31/2015 -
{CN-1)
3 ALBERT } ,
e e Alpha Test Qual Card  Mark Miller Bf22/2014 N

5 Alexandra

Echawvarria Alpha Test Qual Card  WALTER MEEKS 1126/2014 DE—

Card Slatus

In Progress

Complete

Complete

Log Cut

a

@
@ @

NON-PROPRIETARY INFORMATION
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9.3

Change the Qualifying Official Requested for a Competency Review
(Performed by First Line Supervisor)

When a Participant requests a competency review, both the eTQP Manager and the
Supervisor have the option of selecting a different QO to perform the review than the
one specified by the Participant.

This change may be made at the eTQP Manager’s or Supervisor’s discretion because
the requested QO is not available, or because the Manager or Supervisor prefers a
different QO for a specific circumstance.

1. Onthe Qual Card Admin tab, locate the relevant qual and competency.

@ eTQP BASICS See Section 6.1 for help on locating items

in a list.
Qual Directions | JeIEIRZT( A% 1T Etq
Log]
Shawn Aviation Manager:
Charles DOE-STD-1165-2003 eTQP supervisor 11/20/2014 1% In Progress @
(CN-1
C#livws — lcompetencies L keviewer | stoms | actions__|
Aviation Managers must demonstrate a
4 familiarity level familiarity level knowledge of a typical eTQP official Complete @
commercial (civil) aviation organization.
Aviation Managers must demonstrate a
) . a . . eTQP official
5 working level working level knowledge of their site- eTQP official )
Reviewing
specific AIP.

NON-PROPRIETARY INFORMATION
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2. Click the competency’s Edit icon to open the Review Competency form.

Review Competency

* = required field ~
€TQP official -

Evaluation Method: None Set

Review Result: Not Set

I Motes I

Notes History

No records to display.

Supporting Documentation

S

No records to display.

~

3. To select a different QO to review the competency, complete the following items in
the Review Competency form:

a. Select the preferred QO from the Change Reviewer list.
b. Enter any notes in the Notes field.

c. Add supporting documentation.

IMPORTANT: Do not upload classified, Pll, or UCNI material to eTQP.
Remember that exams may be classified, so check before
uploading exams as supporting documents.

See Section 6.2 for help on managing

() eTQPBASICS supporting documentation.

4. Click Submit to close the Review Competency form.

o The new QO’s hame appears in the Reviewer column, and the competency’s
status changes to <QO Name> Reviewing.

NON-PROPRIETARY INFORMATION

This procedure was prepared by the Safety Training Department and is scheduled for review in August 2018.
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9.4 View the Review History of a Competency, Equivalency, or Completed Qual
Card

The history and status of all quals managed by the logged-in Supervisor, and all
associated competencies and equivalencies, can be reviewed from the Qual Card
Admin tab.

e Status information for each active or completed qual card includes the due date;
the current percent complete; a status of Not Started, In Progress, Complete, or
Complete (Legacy); and the name of the supervisor who directed the assignment

of the qual.
| | participant | qual Titie Directed By | Due Date _ | Comp Progress __ | Card Status_ | Actions__|
Shawn Occupational Safety: Complete
Michelle Gibson 1/1/1986 oo%
Charles DOE-STD-1160-2011 1 (Legacy) @®
» Shawn Criticality Safety: . .
e —— BT T TR eTQP supervisor 11/1/2014 o | |In Progress @
Shawn Aviation Manager:
Charles DOE-5TD-1165-2003 | eTQP supervisor 11/29/2014 o | [Not Started @
CN-1
> eTQP General Technical
participant Base: DOE-STD- eTQP supervisor 10/22/2014 o | |Complete @@
1146-2007

e The review history includes any notes or documents added by the reviewer or
Participant during the review process.

o If the competency, equivalency, or qual has been kicked back one or more times,
the review history includes the notes and documentation for each review request.

e Review history is not available for competency or equivalency review requests that
are currently in progress, but notes and supporting documentation can be
reviewed.

9.4.1 View the Review History of a Competency or Equivalency

1. Onthe Qual Card Admin tab, click the Expand icon for the relevant qual card to
display the qual card’s competencies.

See Section 6.1 for help on locating items

() eTQPBASICS i alist.

2. Click the View Details icon next to a competency that has been completed, is under
review, or has been kicked back, to open the Review Competency or Review
Equivalency form.

NON-PROPRIETARY INFORMATION

This procedure was prepared by the Safety Training Department and is scheduled for review in August 2018.
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i Qual Title Directed By Comp Progress Card Status EE

General Technical Base: DOE-
STD-1146-2007

foliova —— comootemdes ——veviewer [soms | actons

Perscnnel shall demonstrate a
1 familiarity level familiarity level knowledge of basic eTQP agent Complete @
nuclear theory and principles

eTQP supervisor 10/22/2014 s 00 Complete @

Personnel shall demonstrate a
familiarity level knowledge of the basic

fission process and the results obtained NG GTEE Copples

from fission.

2 familiarity level

3. Inthe Competency Review History list, click the Expand icon next to a review
action to review the following details:

e Reviewer Name

e Evaluation Method

e Review Result

e Review Created Date
e Review Result Date
¢ Notes History

e Supporting Documentation

See Section 6.2 for help on managing

() eTQPBASICS supporting documentation.

Review Competency

Competency Review History

. Card Status Created Date Result Date
10/20/2014 10/20/2014
Accepted 120/ /20/

4:17:05 PM 4:32:58 PM
Reviewer'l eTQP official

Evaluation Method IWmten Exam
Review Result:l Accept

I T

Mo records to display.

Eupporting Documentation |

T = S S

No records to display. v

Close

NON-PROPRIETARY INFORMATION
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9.4.2

4. To close the Review Competency or Review Equivalency form and return to the
list of quals and competencies, click Close.

View the Review History of a Completed Qual Card

1. Click the View Details icon next to the completed qual card to be reviewed to open
the Review Qual Card form.

@ eTOP BASICS See Section 6.1 for help on locating items

in a list.
ouitie — owectedty | oueoate | compprooress | Gorastotus | Actions
> General Technical Base: DOE- .
STD-1146-2007 eTQP supervisor 10/22/2014 10%  Complete @
s> (Clone) Criticality Safety: DOE- -
STD-1173-2009 eTQP supervisor 11/30/2014 ow  In Progress

2. Inthe Qual Card Review History list, click the Expand icon next to a review action
to review the following details:

e Reviewer Name

e Evaluation Method

¢ Review Result

e First and Second Line Supervisor names and Review Results
e Review Created Date

¢ Review Result Date

¢ Notes History

e Supporting Documentation

See Section 6.2 for help on managing

Q) eTQPBASICS supporting documentation.

NON-PROPRIETARY INFORMATION
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Review Qual Card
Qual Card Review History

. Status Created Date
2/23/2011
Accepted 123/

Result Date

2/23/2011
12:00:00 AM

12:00:00 AM
@ eTQF manager
[Eominticior]  None Sel

1st Line Supervisor: eTQP supervisor
2nd Line Supervisor: eTQP supervisor

otes History

eTQP manager Legacy Load

[Supporting Documentation |

SAF-261 Editing_Checklist 2014-11-12.docx 42.02 Kb %

[oocumentrame T g acions |

11/12/2014
12:25:46 PM

W

Close

3. Toclose the Review Qual Card form and return to the list of quals, click Close.

9.4.3 Print the Status of All Competencies in an Active Qual Card

1. Select the Qual Card Admin tab to display the qual cards administered by the

logged-in Supervisor.

OR

Select the Participants tab to display the participants administered by the

logged-in Supervisor.

2. Locate the appropriate qual card, and click the Print icon to the right of the qual

title.

NON-PROPRIETARY INFORMATION
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@

eTQP BASICS

See Section 6.1 for help on locating items
in a list.

Y . Cors» | supporting Documents ]|

View: | Current

v

e Comp progress | cord staus | Acions |

Fire Protection Engineering: DOE-STD-1137-2014 6/1/2016

Y
@@

= In Progress

@

>
General Technical Base: DOE-STD-1146-2007 8/31/2016 o= | In|Proaress @ @
(SHORT-FORM) ° g ©
X . _ Complete
Aviation Manager: DOE-STD-1165-2003 (CN-1) 6/2/2017  wo— e Q@ 9
> @@
Nuclear Safety Specialist: DOE-STD-1183-2016 6/30/2017 = In Progress -

3. A printable list of the competencies, including the reviewer name, history, and
current status of each competency, opens in a separate tab.

Unaofficial Copy - 9/27/2017 3:36:19 PM

12

13

Participant: Qual: Due Date: Directed By: Status:
Melissa Fire Pr d gi ing: DOE-STD-1137-2014 06/01/2016 WALTER MEEKS In Progress
Competencies:
1  working Fire protection engineers must demonstrate a working level of knowledge of WALTER  Complete
level the fire protection related aspects of the following directives (or their successor  MEEKS
ocuments), codes, standards, and handbooks: (see qual standard for complete
listing).
Qualifying Official Result Eval Method Created Date Result Date
WALTER MEEKS Accept Oral Interview 2/10/2016 11:15:05 AM 2/10/2016 11:23:25 AM
MNote Author Data
Ready for review. Melissa Apodaca 2/10/2016 11:15:05 AM
Very knowledgeable during interview. WALTER MEEKS 2/10/2016 11:23:25 AM
2 working Fire protection engineers must demonstrate a working level knowledge of the Not Not
level essential elements of a documented fire safety program Assigned  Started
3 working Fire protection engineers must demonstrate a working level of knowledge of Not Mot
level the requirements for fire protection and life safety related design control Assigned  Started
processes identified in DOE directives.
4 working Fire protection engineers must demonstrate a wurkln%sevel knowledge of fire Not Not
level protection analysis including fire hazards analysis (FHAs), exemptions and Assigned  Started

\r\r\rés&m@m\dv@ir\r\r\r\r\r\h\r\r\r\f\g

.

working
level

familiarity
level

Final Review:

Qualifying Official

equivalencies, confinement ventilation, nuclear eriticality, smoke management
me By Cep o Mec Tt

Engineers (including fire protection engineers and safety system oversight Not Not
personnel) who are assigned safety system oversight for specific fire protection  Assigned  Started
system(s) must demonstrate a working level knowledge of the system(s) they

have assigned oversight

Engineers who are assigned safety system oversight for specific fire protection  Not ot
system(s) but have no other fire protection responsibilities must demonstrate a  Assigned  Started
familiarity level knowledge of the DOE fire protection program

Eval Method Result  Created Date Result Date  1st Supervisor 1st Sup Result 2nd Supervisor 2nd Sup Result

| Mo records to display.

NON-PROPRIETARY INFORMATION
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3. Click Print to print the list of competencies,.

Print

Total: 1 sheet of paper (2 pages)

Cancel

\WWNTCFILE\BIdg30133_...
Destination F Bldg30133 H av by Ra

Change...

NON-PROPRIETARY INFORMATION

This procedure was prepared by the Safety Training Department and is scheduled for review in August 2018.
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9.5

Export a List of Assigned Qual Cards to Excel

A list of in-progress and completed qual cards managed by the logged-in Supervisor is
displayed on the Qual Card Admin tab. The supervisor can export this list to an Excel
spreadsheet.

NOTE: Only the qual card records are exported to the spreadsheet. If any qual cards
are expanded to display the competencies, the competency records are not
exported.

1. If necessary, click a column heading to sort the list by qual title, the supervisor who
directed the qual assignment, or the due date.

@ eTQP BASICS See Section 6.1.2 for help on sorting items

in a list.
2. Click the Export to Excel icon.
Qual Title Directed By Due Date Comp Progress Card Status Actions
s General Technical Base: DOE- . i
STD-1146-2007 eTQP supervisor 10/22/2014 wox  Complete @
> Beta Test Qual Card eTQP supervisor 12/1/2015 won  Complete @
> Beta Test Qual Card eTQP supervisor 11/1/2014 w0 Complete @
Tim's Test Qual Card eTQP supervisor 10/31/2014 o Not Started P
s (Clone) Criticality Safety: DOE- . .
STD-1173-2009 eTQP supervisor 11/30/2014 o= In Progress
» Civil/Structural Engineering: ) . @a
S o eTQP supervisor 2/28/2015 o= In Progress
s Weapons Quality Assurance:
DOE-STD-1025-2008 (WQA eTQP supervisor 12/31/2014 o= In Progress @;
Engineer/Scientist
> Technical Training GAP eTQP supervisor 12/31/2014 ox In Progress @a
éﬂ;fiéﬁg;ﬂgy Safety: DOE- eTQP supervisor 12/31/2014 o= Not Started P
Environmental Compliance: Complete
TQP 4/1/2012 %
DOE-STD-1156-2011 eTQP manager /1 % (Legacy) @
LR D 2 v Page size: 10 - 18 items in 2 pages

3. In the confirmation dialog box, click Open or Save.

Do you want to open or save RadGridExport.xis (10.5 KB) from etqpdev? I Open I Save Ivll Cancel

4. eTQP creates a spreadsheet named “RadGridExport.xIs.”

NON-PROPRIETARY INFORMATION

This procedure was prepared by the Safety Training Department and is scheduled for review in August 2018.
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¢ Depending on the option selected in Step 4, the spreadsheet either opens or is
saved to the user’'s Downloads folder.

5. If the Microsoft Excel dialog box is displayed, click Yes to open the spreadsheet.

Microsoft Excel E

The file format and extension of 'RadGridExport.xls’ don't match, The file could be corrupted or unsafe. Unless you trust its source,
l'\ don't open it. Do you want to open it anyway?

I Yes I | Mo I Help |

Was this information helpful?

9.6 Sort the List of Qual Cards

See Section 6.1 for help on locating items

() eTQPBASICS in alist

e To sort the list of qual cards by the values in one of the columns, click the
appropriate column heading.

. Participant | Qual Title Directed By Comp Progress Card Status m

Shawn Occupational Safety: . . Complete
Michelle Gibson 1/1/1986 100%

Charles DOE-STD-1160-2011 i — (Legacy) @(D
> Shawn Aviation Manager:

Charles DOE-STD-1165-2003 eTQP supervisor 2/26/2016 12%  In Progress (:(D

CN-1

» Shawn Chemical Processing: . "

Charles DOE-STD-1176-2010 eTQP supervisor 10/31/2014 s In Progress

» Shawn Criticality Safety:
Charles DOE-STD-1173-2009

Shawn Aviation Manager:
Charles DOE-STD-1165-2003 eTQP supervisor 11/25/2014 0% Not Started
(CN-1)

eTQP supervisor 11/1/2014 o In Progress @

NON-PROPRIETARY INFORMATION

This procedure was prepared by the Safety Training Department and is scheduled for review in August 2018.
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10.0 EQIVALENCY REVIEWER

10.1

The Equivalency Reviewer performs the review and approval of equivalency requests
from participants in eTQP.

The person responsible for this review and approval at a site may be an FTCP agent, or
may have a different site role or job title. The site’s eTQP Manager assigns the eTQP
Equivalency Reviewer role to the appropriate individual or individuals based on actual

responsibilities.

Review an Equivalency Request

All eTQP Equivalency Reviewer actions take place on the Qual Card Admin tab.

NOTE: If you receive an equivalency request for a competency you are not authorized
to approve, notify the Participant and eTQP Manager by email to select a
different Equivalency Reviewer. Do not complete this process or kick back
the equivalency request.

1. Click the Expand icon for the relevant qual to display the qual’'s competencies.

() eTQPBASICS

See Section 6.1 for help on locating items
in a list.

2. Click the View/Edit Submission icon next to the competency being reviewed for

equivalency to open the Review Equivalency form.

level knowledge of the master
equipment list.

|| participant | qual Title | Directed By ___| DueDate __| Comp Progress _ Card Status _| Adtions _
eTQP Eacility Maintenance
participant Management: DOE- eTQP supervisor 3/31/2015 e In Progress
STD-1181-2004
aievel —competences | Reviewer | stotus L Actions
Facility maintenance management
personnel must demaonstrate a
I familiarity level knowledge of the 3 eTQP official
1 familiarity level eTQP official
¥ following regulations, DOE Orders (and Q Reviewing @
their contractor requirements
documents), standards, and guides.
Facility maintenance management
personnel must demonstrate a working
eTQP agent
2 working level level knowledge of nuclear facility eTQP agent Q g @
i . Reviewing
maintenance organization and
administration.
Facility maintenance management
ersonnel must demonstrate a workin
3 working level p 9 Not Assigned Not Started

¢ To approve the equivalency:

a. Select Accept in the Review Result list.

NON-PROPRIETARY INFORMATION

Complete the following items on the Review Equivalency form:

This procedure was prepared by the Safety Training Department and is scheduled for review in August 2018.
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b. Document the decision in the Notes field.

c. Add supporting documentation.

IMPORTANT: Do not upload classified, PII, or UCNI material to eTQP.
Remember that exams may be classified, so check before
uploading exams as supporting documents.

See Section 6.2 for help on working with
@ BUIOI SAIES documentation

e To kick back the equivalency:
a. Select Kick Back in the Review Result list.
b. Document the decision in the Notes field.

c. Add supporting documentation.

IMPORTANT: Do not upload classified, Pll, or UCNI material to eTQP.
Remember that exams may be classified, so check before
uploading exams as supporting documents.

See Section 6.2 for help on working with
@ BUIOI SAIES documentation

NOTE: The Kick Back result constitutes a denial of the request for equivalency. It

can also allow the reviewer to request the submission of additional
information by the Participant.

NON-PROPRIETARY INFORMATION
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Review Equivalency

Reviewer: * eTQP agent
Review Result -

I MNotes: I

Notes History

No records to display.

Supporting Documentation

[bocumentrame " etesie — actons |

No records to display.

4. Click Submit to close the Review Equivalency form.
e The Edit icon no longer appears next to the competency.

o If the equivalency request was accepted, the competency’s status is shown as
Complete.

¢ If the equivalency request was kicked back, the competency’s status is shown as
Kicked Back, and the Participant has the option of submitting a new equivalency
request.

. Participant | Qual Title Directed By Comp Progress Card Status m

v ETQP Eacility Maintenance
participant Management: DOE-  eTQP supervisor 3/31/2015 o In Progress

STD-1181-2004

I T = | | |

Facility maintenance management
personnel must demonstrate a
familiarity level knowledge of the eTQP official
. Y ) g eTQP official Q. . @
following regulaticns, DOE Orders (and Reviewing
their contractor requirements

documents), standards, and guides.

1 familiarity level

Facility maintenance management

personnel must demonstrate a working
2 working level level knowledge of nuclear facility eTQP agent Kicked Back @

maintenance organization and
administration.

Facility maintenance management
personnel must demonstrate a working
level knowledge of the master
equipment list.

3  working level Not Assigned Not Started

NON-PROPRIETARY INFORMATION
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10.2 View the Review History of a Competency, Equivalency, or Completed Qual
Card

The history and status of all quals managed by the logged-in Equivalency Reviewer, and
all associated competencies and equivalencies, can be reviewed from the Qual Card
Admin tab.

e Status information for each active or completed qual card includes the due date;
the current percent complete; a status of Not Started, In Progress, Complete, or
Complete (Legacy); and the name of the Supervisor who directed the assignment

of the qual.
oartcpant | qua i birectd iy oue oot | comp progress | cara status | nctions |
Shawn Occupational Safety: Complete
Michelle Gibson 1/1/1986 100%
Charles  DOE-STD-1160-2011 1 — (Legacy) Q@
» Shawn Criticality Safety: .
e —— BT T TR €eTQP supervisor 11/1/2014 o | |In Progress @
Shawn Aviation Manager:
Charles DOE-5TD-1165-2003 | eTQP supervisor 11/29/2014 o | [Not Started (I)
CN-1
> eTQP General Technical
participant Base: DOE-STD- eTQP supervisor 10/22/2014 | | s o0 | |Complete @(D
1146-2007

e The review history includes any notes or documents added by the reviewer or
Participant during the review process.

o If the competency, equivalency, or qual has been kicked back one or more times,
the review history includes the notes and documentation for each review request.

e Review history is not available for competency or equivalency review requests that
are currently in progress, but notes and supporting documentation can be
reviewed.

10.2.1 View the Review History of a Competency or Equivalency

1. Onthe Qual Card Admin tab, click the Expand icon for the relevant qual card to
display the qual card’s competencies.

@ eTQP BASICS See Section 6.1 for help on locating items

in a list.
Tquime — [oiwcteany | bucbote | compprogress | CoraStats | Actons |
General Technical Base: DOE-
STD-1146-2007 eTQP supervisor 10/22/2014 s 00 Complete @
Colievel — |competencies |Reviewer | stos | Acions |
Personnel shall demonstrate a
1 familiarity level familiarity level knowledge of basic eTQP agent Complete @

nuclear theory and principles

Personnel shall demonstrate a
I familiarity level knowledge of the basic .
2 familiarity level TQP official Ci let
amiliarity leve fissicn process and the results obtained Bl Gl omplete @
from fission.

NON-PROPRIETARY INFORMATION
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2. Click the View Details icon next to a competency that has been completed, is
under review, or has been kicked back, to open the Review Competency or
Review Equivalency form.

3. Inthe Competency Review History list, click the Expand icon next to a review
action to review the following details:

e Reviewer Name

e Evaluation Method

o Review Result

o Review Created Date
¢ Review Result Date
¢ Notes History

e Supporting Documentation

See Section 6.2 for help on managing

Q) eTQPBASICS supporting documentation.

Review Competency

Competency Review History

. Card Status Created Date Result Date
10/20/2014 10/20/2014
Accepted 120/ /20/

4:17:05 PM 4:32:58 PM
Reviewer I eTQP official

Evaluation Method IWmten Exam
Review Result'l Accept

I T Y

Mo records to display.

Eupporting Documentation|

[booumenthame " Tresza Lo |
Mo records to display. v

Close

4. To close the Review Competency or Review Equivalency form and return to
the list of quals and competencies, click Close.

NON-PROPRIETARY INFORMATION
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10.2.2 View the Review History of a Completed Qual Card

1. Click the View Details icon next to the completed qual card to be reviewed to open
the Review Qual Card form.

See Section 6.1 for help on locating items

() eTQPBASICS in a list.

Touite  [oweasaty [ Duevate | Compprooress | cordstatus | Actions |
& W eTQP supervisor 10/22/2014 w0 Complete

s (Clone) Criticality Safety: DOE-

STD-1173-2009 &TQP suparvisar 11/30/2014 @ In Progress

2. Inthe Qual Card Review History list, click the Expand icon next to a review action
to review the following details:

e Reviewer Name

e Evaluation Method

o Review Result

e First and Second Line Supervisor names and Review Results
e Review Created Date

e Review Result Date

¢ Notes History

e Supporting Documentation

See Section 6.2 for help on managing

() eTQPBASICS supporting documentation.

NON-PROPRIETARY INFORMATION
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Review Qual Card

Qual Card Review History ~
. Status Created Date Result Date
2/23/2011 2/23/2011

. Accepted 12:00:00 AM 12:00:00 AM

|Rewewer' eTQF manager
IE\ra\ualion Viethod: | None Set
|Review Result | Accept

1st Line Supervisor: eTQP supervisor
Supervisor Review Result:JAccept
2nd Line Supervisor. eTQP supervisor
Supervisor Review Result: [Accept
otes History
haor e e stamp |

11/12/2014
eTQP manager Legacy Load 12:29:46 PM

[Supporting Documentation |

[oocumentrame T g acions |

SAF-261 Editing_Checklist 2014-11-12.docx 42.02 Kb %

W

Close

3. Toclose the Review Qual Card form and return to the list of quals, click Close.

NON-PROPRIETARY INFORMATION

This procedure was prepared by the Safety Training Department and is scheduled for review in August 2018.
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10.3 Export a List of Assigned Qual Cards to Excel

A list of in-progress and completed qual cards managed by the logged-in reviewer is
displayed on the Qual Card Admin tab. The reviewer can export this list to an Excel
spreadsheet.

NOTE: Only the qual card records are exported to the spreadsheet. If any qual cards
are expanded to display the competencies, the competency records are not
exported.

1. If necessary, click a column heading to sort the list by qual title, the supervisor who
directed the qual assignment, or the due date.

@ eTQP BASICS See Section 6.1.2 for help on sorting items

in a list.
2. Click the Export to Excel icon.
Qual Title Directed By Due Date Comp Progress Card Status Actions
s General Technical Base: DOE- . i
STD-1146-2007 eTQP supervisor 10/22/2014 wox  Complete @
> Beta Test Qual Card eTQP supervisor 12/1/2015 won  Complete @
> Beta Test Qual Card eTQP supervisor 11/1/2014 w0 Complete @
Tim's Test Qual Card eTQP supervisor 10/31/2014 o Not Started P
s (Clone) Criticality Safety: DOE- . .
STD-1173-2009 eTQP supervisor 11/30/2014 o= In Progress
» Civil/Structural Engineering: ) . @a
S o eTQP supervisor 2/28/2015 o= In Progress
s Weapons Quality Assurance:
DOE-STD-1025-2008 (WQA eTQP supervisor 12/31/2014 o= In Progress @;
Engineer/Scientist
> Technical Training GAP eTQP supervisor 12/31/2014 ox In Progress @a
éﬂ;fiéﬁg;ﬂgy Safety: DOE- eTQP supervisor 12/31/2014 o= Not Started P
Environmental Compliance: Complete
TQP 4/1/2012 %
DOE-STD-1156-2011 eTQP manager /1 % (Legacy) @
LR D 2 v Page size: 10 - 18 items in 2 pages

3. In the confirmation dialog box, click Open or Save.

Do you want to open or save RadGridExport.xis (10.5 KB) from etqpdev? I Open I Save Ivll Cancel

4. eTQP creates a spreadsheet named “RadGridExport.xIs.”

NON-PROPRIETARY INFORMATION
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¢ Depending on the option selected in Step 4, the spreadsheet either opens or is
saved to the user’'s Downloads folder.

5. If the Microsoft Excel dialog box is displayed, click Yes to open the spreadsheet.

Microsoft Excel E

The file format and extension of 'RadGridExport.xls’ don't match, The file could be corrupted or unsafe. Unless you trust its source,
l'\ don't open it. Do you want to open it anyway?

I Yes I | Mo I Help |

Was this information helpful?

10.4 Sort the List of Qual Cards

See Section 6.1.2 for help on sorting items

() eTQPBASICS i a list

e To sort the list of qual cards on the Qual Card Admin page by the values in one of
the columns, click the appropriate column heading.

. Participant | Qual Title Directed By Comp Progress Card Status m

Shawn Occupational Safety: . . Complete
Michelle Gibson 1/1/1986 100%

Charles DOE-STD-1160-2011 i — (Legacy) @(D
> Shawn Aviation Manager:

Charles DOE-STD-1165-2003 eTQP supervisor 2/26/2016 12%  In Progress (:(D

CN-1

» Shawn Chemical Processing: . "

Charles DOE-STD-1176-2010 eTQP supervisor 10/31/2014 s In Progress

» Shawn Criticality Safety:
Charles DOE-STD-1173-2009

Shawn Aviation Manager:
Charles DOE-STD-1165-2003 eTQP supervisor 11/25/2014 0% Not Started
(CN-1)

eTQP supervisor 11/1/2014 o In Progress @

NON-PROPRIETARY INFORMATION
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The QO performs the review and approval of competencies requested by eTQP
Participants. The Participant, the Participant’s Manager, and the Participant’s Supervisor
all have the option of selecting a different QO to review a competency at any time.

All QO actions take place on the Qual Card Admin tab.

NOTE: If you are also an eTQP Manager, be sure to conduct all qual card sign offs and
final reviews from the Qual Card Admin tab, not the Participants tab.
Although eTQP Managers can access qual cards from the Participants tab,
QO sign offs and the final review process are programmed to occur through the
Qual Card Admin tab.

NOTE: When a Participant requests a competency review by a specific QO, a
notification email is sent to both the QO and the Participant’s First Line
Supervisor.

The reviewing QO can access eTQP by clicking the link in the notification
email, as shown below. The link opens in the users default browser.

From: eTQP Notifications [mailto:etgp-noreply@ntc.doe.gov]
Sent: Friday, October 17, 2014 2:26 PM

To: WebMaster

Subject: Competency Submitted for Review - eTQP participant

Competency Review: 1 on Qual Card: General Technical Base: DOE-STD-1146-2007 due on
10/22/2014 for eTQP participant has been submitted for review.

You can manage this review by going to thg Qual Card Admirjpage of the eTQP application

finding this Qual Card for the participant and clicking the "View/Edit Submission" icon

for the competency.

NON-PROPRIETARY INFORMATION
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11.1 Review a Submitted Competency for Completion

NOTE: If you receive a request to review a competency that you are not authorized to
approve, notify the Participant and eTQP Manager by email to select a different
QO. Do not complete this process or kick back the competency request.

1. Click the Expand icon for the relevant qual to display the qual’s competencies.

See Section 6.1 for help on locating items
() eTQPBASICS in a list.

2. Click the View/Edit Submission icon next to the competency to be reviewed to open
the Review Competency form.

rortcipant [quartite | oirectedty | bue date | comp Progress | cord stotus | actons |
B Shawn Aviation Manager:
Charles DOE-STD-1165-2003 eTQP supervisor 2/26/2016 2% In Progress
CN-1
o Jiover —— lcompotencies | Reviewsr | Status | Actions__|
Aviation Managers must demeonstrate a
working level knowledge of the €TQP official
6  working level eTQP official )
9 capabilities of the aircraft used in their Q Reviewing
program.
Aviation Managers must demonstrate a
working level knowledge of Federal ! eTQP official 6@
7 working level eTQP official
g Aviation Administration’s (FAA's) role in Q Reviewing
DOE aviation.

3. Review uploaded documentation.

e To review documentation uploaded for this competency, click the For This
Competency tab.

Review Competency

[

Author Mot Time Stamp
Completed SFO OPF 0303.01 8/12/15 SFO CP 0603.03 8/1/15 CPF 0E01.01.01 8/31/2015

PALIL ROMERD Bf7/15 SFO CP 0B02.01 8/7/15 SFO CF DB0Z.02 Bf12/15 SFO 0804 Series 11:56:10 AM
Bf26/15 5FO CP 1202.01 8/31/15 T
Completed SFO OF 1301.01 8/31/15 SFO CP 1301.02 8/31/15 5F0 OF

PAUL ROMERO 1302.01 §/31/15 SFO CP 1304.02 8/31/15 SFO OP 1305.01 8/31/15 SFO CP 8/31/2015
1403.01 §/31/15 DE-ACO4-94ALA5000 8/31/15 CG100 8/31/15 ESH100 2:16:35 PM

8/31/15 Tén Year Site Plan 8/31/15

Supporting Documentation

o comperney Tt ms i IR

Acthons

45Day.1pg s QR

NON-PROPRIETARY INFORMATION
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e Toreview documentation uploaded for the entire qual card, click All for This
Qual Card.

Review Competency
AIVLNL B ILF AT SPULF LIV UL S SLL0 3PU UF I3US.UL B/ 31110 SruLe SIS EULD
1403.01 8/31/15 DE-ACO4-94ALE5000 8/31/15 CG100 8/31/15 ESH100 2:16:35 PM -~
8/31/15 Ten Year Site Plan 8/31/15

PAUL ROMEROD

Supporting Documentation

| Document ame ______________________FileSize |Adins |
ESH100 certificate. paf 282.03k0 (g
2014 GERT Training (RAD 102).pdf 573.28 Kb Eb
HEART certificate of completion.pdf 11533 Kb &
NMMP Asessment 4-22-2015.pdf 501,65 Kb Eh
NMMP Asessment Report.pdf B81.77 Kb &
SNL USQ100 9-29-2015.pdfl sssaskn Eg
45Day.Jpg sagsxe  Eg

4. Complete the following items on the Review Competency form:
e To approve the competency request:
a. Select the appropriate evaluation method in the Evaluation Method list.
b. Select Accept in the Review Result list.
c. Document the decision in the Notes field.

d. Add supporting documentation.

IMPORTANT: Do not upload classified, Pll, or UCNI material to eTQP.
Remember that exams may be classified, so check before
uploading exams as supporting documents.

See Section 6.2 for help on working with

() eTQPBASICS documentation

e To kick back the competency request:
a. Select Kick Back in the Review Result list.

b. Document the decision in the Notes field.

NON-PROPRIETARY INFORMATION
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c. Add supporting documentation.

IMPORTANT: Do not upload classified, PII, or UCNI material to eTQP.
Remember that exams may be classified, so check before
uploading exams as supporting documents.

@ eTQP BASICS See Section 3.2 for help on working with
ocumentation

NOTE: The Kick Back result constitutes a determination by the QO that the
Participant requires additional knowledge or action to meet the
requirements of the competency. It can also be used when the QO is
not available for the review.

Review Competency
Reviewer: * eTQP official o
.
-
| Notes: |

Notes History

Mo records to display.

Supporting Documentation

[ocumenttame —————————————— rhesae oo |

Mo records to display.

5. Click Submit to close the Review Competency form.
e The Edit icon no longer appears next to the competency.

o If the competency review request was accepted, the competency’s status is
shown as Complete.

NON-PROPRIETARY INFORMATION
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o If the competency review request was kicked back, the competency’s status is
shown as Kicked Back, and the Participant has the option of submitting a new
competency review request.

. Participant | Qual Title Directed By Comp Progress Card Status m

Shawn Aviation Manager:
Charles DOE-STD-1165-2003 eTQP supervisor 2/26/2016 1% In Progress

CN-1

o Tt Jcompstences | eviewsr | sttus | sctions_|

Aviation Managers must demonstrate a
working level knowledge of the
6  working level eTQP official Complete
g capabilities of the aircraft used in their Q L @
program.

Aviation Managers must demonstrate a

working level knowledge of Federal eTQP official
7 king level TQP official 6@
waorking leve Aviation Administration’s (FAA's) role in &TQP officia Reviewing

DOE aviation.

NON-PROPRIETARY INFORMATION
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11.2 View the Review History of a Competency, Equivalency, or Completed Qual
Card

The history and status of all quals managed by the logged-in QO, and all associated
competencies and equivalencies, can be reviewed from the Qual Card Admin tab.

e Status information for each active or completed qual card includes the due date;
the current percent complete; a status of Not Started, In Progress, Complete, or
Complete (Legacy); and the name of the supervisor who directed the assignment

of the qual.
T rartcpant | qua i T mm
Shawn Occupational Safety: Complete
00%:
Charles DOE-STD-1160-2011 Michelle Gibson 1/1/1986 (Legacy) @(D
» Shawn Criticality Safety:
TQP 11/1/2014 % | |In P
Charles  DOE-STD-1173-2009 | &T¥F superviser & o [im procress | €D
Shawn Aviation Manager:
Charles DOE-STD-1165-2003 | eTQP supervisor 11/29/2014 o | Not Started @
CN-1
» eTQP General Technical
participant Base: DOE-STD- eTQP supervisor 10/22/2014 o | |[Complete @@
1146-2007

e The review history includes any notes or documents added by the reviewer or
participant during the review process.

e If the competency, equivalency, or qual has been kicked back one or more times,
the review history includes the notes and documentation for each review request.

e Review history is not available for competency or equivalency review requests that
are currently in progress, but notes and supporting documentation can be
reviewed.

11.2.1 View the Review History of a Competency or Equivalency

1. Onthe Qual Card Admin tab, click the Expand icon for the relevant qual card to
display the qual card’s competencies.

See Section 6.1 for help on locating items

() eTQPBASICS in a list.

NON-PROPRIETARY INFORMATION
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2. Click the View Details icon next to a competency that has been completed, is
under review, or has been kicked back, to open the Review Competency or

Review Equivalency form.

i Qual Title Directed By Comp Progress Card Status EE

General Technical Base: DOE-

Perscnnel shall demonstrate a
1 familiarity level familiarity level knowledge of basic eTQP agent
nuclear theory and principles

Personnel shall demonstrate a
familiarity level knowledge of the basic
fission process and the results obtained
from fission.

2 familiarity level eTQP official

wo%  Complete @

STD-1146-2007 eTQP supervisor 10/22/2014 I
Colievel — |competencies |Reviewer | stos | Acions |

Complete @
Complete

3. Click the View Details icon next to a competency that has been completed, is
under review, or has been kicked back, to open the Review Competency or

Review Equivalency form.

M JI:;L:ZE[?(—)FUGALL Alpha Test Qual Card Mark Miller 8/22/2014 s w0%  Complete
efiove —— loompetontes  |peviewsr ot
1 working level Alpha Test competency number 1. JEANNIE LOZOYA Complete
2 demonstrate the ability Alpha Test competency number 2. JEANNIE LOZOYA Complete
H < » ¥ Page size: 5 -

@@
AE;jiuns
@

2 items in 1 pages

4. Inthe Competency Review History list, click the Expand icon next to a review

action to review the following details:
e Reviewer Name

e Evaluation Method

o Review Result

¢ Review Created Date

¢ Review Result Date

¢ Notes History

e Supporting Documentation

() eTQPBASICS

See Section 6.2 for help on managing
supporting documentation.

NON-PROPRIETARY INFORMATION
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Review Competency

Competency Review History

Y i e |
10/20/2014 | |10/20/2014
M Accepted 4:17:05 pM | |4:32:58 PM

Reviewer: I eTQP official
Evaluation Method IWNT.[EFI Exam
Review RBSUlIZI Accept

otes Histo
uthor —— Nete  Tmesamp |

No records to display.

Eupporting Documentation |

T U s U
Mo records to display. v

5. To close the Review Competency or Review Equivalency form and return to
the list of quals and competencies, click Close.

11.2.2 View the Review History of a Completed Qual Card

1. Click the View Details icon next to the completed qual card to be reviewed to open
the Review Qual Card form.

See Section 6.1 for help on locating items

() eTQPBASICS in a list

ouitie — owectedty | oueoate | compprooress | Gorastotus | Actions
> General Technical Base: DOE- .
STD-1146-2007 eTQP supervisor 10/22/2014 e 10 Complete @

s> (Clone) Criticality Safety: DOE-

STD-1173-2009 eTQP supervisor 11/30/2014 o= In Progress

2. Inthe Qual Card Review History list, click the Expand icon next to a review action
to review the following details:

¢ Reviewer Name
e Evaluation Method
¢ Review Result

e First and Second Line Supervisor names and Review Results

NON-PROPRIETARY INFORMATION
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¢ Review Created Date

e Review Result Date

¢ Notes History

e Supporting Documentation

() eTQPBASICS

See Section 6.2 for help on managing
supporting documentation.

Review Qual Card
Qual Card Review History

|Rev|e‘;'.-' Result | Accept

. Status Created Date Result Date

2/23/2011 2/23/2011

o Accepted 12:00:00 AM | |12:00:00 AM
|Reviewer. eTQP manager

|Eva\uation viethod: | None Set

1st Line Supervisor: eTQP supervisor
Supervisor Review Result:|Accept

2nd Line Supervisor. eTQP supervisor
Supervisor Review Result: [Accept

Chbor - hwe imesomr
eTQP manager Legacy Load Egsfigl:M
[supporting Documentation |
[oocumenttame—————— Tbiosies | ncions

SAF-261 Editing_Checklist 2014-11-12.docx 42.02 Kb %

W

Close

3. To close the Review Qual Card form and return to the list of quals, click Close.

11.2.3 Print the Status of All Competencies in an Active Qual Card

1. Select the Qual Card Admin tab to display the qual cards administered by the

logged-in QO.

OR

Select the Participants tab to display the participants administered by the

logged-in QO.

2. Locate the appropriate qual card, and click the Print icon to the right of the qual

title.

NON-PROPRIETARY INFORMATION
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@

eTQP BASICS

in a list.

See Section 6.1 for help on locating items

Y . o

Current v

View:

Supporting Documents Il

. Qual Title Comp Progress Card Status
>

(SHORT-FORM

Nuclear Safety Specialist: DOE-STD-1183-2016

a

6/30/2017

= In Progress

Fire Protection Engineering: DOE-5TD-1137-2014 6/1/2016 == In Progress

General Technical Base: DOE-STD-1146-2007 8/31/2016 @ In Progress e
Complete

Aviation Manager: DOE-STD-1165-2003 (CN-1) 6/2/2017 I 100 (Leggcy}

| Actions |
@@
@9
@

c®O
e®

Y

3. A printable list of the competencies, including the reviewer name, history, and
current status of each competency, opens in a separate tab.

Participant:
Melissa Apodaca

Competencies:

1 warking
level

Unofficial Copy - 9/27/2017 3:36:19 PM

Qual: Due Date:

Directed By:

Status:

Fire Protection Engineering: DOE-STD-1137-2014 06/01/2016 WALTER MEEKS In Progress

Fire protection engineers must demonstrate a working level of knowledge of
the fire protection related aspects of the following directives (or their successor
ocuments), codes, standards, and handbooks: (see qual standard for complete
listing).

WALTER  Complete
MEEKS

Qualifying Official Result Eval Method Created Date Result Date
WALTER MEEXS Accept Oral Intenview 2/10/2016 11:1505 AM 2/10/2016 11:23:25 AM
Note Author Date
Ready for review. Melissa Apodaca 2/10/2016 11:15:05 AM
‘ery knowledgeable during interview. WALTER MEEKS 2/10/2016 11:23:25 AM
2 working Fire protection engineers must demonstrate a working level knowledge of the  Not Not
level essential elements of a documented fire safety program. Assigned  Started
3 working Fire protection engineers must demonstrate a working level of knowledge of Not Not
level the requirements for fire protection and life safety related design control Assigned  Started
processes identified in DOE directives
4 working Fire protection engineers must demonstrate a working level knowledge of fire  Not Not
level protection analysis including fire hazards analysis (FHAs), exemptions and Assigned  Started

e e LRI R e e P - P e e e e e

.

12 warking
level

13 familiarity
level

Final Review:

| Qualifying Official

equivalencies, confinement ventilation, nuclear criticality, smoke management

me By Cep o Mec Cta
Engineers (including fire protection engineers and safety system oversight Not Not
personnel) who are assigned safety system oversight for specific fire protection  Assigned  Started
system(s) must demonstrate a working level knowledge of the system(s) they

have assigned oversight

Engineers who are assigned safety system oversight for specific fire protection  Not Not
system(s) but have no other fire protection responsibilities must demonstrate a  Assigned  Started
familiarity level knowledge of the DOE fire protection program.

Eval Method  Result  Created Date  ResultDate  lstSupervisor  1stSupResult  2nd Supervisor  2nd Sup Result

Mo records to display.

NON-PROPRIETARY INFORMATION
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3. Click Print to print the list of competencies,.

Print

Total: 1 sheet of paper (2 pages)
Cancel

\WWNTCFILE\BIdg30133_...

Destination cll

Change...

NON-PROPRIETARY INFORMATION
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11.3 Export a List of Assigned Qual Cards to Excel

A list of in-progress and completed qual cards managed by the logged-in QO is
displayed on the Qual Card Admin tab. The QO can export this list to an Excel
spreadsheet.

NOTE: Only the qual card records are exported to the spreadsheet. If any qual cards
are expanded to display the competencies, the competency records are not
exported.

1. If necessary, click a column heading to sort the list by qual title, the supervisor who
directed the qual assignment, or the due date.

@ eTQP BASICS See Section 6.1.2 for help on sorting items

in a list.
2. Click the Export to Excel icon.
Qual Title Directed By Due Date Comp Progress Card Status Actions
s General Technical Base: DOE- . i
STD-1146-2007 eTQP supervisor 10/22/2014 wox  Complete @
> Beta Test Qual Card eTQP supervisor 12/1/2015 won  Complete @
> Beta Test Qual Card eTQP supervisor 11/1/2014 w0 Complete @
Tim's Test Qual Card eTQP supervisor 10/31/2014 o Not Started P
s (Clone) Criticality Safety: DOE- . .
STD-1173-2009 eTQP supervisor 11/30/2014 o= In Progress
» Civil/Structural Engineering: ) . @a
S o eTQP supervisor 2/28/2015 o= In Progress
s Weapons Quality Assurance:
DOE-STD-1025-2008 (WQA eTQP supervisor 12/31/2014 o= In Progress @;
Engineer/Scientist
> Technical Training GAP eTQP supervisor 12/31/2014 ox In Progress @a
éﬂ;fiéﬁg;ﬂgy Safety: DOE- eTQP supervisor 12/31/2014 o= Not Started P
Environmental Compliance: Complete
TQP 4/1/2012 %
DOE-STD-1156-2011 eTQP manager /1 % (Legacy) @
LR D 2 v Page size: 10 - 18 items in 2 pages

3. In the confirmation dialog box, click Open or Save.

Do you want to open or save RadGridExport.xis (10.5 KB) from etqpdev? I Open I Save Ivll Cancel

4. eTQP creates a spreadsheet named “RadGridExport.xIs.”

NON-PROPRIETARY INFORMATION
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¢ Depending on the option selected in Step 4, the spreadsheet either opens or is
saved to the user’'s Downloads folder.

5. If the Microsoft Excel dialog box is displayed, click Yes to open the spreadsheet.

Microsoft Excel E

The file format and extension of 'RadGridExport.xls’ don't match, The file could be corrupted or unsafe. Unless you trust its source,
l & don't open it. Do you want to open it anyway?

I Yes I | Mo I Help |

Was this information helpful?

11.4 Sort the List of Qual Cards

See Section 6.1.2 for help on sorting items

() eTQPBASICS i a list

e To sort the list of qual cards on the Qual Card Admin page by the values in one of
the columns, click the appropriate column heading.

. Participant | Qual Title Directed By Comp Progress Card Status m

Shawn Occupational Safety: . . Complete
Michelle Gibson 1/1/1986 100%
Charles DOE-STD-1160-2011 i — (Legacy) @(D
> Shawn Aviation Manager:
Charles DOE-STD-1165-2003 eTQP supervisor 2/26/2016 12%  In Progress (:(D
CN-1
» Shawn Chemical Processing: . "
Charles DOE-STD-1176-2010 eTQP supervisor 10/31/2014 s In Progress (:()
» Shawn Criticality Safety: "
Charles e R eTQP supervisor 11/1/2014 ow  In Progress @
Shawn Aviation Manager:
Charles DOE-STD-1165-2003 eTQP supervisor 11/29/2014 o Not Started @
(CN-1)

NON-PROPRIETARY INFORMATION
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The FTCP Agent performs the final review and approval of Senior Technical Safety
Manager (STSM) quals.

All FTCP Agent actions take place on the Qual Card Admin tab.

NOTE: When a 2" Line Supervisor (or a 1% Line Supervisor if no 2" Line Supervisor
exists) submits an STSM qual for final approval, a notification email is sent to
the FTCP Agent.

The reviewing FTCP Agent can access eTQP by clicking the link in the
notification email, as shown below. The link opens in the users default browser.

From: eTQP Notifications [mailto:etgp-noreply@ntc.doe.gov]
Sent: Friday, October 17, 2014 2:26 PM

To: WebMaster

Subject: Competency Submitted for Review - eTQP participant

Competency Review: 1 on Qual Card: General Technical Base: DOE-STD-1146-2007 due on
10/22/2014 for eTQP participant has been submitted for review.

You can manage this review by going to thg Qual Card Admir]page of the eTQP application
finding this Qual Card for the participant and clicking the "View/Edit Submission" icon,@

for the competency.

NON-PROPRIETARY INFORMATION
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12.1 Review Final Qualifying Activities for an STSM Qual

Documentation supporting a Participant’s final qualifying activities for an STSM qual
(examination, facility walk-through, oral board, or oral interview) is uploaded by the
eTQP Manager and submitted to the Supervisor or Supervisors and the FTCP Agent for
final review and approval.

1. Onthe Qual Card Admin tab, click the Edit Submission icon for the relevant qual
to open the Review Qual Card form.

ETQP: Electronic Technical Qualification Program
Qual Card Adrmin

Qual Directions

Participant | Qual Title Directed By Due Date card Stalus | Actions

» ALBEERT Aviation Manager:
MACDOUGALL DOE-STD-1165-2003 Mark Miller 732015 = In Progress @
{CN-1)
g ALBERT Alpha Test Qual Card  Mark Miller B/22/2014  me———— = Complete @Gj
MACDOUGALL
y Alexandra Alexandra )
Echavarria Alpha Test Qual Card WALTER MEEKS 11/26/2014 s =~ Echavarria ‘

Rewviewing

2. Review the notes and documentation added by the Participant and Manager.

See Section 6.2 for help on working with

) eTQPBASICS documentation

3. Perform the appropriate evaluation.
4. Complete the following items on the Review Qual Card form:
e To approve the final qualifying activities:
a. Select Accept in the FTCP Agent Review Result list.

b. Check the box certifying that the candidate has successfully completed the
qual.

c. Document the decision in the Notes field.

d. Add supporting documentation.

IMPORTANT: Do not upload classified, PII, or UCNI material to eTQP.
Remember that exams may be classified, so check before
uploading exams as supporting documents.

NON-PROPRIETARY INFORMATION
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See Section 6.2 for help on working with

() eTQPBASICS documentation

e To kick back the qual:
a. Select Kick Back in the FTCP Agent Review Result list.
b. Document the decision in the Notes field.

c. Add supporting documentation.

IMPORTANT: Do not upload classified, PII, or UCNI material to eTQP.
Remember that exams may be classified, so check before
uploading exams as supporting documents.

See Section 6.2 for help on working with

() eTQPBASICS documentation

NOTE: The Kick Back result constitutes a denial of the request for approval. It can
also allow the reviewer to request the submission of additional information
by the Participant.

Review Qual Card

WALTER MEEKS

Ooral Interview -
Accept b
WALTER MEEKS

Aroapt -
Mot Set

Mot Sat

WALTER MEEKS

Notes History

Author Mok Time Stamp

o

5. Click Submit to close the Review Qual Card form.

NON-PROPRIETARY INFORMATION
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e The Edit Submission icon no longer appears with the qual in the list of quals.

¢ If the final qualifying activities were accepted and no additional Supervisor is
required to approve the qual, the qual’s status is shown as Complete.

¢ If the qual was kicked back, the qual’s status is shown as Kicked Back, and the
Participant has the option of submitting it for review and approval again.

ETQP: Electronic Technical Qualification Program

el Cual Card Admin

Qual Titke Daie Datie o o ress Card Status
3 ALBERT Aiation Manager:
MACDOUGALL DDE-STD-1165-2003 Mark Miller FRILJ2015 #  In Progress @'
(Ch-11
» ALBERT . . ;
MAC GALL Alpha Test Qual Card  Mark Milller Bf222014 o Cormplete @ G:)
5 Alexandra @ (D
Echavarria Alpha Test Qual Card WALTER MEEKS L1f26/2014 eemm o] Complete

NON-PROPRIETARY INFORMATION
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12.2 View the Review History of a Competency, Equivalency, or Completed Qual
Card

The history and status of all quals managed by the logged-in QO, and all associated
competencies and equivalencies, can be reviewed from the Qual Card Admin tab.

e Status information for each active or completed qual card includes the due date;
the current percent complete; a status of Not Started, In Progress, Complete, or
Complete (Legacy); and the name of the Supervisor who directed the assignment

of the qual.
T rartcpant | qua i T mm
Shawn Occupational Safety: Complete
00%:
Charles DOE-STD-1160-2011 Michelle Gibson 1/1/1986 (Legacy) @(D
» Shawn Criticality Safety:
TQP 11/1/2014 % | |In P
Charles  DOE-STD-1173-2009 | &T¥F superviser & o [im procress | €D
Shawn Aviation Manager:
Charles DOE-STD-1165-2003 | eTQP supervisor 11/29/2014 o | Not Started @
CN-1
» eTQP General Technical
participant Base: DOE-STD- eTQP supervisor 10/22/2014 o | |[Complete @@
1146-2007

e The review history includes any notes or documents added by the reviewer or
Participant during the review process.

e If the competency, equivalency, or qual has been kicked back one or more times,
the review history includes the notes and documentation for each review request.

e Review history is not available for competency or equivalency review requests that
are currently in progress, but notes and supporting documentation can be
reviewed.

12.2.1 View the Review History of a Competency or Equivalency

1. Onthe Qual Card Admin tab, click the Expand icon for the relevant qual card to
display the qual card’s competencies.

See Section 6.1 for help on locating items

() eTQPBASICS in a list.

NON-PROPRIETARY INFORMATION
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2. Click the View Details icon next to a competency that has been completed, is
under review, or has been kicked back, to open the Review Competency or
Review Equivalency form.

i Qual Title Directed By Comp Progress Card Status EE

General Technical Base: DOE-
STD-1146-2007

2 familiarity level

eTQP supervisor 10/22/2014 s 00 Complete @

foliova —— comootemdes ——veviewer [soms | actons

Perscnnel shall demonstrate a

1 familiarity level familiarity level knowledge of basic eTQP agent Complete @

nuclear theory and principles

Personnel shall demonstrate a

fission process and the results obtained
from fission.

familiarity level knowledge of the basic TQP official Complete

3. Inthe Competency Review History list, click the Expand icon next to a review
action to review the following details:

e Reviewer Name

e Evaluation Method

¢ Review Result

e Review Created Date

¢ Review Result Date

¢ Notes History

e Supporting Documentation

@

See Section 6.2 for help on managing

eTQP BASICS supporting documentation.

NON-PROPRIETARY INFORMATION
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Review Competency
Competency Review History
Tl T ented b Resuttoate |
10/20/2014 | |10/20/2014
H Accepted 4:17:05 PM | |4:32:58 PM

Reviewer: I eTQP official
Evaluation Method IWNT.[EFI Exam
Review RBSUlIZI Accept

otes Histo
uthor —— Nete  Tmesamp |

No records to display.

Eupporting Documentation |

T U s U
Mo records to display. v

4. To close the Review Competency or Review Equivalency form and return to
the list of quals and competencies, click Close.

12.2.2 View the Review History of a Completed Qual Card

1. Click the View Details icon next to the completed qual card to be reviewed to open
the Review Qual Card form.

See Section 6.1 for help on locating items

() eTQPBASICS in a list

ouitie — owectedty | oueoate | compprooress | Gorastotus | Actions
> General Technical Base: DOE- .
STD-1146-2007 eTQP supervisor 10/22/2014 e 10 Complete @

s> (Clone) Criticality Safety: DOE-

STD-1173-2009 eTQP supervisor 11/30/2014 o= In Progress

2. Inthe Qual Card Review History list, click the Expand icon next to a review action
to review the following details:

¢ Reviewer Name
e Evaluation Method
¢ Review Result

e First and Second Line Supervisor names and Review Results

NON-PROPRIETARY INFORMATION
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¢ Review Created Date
e Review Result Date
e Notes History

e Supporting Documentation

See Section 6.2 for help on managing

() eTQPBASICS supporting documentation.

Review Qual Card
Qual Card Review History ~

. Status Created Date Result Date
Accepted 2/23/2011 2/23/2011

12:00:00 AM | |12:00:00 AM
|Reviewer. eTQP manager

|Eva\uation Viethod: | None Set
|Rewew Result | Accept

1st Line Supervisor. eTQP supervisor
Supervisor Review Result:|Accept
2nd Line Supervisor. eTQP supervisor
Supervisor Review Result: [Accept
otes History
Caor T e e stame |

11/12/2014
€TQP manager Legacy Load 12:29:46 PM

[supporting Documentation |

e [

SAF-261 Editing_Checklist 2014-11-12.docx 42.02 Kb %

W

Close

3. To close the Review Qual Card form and return to the list of quals, click Close.

NON-PROPRIETARY INFORMATION
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12.3 Export a List of Assigned Qual Cards to Excel

A list of in-progress and completed qual cards managed by the logged-in QO is
displayed on the Qual Card Admin tab. The QO can export this list to an Excel
spreadsheet.

NOTE: Only the qual card records are exported to the spreadsheet. If any qual cards
are expanded to display the competencies, the competency records are not
exported.

1. If necessary, click a column heading to sort the list by qual title, the Supervisor who
directed the qual assignment, or the due date.

@ eTQP BASICS See Section 6.1.2 for help on sorting items

in a list.
2. Click the Export to Excel icon.
Qual Title Directed By Due Date Comp Progress Card Status Actions
s General Technical Base: DOE- . i
STD-1146-2007 eTQP supervisor 10/22/2014 wox  Complete @
> Beta Test Qual Card eTQP supervisor 12/1/2015 won  Complete @
> Beta Test Qual Card eTQP supervisor 11/1/2014 w0 Complete @
Tim's Test Qual Card eTQP supervisor 10/31/2014 o Not Started P
s (Clone) Criticality Safety: DOE- . .
STD-1173-2009 eTQP supervisor 11/30/2014 o= In Progress
» Civil/Structural Engineering: ) . @a
S o eTQP supervisor 2/28/2015 o= In Progress
s Weapons Quality Assurance:
DOE-STD-1025-2008 (WQA eTQP supervisor 12/31/2014 o= In Progress @;
Engineer/Scientist
> Technical Training GAP eTQP supervisor 12/31/2014 ox In Progress @a
éﬂ;fiéﬁg;ﬂgy Safety: DOE- eTQP supervisor 12/31/2014 o= Not Started P
Environmental Compliance: Complete
TQP 4/1/2012 %
DOE-STD-1156-2011 eTQP manager /1 % (Legacy) @
LR D 2 v Page size: 10 - 18 items in 2 pages

3. In the confirmation dialog box, click Open or Save.

Do you want to open or save RadGridExport.xis (10.5 KB) from etqpdev? I Open I Save Ivll Cancel

4. eTQP creates a spreadsheet named “RadGridExport.xIs.”

NON-PROPRIETARY INFORMATION
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¢ Depending on the option selected in Step 4, the spreadsheet either opens or is
saved to the user’'s Downloads folder.

5. If the Microsoft Excel dialog box is displayed, click Yes to open the spreadsheet.

Microsoft Excel E

The file format and extension of 'RadGridExport.xls’ don't match, The file could be corrupted or unsafe. Unless you trust its source,
l & don't open it. Do you want to open it anyway?

I Yes I | Mo I Help |

Was this information helpful?

12.4 Sort the List of Qual Cards

See Section 6.1.2 for help on sorting items

() eTQPBASICS i a list

e To sort the list of qual cards on the Qual Card Admin page by the values in one of
the columns, click the appropriate column heading.

. Participant | Qual Title Directed By Comp Progress Card Status m

Shawn Occupational Safety: . . Complete
Michelle Gibson 1/1/1986 100%
Charles DOE-STD-1160-2011 i — (Legacy) @(D
> Shawn Aviation Manager:
Charles DOE-STD-1165-2003 eTQP supervisor 2/26/2016 12%  In Progress (:(D
CN-1
» Shawn Chemical Processing: . "
Charles DOE-STD-1176-2010 eTQP supervisor 10/31/2014 s In Progress (:()
» Shawn Criticality Safety: "
Charles e R eTQP supervisor 11/1/2014 ow  In Progress @
Shawn Aviation Manager:
Charles DOE-STD-1165-2003 eTQP supervisor 11/29/2014 o Not Started @
(CN-1)

NON-PROPRIETARY INFORMATION
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