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IT Recommendations

Please refer to the following recommendations before working in the CSOD Learning
Management System.

*  CSOD may be “blocked” by the JSP VPN. Access would need to be
Disconnect initiated after disconnecting from the VPN.

fromVPN ¢ A ‘warning’ pops up when you download an excel file (e.g., to view
a report), select View Spreadsheet instead.

Disable Disable your pop-up-blocker by going to your browser’s settings, privacy
Pop-up- and security, pop-ups and redirects, and allow pop-ups from
Blocker www.dau.csod.com.

* Add Cornerstone to your organization’s white pages and use Google
Internet Chrome as the Internet Browser.

Browser * Increase the size of your screen by holding CTRL button and + at the
same time or go to your browser’s settings, zoom.

Frequently Asked Questions (FAQ's)

Visit the DAU FAQs @ https://www.dau.edu/help-center

Or contact the DAU Public Service Desk Portal:

https://services.dau.edu/psp?id=public portal



https://www.dau.edu/help-center
https://services.dau.edu/psp?id=public_portal

Welcome to Cornerstone OnDemand

(CSOD)

Create Account

New Users will need to submit a DAU
SAAR Form to obtain access to CSOD.

Select the link below to create an account.

https://saar.dau.edu/

CAC Assistance

Multiple factors can impact your ability
to log into CSOD with your DoD CAC.

Select the link below for CAC related
assistance.

https://www.dau.edu/help-center/faq/dod-cac-
login-assistance

Public Service Portal

Submit an Incident Ticket to the DAU Help
Desk for all login related assistance.

Select the link below to submit a Help
Desk ticket.

https://services.dau.edu/psp?id=public portal

Login FAQs

* DoD CAC Login Assistance
* Username Assistance
* Password Assistance

Select the link below to access FAQ's.

https://www.dau.edu/help-center/fag/account-
activation



https://saar.dau.edu/
https://www.dau.edu/help-center/faq/dod-cac-login-assistance
https://services.dau.edu/psp?id=public_portal
https://www.dau.edu/help-center/faq/account-activation

SPel Certitications



Submit an SFPC, ATC, PSC, or ISOC Enroliment Request Form

When you want to enroll in a Core SPeD Certification or Credential...

Step 1: Go to the following link: www.cdse.edu/Certification/Request-to-take-an-Assessment/
and select the Enterprise Certifications and Credentials enrollment link for your agency. When
the form launches, confirm at the top of the page that you are completing the correct form for
your agency. After you have read all instructions at the top of the form, please confirm all
personal information is correct. If any information is out-of-date, use this form to make
corrections.

AOC Core SP&D Certification and Credential Enrollment Request Form

2 bwo characters. Please uie BC if you o

Step 2: Then, enter your location information. The City, State, and Zip Code entered here will be
sent to Pearson VUE to assist with scheduling your proctored exam. If you are located
internationally, please put NA for the State and Zip fields.

City = I
| , 2 |
S
Please MNote: Fpr scheduling purposes, the state field on this form must only contain two characters. Please use DC if you reside in Washington, D.C.
State: *
please list MA for infernational testing locations.

Zip Code: *

please list MA for international testing locations.



http://www.cdse.edu/Certification/Request-to-take-an-Assessment/

Submit an SFPC, ATC, PSC, or ISOC Enroliment Request Form (Cont. 1)

Step 3: Select your Country from the dropdown list.

Country: *
Select -4 : 3
' & select T

United States

- )

Aruba
Afghanistan
Angola
Anguilla
Aland Islands

Step 4: Once you have confirmed all personal information is correct, you may select any
Approved Reasonable Accommodations from the drop-down. Please select all that apply;
however, any reasonable accommodation supporting documentation must be sent to your CSR
prior to approval.

Approved Reasonable Accommodations:

Select options| = 4

L
select all _‘““}\\___/ 7t o seTID your C5A

g enrofiment in &

LR

Exira Time - 1/2 Exam Time | ET12ET

ites | ET300AM
Exira Time - Coulle Time | ETOATHM
Glucose Testing Supplies | GEMTR
Separate Aoom | SEPRMM

Separale Foom & Reader | SRREAD
Separate Room & Recorder | SRRECR

Separate Foom B 5ign Language Interpreter | SREGHR

Step 5: At the bottom of this page, select the SPeD Certification or Credential you are
requesting enrollment in.

Select the Core SP&D Certification or Credential you are requesting enroliment in below.
Security Fu =ntals Professional Certification (SFPC)
Physical Security Certification (PSC)

Antiterrorism Credential (ATC)

Industrial Security Oversight Credential (ISOC)

Please Note: If more than one exam is selected, your form will be denied and returned.




Submit an SFPC, ATC, PSC, or ISOC Enroliment Request Form (Cont. 2)

Step 6: If you are a Contractor, upload your Contractor Eligibility Verification Memorandum. If
you are not a contractor, select Next.

Contractor Eligibility Verification Memorandum

Select a file

NG accepled.

Please Note: If you are requesting enrollment in ATC, please navigate to the next page and ensure you have fulfilled all requirements before submitting this form.

Cancel m‘ 6

Step 7: The form fields on the second page are only required if you are requesting enrollment in
the Antiterrorism Credential (ATC). Drag and drop your Antiterrorism Officer Level Il
Completion Certification from your device into the box provided or choose Select a File to
upload your Completion Certificate.

Instructions: please review the DoD Professional Certification and Credentialing Handbook provided by the CDSE prior to submitting this form to ensure all
eligibility requirements are met for the Antiterrorism Credential (ATC). When you are ready to submit this form, please upload the required documents to the
appropriate attachment location below.

Antiterrorism Credential (ATC) eligibility requirements:

1. Level Il Antiterrorism Awareness Training
2. An ATO Appointment Letter

Antiterrorism Officer Level Il Completion Certificate

[ e

o N

Step 8: Repeat this process to upload your ATO Appointment Documentation in the second file
drop location.

ATO Appointment Documentation

1
em ¢




Submit an SFPC, ATC, PSC, or ISOC Enroliment Request Form (Cont. 3)

Step 9: Once all documents are uploaded, or if no documents are required because you are
requesting enrollment in either the Security Fundamentals Professional Certification (SFPC) or
the Physical Security Certification (PSC), select Submit For Approval.

Cancel I Submit For Approval <SR

™

Your form will be reviewed by your Component Service Representative (CSR) for approval.



Submit an SAPPC, SPIPC, or SPSC Enrollment Request Form

When you want to enroll in a Specialty SPeD Certification or Credential...

Please note that you will not be able to access a Specialty Enrolilment Request Form if you do
not already hold a Security Fundamentals Professional Certification (SFPC).

Step 1: Go to the following link: www.cdse.edu/Certification/Request-to-take-an-Assessment/
and select the Enterprise Certifications and Credentials enrollment link for your agency. When
the form launches, confirm at the top of the page that you are completing the correct form for
your agency. After you have read all instructions at the top of the form, please confirm all
personal information is correct. If any information is out-of-date, use this form to make
corrections.

1 First Name *

Last Name *
Email *
Organization
Organization Designation *
Select x

«  Select

e state fieldfon your user record must only contain twe characters. Please use DC below if you reside in Washington D.C

Step 2: Then, enter your location information. The City, State, and Zip Code entered here will be
sent to Pearson VUE to assist with scheduling your proctored exam. If you are located
internationally, please put NA for the State and Zip fields.

City = I
| . 2 |
.
Please Note: Fpr scheduling purposes, the state field on this form must only contain two characters. Please use DC if you reside in Washington, D.C.
State: *
please list MA for infernational testing locations.

Zip Code: *

please list MA for international testing locations.

10



http://www.cdse.edu/Certification/Request-to-take-an-Assessment/

Submit an SAPPC, SPIPC, or SPSC Enrollment Request Form (Cont. 1)

Step 3: Select your Country from the dropdown list.

Country: *
Select A - 3
' Select TN—

- )

United States
Aruba
Afghanistan
Angola
Anguilla
Aland Islands

Step 4: Once you have confirmed all personal information is correct, you may select any
Approved Reasonable Accommodations from the drop-down. Please select all that apply;
however, any reasonable accommodation supporting documentation must be sent to your CSR
prior to approval.

Approved Reasonable Accommpdations:

Select options| - 4 4
Salect all r 110t SETLT0 YOUT A, Der 10 appeoval

g enrcliment in below

17y
Exfra Time - 1/2 Exam Time | ET12ET

- 30 Minutes | ETZ0MMN

Time | ETOETH

cose Testing Supplies | G53MTR

Saparate Aoam | SEPRMM

Step 5: At the bottom of this page, select the SPeD Certification or Credential you are
requesting enrollment in.

Select the SPeD Certification or Credential you are requesting enroliment in below.

Security Asset Protection Professional Certification (SAPPC)

Security Program Integration Professional Certification (SPIPC)

Special Program Security Credential (SP5SC)

Please Note: If more than one exam is selected, your form will be denied and returned.

11




Submit an SAPPC, SPIPC, or SPSC Enrollment Request Form (Cont. 2)

Step 6: If you are a Contractor, upload your Contractor Eligibility Verification Memorandum. If
you are not a contractor, select Submit For Approval.

Contractor Eligibility Verification Memorandum

Select a file

(LN Submit For Approval 6
~——

Your form will be reviewed by your Component Service Representative (CSR) for approval.

12




Submit an APC Enroliment Request Form

When you want to enroll in the Adjudicator Professional Certification...

Step 1: Go to the following link: www.cdse.edu/Certification/Request-to-take-an-Assessment/
and select the Specialty Certification - Open to Adjudicators Only (APC) enrollment link for your
agency. When the form launches, confirm at the top of the page that you are completing the
correct form for your agency. After you have read all instructions at the top of the form, please
confirm all personal information is correct. If any information is out-of-date, use this form to
make corrections.

fields marked with an asterisk are required,

Instructions: please confirm the User Record information below or make any required changes.

* Approve: o
+ Deny: vou d
* Deny & Ret

1 First Name *

Last Name *

Email *

Organization

Organization Designation *
Select >

v Select

e state fieldfon your user record must only contain two eharacters. Please use DC below if you reside in Washington D.C

Step 2: Then, enter your location information. The City, State, and Zip Code entered here will be
sent to Pearson VUE to assist with scheduling your proctored exam. If you are located
internationally, please put NA for the State and Zip fields.

City = I
. .

. -

Please Note: Fpr scheduling purposes, the state field on this form must only contain two characters. Please use DC if you reside in Washington, D.C.

State: *

please list MA for infernational testing locations.

Zip Code: *

please list MA for international testing locations.

13


http://www.cdse.edu/Certification/Request-to-take-an-Assessment/

Submit an APC Enrollment Request Form (Cont. 1)

Step 3: Select your Country from the dropdown list.

Country: *
e
Select N 3
' & select \/

United States

- )

Aruba
Afghanistan
Angola
Anguilla
Aland Islands

Step 4: Once you have confirmed all personal information is correct, you may select any
Approved Reasonable Accommodations from the drop-down. Please select all that apply;
however, any reasonable accommodation supporting documentation must be sent to your CSR
prior to approval.

Approved Reasonable Accommodations:

Select options§ = 4 4
Sedact A0 Q\v 1 s Gt be pour TSR e 1o apptwal
m g enrcliment in below
Extra Time - 1/2 Exam Time | ET12E]
Extra Time - 30 Minutes | ET30MM

Extra Time - Doubda Tume | ETDETM
Glucose Testing Supplies | GSMTR
Separate Room | SEPRMM

Separate Room & Reader | SAREAD
Separate Roorm & Recorgder | SRRECE

separate Room &L 5ign Language Intergrater | SR5GHA

14




Submit an APC Enrollment Request Form (Cont. 2)

Step 5: At the bottom of this page, select the checkbox next to the Adjudicator Professional
Certification (APC) and read the enrollment instructions. If you are a Contractor, upload your
Contractor Eligibility Verification Memorandum.

ﬂd'judicatm Professional Certification (APC) =

Contractor Eligibility Verification Memorandum

Select a file

S0P B IRG, anet PR aczepted
Instructions: ploa Jal) Brofessinnal Certification and ¢
eligi 1enls ar #lor Professional

e (TYEF priar to submitting this fomn to ensere al

to submil this lorm, plesse uptoed the requited deosmnents

aling Handbook prowi

P} When yau are re;

aptiate #llachmest loeati

Adjudicator Professional Certification (APC) eligibility requirements:

* Introduction to Mational Security Adjudication (MS001.18)

Fundementals of Metional Security Adfudications (PS101.100

OF
-

oo {2 wears of adjudication work experience covering adjudication topics. Please upload documentation from your crganization

Step 6: Drag and drop your documents onto the page or choose Select a File to search for
documents from your device.

Introduction to National Security Adjudication (PS001.18) Completion Certificate

Select a file

PDF, IPEG, IPG, and PNG accepted

Fundamentals of National Security Adjudications (P5101.10) Completion Certificat; 6

Select a file

JPEG, JPG, and PNG accepted

Memorandum of Record (MFR) or other Job Experience Documentation

PDF, JPEG, JPG, or PNG accepted

Please Note: You may choose to either submit both completion certificates for Introduction to
National Security Adjudication (PS001.18) and Fundamentals of National Security Adjudications
(PS101.10), or you can upload a Memorandum of Record (MFR) or other Job Experience
Documentation as proof of your two (2) years of adjudication work experience.

15




Submit an APC Enrollment Request Form (Cont. 3)

Step 7: When all required documents are uploaded, select Submit For Approval at the bottom

of the form.
Submit For Approval | S

Cancel

Your form will be reviewed by your Component Service Representative (CSR) for approval.

16




Submit an SRPC Enrollment Request Form

When you want to enroll in the Security Review Proceedings Credential...

Please note that you will not be able to access a SRPC Request Form if you do not already hold
an Adjudicator Professional Certification (APC).

Step 1: Go to the following link: www.cdse.edu/Certification/Request-to-take-an-Assessment/
and select the Specialty Certification - Open to Certified Adjudicators Only (SRPC) enrollment
link for your agency. When the form launches, confirm at the top of the page that you are
completing the correct form for your agency. After you have read all instructions at the top of
the form, please confirm all personal information is correct. If any information is out-of-date,
use this form to make corrections.

fields marked with an asterisk are required,

Instructions: please confirm the User Record information below or make any required changes.

1 First Name *

Last Name *
Email *
Organization *
Organization Designation *
Select e

o  Select

e state fieldfon your user record must only contain twe characters. Please use DC below if you reside in Washington D.C

Step 2: Then, enter your location information. The City, State, and Zip Code entered here will be
sent to Pearson VUE to assist with scheduling your proctored exam. If you are located
internationally, please put NA for the State and Zip fields.

City * I

| 2 |

Please Mote: Fpr scheduling purposes, the state field on this form must only contain two characters. Please use DC if you reside in Washington, D.C.
State: *

please list NA for infernational testing locations.

Zip Code: *

please list NA for international testing locations.

17



http://www.cdse.edu/Certification/Request-to-take-an-Assessment/

Submit an SRPC Enrollment Request Form (Cont. 1)

Step 3: Select your Country from the dropdown list.

Country: *
e
Select N 3
' & select \/

United States

- )

Aruba
Afghanistan
Angola
Anguilla
Aland Islands

Step 4: Once you have confirmed all personal information is correct, you may select any
Approved Reasonable Accommodations from the drop-down. Please select all that apply;
however, any reasonable accommodation supporting documentation must be sent to your CSR
prior to approval.

Approved Reasonable Accommodations:

Select options§ = 4 4
Sedact A0 Q\v 1 s Gt be pour TSR e 1o apptwal
m g enrcliment in below
Extra Time - 1/2 Exam Time | ET12E]
Extra Time - 30 Minutes | ET30MM

Extra Time - Doubda Tume | ETDETM
Glucose Testing Supplies | GSMTR
Separate Room | SEPRMM

Separate Room & Reader | SAREAD
Separate Roorm & Recorgder | SRRECE

separate Room &L 5ign Language Intergrater | SR5GHA

18




Submit an SRPC Enrollment Request Form (Cont. 2)

Step 5: At the bottom of this page, select the checkbox next to the Security Review Proceedings
Credential (SRPC) and read the enrollment instructions. If you are a Contractor, upload your
Contractor Eligibility Verification Memorandum.

Select the Core SPeD Certification or Credential you are requesting enrollment in below.

Security Review Proceedings Credential (SRPC) *
|

5 ]

Contractor Eligibility Verification Memorandum

Select a file

BOF, JPEG, JPG, and PNG accepted.
Instructions: please review the DoD Professional Certification and Credentialing Handbook provided by the CDSE prior to submitting this form to ensure all
eligibility requirements are met for the Security Review Proceedings Credential (SRPC). When you are ready to submit this form, please upload the required

documents to the appropriate attachment location below.
Security Review Proceedings Credential (SRPC) eligibility requirements:
* Introduction to National Security Adjudication (P5001.18)

+ Fundamentals of National Security Adjudication (P5101.10)
» Advanced National Security Adjudications (P5301.10)

Step 6: Drag and drop all required documents onto the page or choose Select a File to search
for documents from your device.

Introduction to National Security Adjudication (P5001.18) Completion Certificate *

Select a file

PNG accepted.

Fund: Is of National Security Adjudications (P5101.10) Completion Certificjte *

Select a file

|
\

PNG accepted.

| Security Adjudications (P5301.10) Completion Certificate *

Advanced Nat

Select a file

Please Note: You are required to upload all Completion Certificates for the courses listed prior
to submitting the enrollment form.

19



Submit an SRPC Enrollment Request Form (Cont. 3)

Step 7: When all required documents are uploaded, select Submit for Approval at the bottom

of the form.
Submit For Approval | S

Your form will be reviewed by your Component Service Representative (CSR) for approval.

Cancel

20




View & Manage Your SPeD Certification

When you want to view and complete SPED Certification Requirements...

Step 1: Hover over the Learning Tab and select View Your Transcript.

Learning Help Desk

View Your Transcript

View Completed Certificates

Learning Search

Preview Training Content

Playlists

Events Calendar

Learner Home

Step 2: On your Active Tab, the Certification you are enrolled in will appear. Some Certification
requirements may also appear on your active transcript, depending on their status. Select
Manage next to your Certification to view all details and requirements.

{h > > Transeript:
Transcript: .

Courses with an "Inactive” button have expired and are no longer available.

® Access Official DAU Transcript * Access Completed Training * Continuous Leaming Point {CLP) Information
Filter by Training Status Sort by Filter by Training Type Search by Keyword
Active = Date Added ™ | All Types = Search Q

Search Results

Hide Certified Certifications

I
Antiterrorism Credential (ATC) 2
D Due : Mo Due Date  Status:|n Progress  Expiration Date : None  Training Type : Certification T

21



View & Manage Your SPeD Certification (Cont. 1)

At the top of the page, your Certification details will appear. You may view the description, your
status, and any due dates or expirations. The number of credits required to be Certified will
appear here, as well as how many credits you currently have.

Step 3: In each section, select Request, Launch, or Open to view a requirement of the
Certification. If a requirement is completed, you may also have the option to Mark Complete.

[t —— ]

Progress Report
Title: Antiterrorism Credential (ATC)

Description: The ATC provides a recognized and reliable indication of a security practitioner's understanding and ability to specify purpose, function, and role of the Antiterrorism (AT) Plan to
the effective functioning of an AT Program, and appropriately apply that knowledge to contribute to the effective functioning of an AT program
Family: SPe&D Certifications and Credentials
Category: Core Certifications

Current Status: In Progress
Current Period: Initial Period
Current Version: 2.0
Required Credits: 2.00
Earned Credits: 0.00

Due Date: MNone
Expiration Date: None

CERTIFICATION
TITLE TYPE CREDITS STATUS OPTIONS CREDITED DETAILS
~ Resources (Required Credits: Min = 0.00, Max = 0.00 / Acquired Credits: 0.00)
= DoD Professional Certification and Credentialing 5 " 1
ettt Material 0.00 Completed Request 1 3 - A=
¥ SP&D Certification Candidate Task Aid Material 0.00 Completed Request *\\-/ -]
~ PearsonVue Exam (Required Credits: Min = 1,00, Max = 1.00 / Acquired Credits: 0.00)
* Antiterrorism Credential (ATC) Exam Online Class 1.00 Registered Launch Mo - ]
¥ Pearson VUE Exam Re-Authorization Forms Curriculum 0.00 In Progress Open Curriculum Mo -l |

22



Launch Your SPED Pearson VUE Exam

When you want to register for your Pearson VUE Exam...

Step 1: Hover over the Learning Tab and select View Your Transcript.

Learning Help Desk

View Your Transcript

View Completed Certificates

Learning Search

Preview Training Content

Playlists

Events Calendar

Learner Home

Step 2: On your Active Tab, the Certification you are enrolled in will appear. The Pearson VUE
Exam may appear outside of the Certification on your active transcript as well. Select Manage
next to your Certification to view all details and requirements.

{h > > Transeript:
Transcript: .

Courses with an "Inactive” button have expired and are no longer available.

® Access Official DAU Transcript * Access Completed Training * Continuous Leaming Point {CLP) Information
Filter by Training Status Sort by Filter by Training Type Search by Keyword
Active = Date Added ™ | All Types = Search Q

Search Results

Hide Certified Certifications

I
Antiterrorism Credential (ATC) 2
D Due : Mo Due Date  Status:|n Progress  Expiration Date : None  Training Type : Certification T

23



Launch Your SPéED Pearson VUE Exam (Cont. 1)

Step 3: In the Pearson VUE Exam section, you will find an Online Class with your Pearson VUE
Exam title; select launch next to this requirement.

CERTIFICATION

TITLE TYPE CREDITS STATUS OPTIONS CREDITED DETAILS

* Resources (Required Credits: Min = 0.00, Max = 0.00 / Acquired Credits: 0.00)

¥ DoD Professional Certification and Credentialing Material 0.00 Completed ReRequest No = E]
Handbook '
¥ SP&D Certification Candidate Task Aid Material 0.00 Completed ReRequest No 33

* PearsonVue Exam (Required Credits: Min = 1.00, Max = 1.00 / Acquired Credits: 0.00)

* Antiterrorism Credential (ATC) Exam Online Class 1.00 Registered -~ 3 E A=

¥ Pearson VUE Exam Re-Authorization Forms Ccurriculum 0.00 In Prograss Open Curriculum . ) 8

—

Please Note: If the Pearson VUE Exam does not appear on your transcript, please wait 24 hours
from your enrollment in the Certification to allow the Exam Authorization to process.

Step 4: When the course launches, select Next on the first page.

EXIT COURSE
y Defense Counterintelligence
; and Security Agency
Registering for the
Antiterrorism Credential (ATC) Exam
Click the Next > button to continue.
4 1 NexT)>

24




Launch Your SPéED Pearson VUE Exam (Cont. 2)

Step 5: Please read all information listed on the registration information page; within 24 hours,
you will receive an email from Pearson VUE with scheduling information.

g Defense Counterintelligence
%  and Security Agency

You are now registered for the Antiterrorism Credential (ATC) Exam! 5
Here are the next steps: .

1. You will receive a welcome email from Pearson VUE (pearsonvueconfirmation@pearson.com)
within 24 hours with detailed instructions on how to schedule your exam. You will not be able to
register for the exam without the link provided from PearsonVUE.

o If you do not receive a link, please check your junk mail.

o If you still cannot find your email from PearsonVUE, please contact your contact your DOD
SPeD Component Service Representative (CSR).

2. You will need to schedule your exam date and time using the links provided in the PearsonVUE
welcome email. You will have 180 days to schedule your first exam date and time.

3. Upon closing this window, this Exam will automatically reflect a ‘failed’ status on your transcript.
Your Exam score and status will update to reflect the correct Score and Status no more than a
week after you have completed your exam and a score has been documented.

For information and guidance on the Exam process, please review DCSA's Exam Frequently Asked
Questions (FAQs) at www.cdse.edu/Certification/About-SP&D-Certification/Frequently-Asked-
Questions/.

You can now close this window or click Exit Course.

Step 6: When you have read all the information, select Exit Course; you will be redirected back
to your transcript.

6 EXIT COURSE

’l Defense Counterintelligence
W  and Security Agency

The Pearson VUE requirement will show as Failed on your Transcript and within your
Certification until you have completed your proctored exam.

25




Submit a SPeD Pearson VUE Exam Re-Authorization Request

When you want to be app

roved for another Pearson VUE Exam attempt...

Step 1: Hover over the Learning Tab and select View Your Transcript.

Learning

View Your

Help Desk

Transcript

View Completed Certificates

Learning Search

Preview Training Content

Playlists

Events Calendar

Learner H

ome

Step 2: On your Active Tab, the Certification you are enrolled in will appear. The Pearson VUE
Exam may appear outside of the Certification on your active transcript as well. Select Manage
next to your Certification to view all details and requirements.

&>
Transcript: .

> Transcript:

* Access Official DAU Transcript

Filter by Training Status Sort by
-

Active

Search Results

L]

Date Added ¥

Courses with an "Inactive” button have expired and are no longer available.

* Access Completed Training

Filter by Training Type

-

All Types

Antiterrorism Credential (ATC)

Due : No Due Date  Status: In Progress

Expiration Date : None  Training Type : Certificatio

* Continuous Leaming Point (CLP) Information

Search by Keyword

Search

Q

Hide Certified Certifications

I
2
1
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Submit a SPeD Pearson VUE Exam Re-Authorization Request (Cont. 1)

Step 3: Select Open Curriculum next to the Pearson VUE Exam Re-Authorization Forms

curriculum.

CERTIFICATION
e S e e s SO
¥ DaD 1 1] fication and Ci ing Handboaok Material 000 Compieted ReRequest
¥ SP&D Certification Candidate Task Aid Material 0.00 Camplated ReRequest
~ PearsonVus Exam (Required Credits: Man = 1,00, Max = 1.00 / Acguired Credits: 0.00)
c ] Antiterrorism Credential (ATC) Exam Cnling Class 1.00 Failed Lauwnch
e e b e b P =i i 3 [T e
a1

Step 4: A new page will load. Next to the Pearson VUE Exam Re-Authorization Forms section,

select View Details.

Pearson VUE Exam Re-Authorization Forms

Pearson VUE Exam Re-Authorization Forms Options ™

0%

Select the Pearson VUE Exam Re-Authorization Form for your agency. Once you complete the form, it will be routed to

——

CURRICULUM PROGRESS 4
Pearson VUE Exam Re-Authorization Forms [

Pearson VUE Exam Re- 0% Completed : 0 Min Required: 1 Total Items: 4 _ -
Authorization Forms

(O PEARSON VUE EXAM RE-
AUTHORIZATION FORMS

the appropriate Component Service Representative (CSR) for approval.

Step 5: A list of Pearson VUE Exam Re-Authorization forms will load. Select launch next to the
form that applies to you. Please note that there are 59 possible forms; if you do not see your

agency listed, please select the OTHER form.

Transcript: Pearson VUE Exam Re-Authorization Forms

Pearson VUE Exam Re-Authorization Forms Options *

o)
0%
Pearson VUE Exam Re-Authorization Forms
0% Completed: 0 Min Required: 1 Total ltems : 4
CURRICULUM PROGRESS
L

Pearson VUE Exam Re- o~ Air Force: Pearson VUE Exam Re-Authorization Form m 5
4 ™.

Status : In Progress  Due : No Due Date

Authorization Forms

O PEARSON VUE EXAM RE-
AUTHORIZATION FORMS & ARMY: Pearson VUE Exam Re-Authorization Form
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Submit a SPeD Pearson VUE Exam Re-Authorization Request (Cont. 2)

Step 6: Complete the Pearson VUE Exam Re-Authorization form by confirming that all personal
information listed is correct.

First Name * I

Last Name *

Email *

Organization *

Organization Designation *

Civilian

City *

Please Note: For scifeduling purposes, the state field on this form must only

State: *

Zip Code: =

Country: *

United States it

Step 7: Once you have confirmed all personal information is correct, select which Pearson VUE
Exam you are pursuing. You may only select one option per form.

Please select the SPeED Certification or Credential you are pursuing: *
Security Fundamentals Professional Certification (SFPC)
Security Asset Protection Professional Certification (SAPPC)
Security Program Integration Professional Certification (SPIPC)
Industrial Security Oversight Certification (ISOC)
Physical Security Certification (PSC)
Special Program Secunity Credential (SPSC)
7 EAr‘.titerrcrism Credential (ATC)

J Adjudicator Professional Certification (APC)

Due Process Adjudicator Professional Credential (DPAPC)
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Submit a SPeD Pearson VUE Exam Re-Authorization Request (Cont. 3)

Step 8: Once you have confirmed all personal information is correct, you may select any
Approved Reasonable Accommodations from the drop-down. Please select all that apply;
however, any reasonable accommodation supporting documentation must be sent to your CSR
prior to approval.

Approved Reasonable Accommag'ntians:

Select options

L]
o

L T 1t b st 1 yovar C5R prioe 10 appeo
Select AN bt e

MAA g enrclimant in below

Extra Teme - 172 Exam Time | ET12E]

Extra Time - 30 Mi

Step 9: Once all form fields are complete, select Submit For Approval. If you are a Contractor,
upload the Contractor Eligibility Verification Memorandum.

Contractor Eligibility Verification M

Select a file

[EIEMN  Submit For Approval I 9

Please Note: You may mark this item complete within the Curriculum or you may re-launch the
form to complete it as many times as needed. Marking this form complete will have no impact
on your Certification.
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SPéeD Certification Renewal Process

When you want to complete the Certification Renewal Package (CRP) for your Certifications or Credentials...

3/13/2025 Update: The SPeD PMO has implemented an indefinite pause on the certification
maintenance and renewal process. Users should no longer use CSOD to submit CRPs, until
further notice. Please contact dcsa.quantico.cdse.mbx.spedcert@mail.mil for more information.
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Submit a SPED/APC Re-

Enroliment Request Form

When you want to re-enroll in an expired Certification or Credential...

Step 1: Hover over the Learning Tab and select View Your Transcript.

Learning Help Desk

View Your Transcript

View

Lear

v Completed Certificates

ning Search

Preview Training Content

Play

lists

Events Calendar

Lear

ner Home

Step 2: On your Active Tab, the Certification you are enrolled in will appear. Some Certification

requirements may also appear on your active

transcript, depending on their status. Select

Manage next to your Certification to view all details and requirements.

{2 D> UserispeD » Transcript: User 1 SPeD

Transcript: User 1 SPeD

* Access Official DAU Transcript * Access Completed Training
Filter by Training Status Sort by Filter by Training Type
Active o Date Added ¥ All Types =

Search Results (1)

D Security Fund itals Professional Certification (SFPC)

Due : 10/4/2023 Status : Certified (Renewal In Progress) Expiration Date : 10,

Courses with an “Inactive” button have expired and are no longer available.

= Continuous Learning Point (CLP) Information

Search by Keyword
Search Q

Hide Certified Certifications

z

/5/2023 Training Type : Certification
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Submit a SPED/APC Re-Enrollment Request Form (Cont. 1)

Step 3: Select the down arrow to the left of the Re-Enrollment Forms section.

CERTIFICATION

TITLE

TYPE

~ Resources (Required Credits: Min = 0.00, Max = 0.00 / Acquired Credits: 0.00)

¥ DoD Professional Certification and Credentialing Handbook
3 P lEnmIlment Forms (Required Credits: Min = 1.00, Max = 1.00 / Acquired Credits: 0.00)

Material

Step 4: Select Request under the Options column for the SPéD/APC Re-Enrollment Forms

Curriculum.
“ Re: Forms ) Credits: Min = 0.00, Max = 1.00 / Acquired Credits: 0.00)
= SPED/APC Re-Enrollment Forms Curriculum 0.00 Not Activated Request 4

N

Step 5: A new window will appear. Select Request again at the bottom of the window and wait

for the page to reload.

Taerans
DCSA: SPED/APC Re-Enrollment Form POSA SPED Certiication $.00 /A —
Navy: SPD/APC Re-Enrollment Form oA SPeD Certifiation $.00 NIA —
5 - I [ Request ] [ Close ]

= werst

All D Lo D AT

Step 6: Once the Curriculum is requested, select Open Curriculum.
* Re-Enrollment Request Forms (Required Credits: Min = 0.00, Max = 1.00 / Acquired Credits: 0.00) —
* SP&D/APC Re-Enrollment Forms Curriculum 0.00 In Progress 6 /l Open Curriculum
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Submit a SPED/APC Re-Enrollment Request Form (Cont. 2)

Step 7: Once the Curriculum loads, select View Details next to the SPED/APC Certification or
Credential Re-Enrollment Forms section to show all possible agency forms.

0%

CURRICULUM PROGRESS

SP&D/APC Re-Enroliment

Forms

O st

SPéD/APC Re-Enrollment Forms

SP&D/APC Certification or Credential Re- 7
0% Enrollment Forms -~
Completed Min Required : 1 Total Items : g

Options ¥

==

Step 8: From the list of agency-specific forms, select Launch next to the form that applies to
you. Please note that there are 58 possible forms; if you do not see your agency listed, please

select the OTHER form.

0%

CURRICULUM PROGRESS

SP&ED/APC Re-Enrollment

Forms

Q SPED/APC CERTIFICATION
OR CREDENTIAL RE-
ENROLLMENT FORMS

FIIIIIIIIIFIY.

y ] Transcript SP2D/APC Re-Enrollment Forms

SPéD/APC Re-Enrollment Forms

SP&D/APC Certification or Credential Re-Enrolilment Forms
0% Completed : 0 Min Required: 1 Total Items : 50

Py Air Force: SP&éD/APC Re-Enrollment Request F 8

Status : Registered Due : No Due Date

“ Architect of the Capitol: SPED/APC Re-Enrollment
f -

Request Form
Status : Registered Due: No Due Date

Launch

- Army: SP&D/APC Re-Enrollment Request Form
B Status : Registered Due : No Due Date

Launch

Launch

- Central Command: SPED/APC Re-Enrollment Request
‘ -
Form

L2500 PRl gD Rl 8 0 0 £ 0 0 P DL PP LIPS

Options ™
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Submit a SPED/APC Re-Enrollment Request Form (Cont. 3)

Step 9: When the form loads, ensure your personal details and location information are correct.

First Name * I 9
Last Name *

Email *
| |

Organization *

Organization Designation *

Civilian

City *

Please Note: For scifeduling purposes, the state field on this form must only|

State: *

plezse list N0, for intematighal testing locatiore,

Zip Code: *

Country: *
United States ot
LL5. Teritories are fisted inffropdown

Step 10: Use the dropdown menu to select any Approved Reasonable Accommodations for
your new Pearson VUE exam.

Approved Reasonable Accommadations:

T
Select opti - 10
elect options i T\\‘__‘/

| Select All b9 5801 10 your S5A pror 10 3perov
MfA g enrollment in below.
Extra Time - 1/2 Exam Time | ET12ET

Extra Time - 30 Minutes | ET30MN
Extra Time - Double Time | ETDBTM

Glucose Testing Supplies | GSMTR

Separate Room | 5
Separate Room & Recorder | SRRECR

Separate Room & Sign Language Interpreter | SRSGNR
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Submit a SPED/APC Re-Enrollment Request Form (Cont. 4)

Step 11: Select the SPéD Certification or Credential that you would like to re-enroll in. If you
have allowed more than one Certification or Credential to lapse, please complete this form

multiple times.

select the SP&D Certification or Credential you are pursuing: *

. curity Fundamentals Professional Certification (SFPC)

curity Asset Protection Professional Certification (SAPPC)
11 curity Program Integration Professional Certification (SPIPC)
dustrial Security Oversight Certification (ISOC)

wysical Security Certification (PSC)

secial Program Security Credential (SPSC)

ntiterrorism Credential (ATC)

ljudicator Professional Certification (APC)

ue Process Adjudicator Professional Credential (DPAPC)

Step 12: Once all form fields are complete, select Submit For Approval. If you are a Contractor,
upload the Contractor Eligibility Verification Memorandum.

Contractor Eligibility Verification M

Select a file

(TN Submit For Approval l 12

Please Note: You may mark this item complete within the Curriculum or you may re-launch the
form to complete it as many times as needed. Marking this form complete will have no impact

on your Certification.

This form will be routed to the appropriate Component Service Representative for review and
approval. You will be notified via email if a Renewal Period Pearson VUE Exam Registration has

been added to your transcript.
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Launch a SPeD Renewal Period Pearson VUE Exam

When you’ve been assigned a new exam attempt because your Certification expired...

Step 1: Hover over the Learning Tab and select View Your Transcript.

Home Connect Learning Help Desk

View Your Transcript

View Completed Certificates

Learning Search

Preview Training Content

Playlists

Events Calendar

Learner Home

Step 2: On your Active Tab, a Renewal Period Exam will appear in a Registered status. Select
Launch.

v
Renewal Period: Antiterrorism Credential (ATC) Exam 2
- Due : No Due Date  Status : Registered Training Type : Online Class

J
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Launch a SPeED Renewal Period Pearson VUE Exam (Cont. 1)

Step 3: When the course launches, select Next on the first page.

EXIT COURSE

Defense Counterintelligence
and Security Agency

&g

Registering for the
Antiterrorism Credential (ATC) Exam

Click the Next > button to continue,

3 T NEXT >

Step 4: Please read all information listed on the registration information page; within 24 hours,
you will receive an email from Pearson VUE with scheduling information.

g Defense Counterintelligence
and Security Agency

You are now registered for the Antiterrorism Credential (ATC) Exam! 4
Here are the next steps:

1. You will receive a welcome email from Pearson VUE (pearsonvueconfirmation@pearson.com)
within 24 hours with detailed instructions on how to schedule your exam. You will not be able to
register for the exam without the link provided from PearsonVUE.

o If you do not receive a link, please check your junk mail.

o If you still cannot find your email from PearsonVUE, please contact your contact your DOD
SPeD Component Service Representative (CSR)

2. You will need to schedule your exam date and time using the links provided in the PearsonVUE
welcome email. You will have 180 days to schedule your first exam date and time.

3. Upon closing this window, this Exam will automatically reflect a ‘failed’ status on your transcript.
Your Exam score and status will update to reflect the correct Score and Status no more than a
week after you have completed your exam and a score has been documented.

For information and guidance on the Exam process, please review DCSA’'s Exam Frequently Asked
Questions (FAQs) at www.cdse.edu/Certification/About-SPéD-Certification/Frequently-Asked-
Questions/.

You can now close this window or click Exit Course.

37




Launch a SPeED Renewal Period Pearson VUE Exam (Cont. 2)

Step 5: When you have read all the information, select Exit Course; you will be redirected back
to your transcript.

5 EXIT COURSE

Defense Counterintelligence
W  and Security Agency

The Pearson VUE requirement will show as Failed on your Transcript and within your
Certification until you have completed your proctored exam. Once you have passed your
Renewal Period Exam, your Certification will be submitted for Completion Approval to the

Program Management Office.
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View Your SPED Submitted Forms

When you want to view all your submitted enrollment, CRF, and PDU formes...

Step 1: Hover over the Home tab and select Universal Profile.

Home Connect Learning

Welcome

Universal Profile

Scheduled Tasks

Learning Admin Console

People Matrix

Step 2: Select Snapshot from the menu bar at the top of the Universal Profile.

& User Record ¥ Bio ¥ Feedback Transcript 2 | Snapshot Skills ¥
\_/.

Q > > User Record
User Record

Complete the Update User Record form to update your user record.

Name : User Name :

Step 3: On the Snapshot page, select the Documents widget.

User Record ~ Bio ~ Feedback T
o > > snapshot
Snapshot

— 3
<
A

16
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View Your SPeD Submitted Forms (Cont. 1)

Step 4: Select the correct folder for the form you wish to view.

Documents

SP&D Certification Enrollment Request Forms SP&D or APC Re-Enrollment Forms

I - Files: & C g I - Files: 0
| SPéD Pearson VUE Exam Re-Authorization Forms

> | Files: 4

Snapshot Documents Folder Contents:

A. SPéD Certification Enrollment Request Forms: this folder contains any SPeD Core,
Specialty, APC, or SRPC Enrollment Request forms submitted by you.

B. SPeD Pearson VUE Exam Re-Authorization Forms: this folder contains any SPED Pearson
VUE Exam Re-Authorization forms that have been submitted during the Initial
Certification Period.

C. SPeD or APC Re-Enrollment Forms: this folder contains any SPED Re-enrollment request
forms that have been submitted after a Certification expired.
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View Your SPeD Submitted Forms (Cont. 2)

Step 5: Once a folder is selected, you will see a list of submitted forms. Select Open from the
dropdown list to view the form contents. You may also choose to download a PDF version of the
form.

‘G} > » Snapshot » Documents J SPED Certification Enrollment Request Forms

SPeD Certification Enrollment Request Forms

&7 ARMY: Core SP&D Certification and Credential Enroliment Request Form - hd
Upload Date: 9/17/2022 Uploaded By:
Attachmentis) : 1 5 ~ Open
™ Print to PDF

Step 6: At the top of each form, you will be able to see the form’s approval status and any
comments submitted by an approver.

ARMY: Core SPeD Certification and Credential Enroliment Request Form

Pending Approval. [ \6)

Instructions: please confirm the User Record information below or make any required changes,

Upon submission, your eligibility for the selected SPED Certification will be confirmed by the appropriate Component Service Representative (CSR). The CSR will
either approve, deny, or deny and return the form.

Step 7: Once you have read all information, select Done at the bottom of the page to return to
the folder.

Print to PDF
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Re-Submit a SPeD Returned Form

When you want to view and resubmit a returned form for approval...

Step 1: Hover over the Home tab and select Universal Profile.

Home Connect Learning

o

Welcome

Universal Profile

Scheduled Tasks

Learning Admin Console

People Matrix

Step 2: Select Actions from the menu bar at the top of the Universal Profile.

& User Record ¥ Bio ¥ Feedback Transcript Actions ~ Sn
)
o > > UserRecord Actions 'q 2
User Record Requests

Complete the Update User Record form to update your user record.

Name :

Step 3: On the Actions page, you will find any returned forms pending your edits and
resubmission. Select Launch next to the form.

Actions ] |

Actions Requests
Show All ™ By Due Date ™
Launch: (Returned) ARMY: Core SPeD Certification and Credential Enrollment Request Form 3
- | Due: Status:In Progress {
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Re-Submit a SPED Returned Form (Cont. 1)

Step 4: Read the comments provided by the approver in the orange bar at the top of the form.

ARMY: Core SPeD Certification and Credential Enrollment Request Form

~ denied and retumed to you with the following comments: .V

All fields marked with an asterisk are required.

Instructions: please confirm the User Record information below or make any required changes.

Step 5: Make any required edits to the form; select Resubmit for Approval when all updates are
complete.

l

Cancel | Resubmit For Approval W\5/
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LITP Certifications



Submit a CITP Enrollment Request Form

When you want to enroll in a CITP Certification...

Step 1: Request enrollment in a CITP Certification via the CDSE Website. When the form
launches, confirm at the top of the page that you are completing the correct form for your
agency. After you have read all instructions at the top of the form, please confirm all personal
information is correct. If any information is out-of-date, use this form to make corrections.

All fields marked with an asterisk are required.

confirm the User Record informati

Instructions: please
will be confirm,

r make any

First Name =

Last Name *

e Email *

Organization *

Organization Designation *

Select

"% Select
Active Duty
Reserve Military

# fiedd on this form must only contain two characters. Please use DC if you reside in Washington, D.C.
Civilian

Contractor

Step 2: Then, enter your location information. The City, State, and Zip Code entered here will be
sent to Pearson VUE to assist with scheduling your proctored exam. If you are located
internationally, please put NA for the State and Zip fields.

-
City *

Please Note: For scheduling purposes, the ate field on this form must only

State: * - 2

please list NA for international testing locations.

Zip Code: *
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Submit a CITP Enroliment Request Form (Cont. 1)

Step 3: Select your Country from the dropdown list.

Country: *

| Select G \3_"

| & Select

- )

United States
Aruba
Afghanistan
Angola g
Anguilla

Aland Islands

Step 4: Once you have confirmed all personal information is correct, you may select any
Approved Reasonable Accommodations from the drop-down. Please select all that apply;
however, any reasonable accommodation supporting documentation must be approved by the
Program Management Office.

Approved Reasonable Accommodations:

Select options | ¥ 4
Select Al T
N/A

Extra Time - 1/2 Exam Time | ET12ET
Extra Time - 30 Minutes | ET30MN
Extra Time - Double Time | ETDBETM
Glucose Testing Supplies | GSMTR
Separate Room | SEPRMM

Separate Room & Reader | SRREAD
Separate Room & Recorder | SRRECR

Separate Room & Sign Language Interpreter | SRSGNR

Step 5: At the bottom of this page, select the CITP Certification you are requesting enrollment
in.

| Certified Insider Threat Professional - Fundamentals (CITP-F) *
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Submit a CITP Enroliment Request Form (Cont. 2)

Step 6: Choose Select a file or use the drag and drop box to upload your CITP Eligibility
Memorandum.

Step 7: Once all form fields are complete, select Submit For Approval.

CITP Eligibility Memorandum *

6 [

7 e

Your request will be reviewed by the Program Management Office for Approval.
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View & Manage Your CITP Certification

When you want to view and complete CITP Certification Requirements...

Step 1: Hover over the Learning Tab and select View Your Transcript.

Learning Help Desk

View Your Transcript

View Completed Certificates

Learning Search

Preview Training Content

Playlists

Events Calendar

Learner Home

Step 2: On your Active Tab, the Certification you are enrolled in will appear. Some Certification
requirements may also appear on your active transcript, depending on their status. Select
Manage next to your Certification to view all details and requirements.

Q ) > Transcript:
Transcript:
Courses with an “Inactive” button have expired and are no longer available.
« Access Official DAU Transcript » Access Completed Training « Continuous Learning Point (CLP) Information
Filter by Training Status Sort by Filter by Training Type Search by Keyword
Active o Date Added ™ All Types = t"-'-': ch ] Q

Search Results (2) Hi

Certified Insider Threat Professional - Fund tals (CITP-F) Exam
Due : Mo Due Date  Status : Registered  Training Type : Online Class

Certified Insider Threat Professional - Fund tals (CITP-F) 2 { m
Due : Mo Due Date  Status: In Progress  Expiration Date : None  Training Type : Certification '
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View & Manage Your CITP Certification (Cont. 1)

At the top of the page, your Certification details will appear. You may view the description, your
status, and any due dates or expirations. The number of credits required to be Certified will
appear here, as well as how many credits you currently have.

Step 3: In each section, select Request, Launch, or Open to view a requirement of the
Certification. If a requirement is completed, you may also have the option to Mark Complete.

Certification Details

Progress Report

Title: Certified Insider Threat Professional — Fundamentals (CITP-F)
The CITP-F measures and assesses whether an individual has the requisite and skills. in the CITP-E tial Body of to perform the tasks outlined in the CITP-Essential Body of
Description: Work. The CITP-F was designed with a target population of those personnel working directly in an Insider Threal program, however, because each program is unique with different needs and constraints, the CITP-F
s open to anyone who works within or is affilialed with an Insider Threat Program, as determined by each organization's Program Manager.

Family: CCITP Certifications
Category: Level1

Current Status:  In Progress
Current Period:  Initial Period
Current Version: 3.0
Required Credits: 1.00
Earned Credits: 0.00

Due Date: None
Expiration Date: None

CERTIFICATION
TITLE TYPE CREDITS STATUS OPTIONS CREDITED DETAILS
* Resources (Required Credits: Min = 0,00, Max = 0,00 / Acquired Credits: 0.00)
= SPéD & CITP Candidate Task Aid Material 0.00 Mot Activated Request

3

Online Class 1.00 Regstered Launch L |

* Pearson VUE Exam (Required Credits: Min = 1.00, Max = 1.00 / Acquired Credits: 0.00)
= Certified Insider Threat Professional - Fundamentals (CITP-F)
Exam

* optional Section: Request Additional Exam Attempts (Required Credits: Min = 0.00, Max = 0.00 / Acquired Credits: 0.00)

Approval History v
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Launch Your CITP Pearson VUE Exam

When you want to register for your CITP Pearson VUE Exam...

Step 1: Hover over the Learning Tab and select View Your Transcript.

Learning Help Desk

View Your Transcript

View Completed Certificates

Learning Search

Preview Training Content

Playlists

Events Calendar

Learner Home

Step 2: On your Active Tab, the Certification you are enrolled in will appear. The Pearson VUE
Exam may appear outside of the Certification on your active transcript as well. Select Manage
next to your Certification to view all details and requirements.

Q b > Transcript
Transcript:
Courses with an "Inactive" button have expired and are no longer available.
» Access Official DAL Transcript » Access Completed Training » Continuous Leaming Point (CLP) Information
Filter by Training Status Sort by Filter by Training Type Search by Keyword
Active = Date Added ™ Certification ™ I ch I Q
Search Results (1) Hide Certified Certifications
Certified Insider Threat Professional - Fundamentals (CITP-F) 2 l m
D Due : Mo Due Date  Status : In Progress  Expiration Date : None Training Type : Certification  Training Status : Active '
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Launch Your CITP Pearson VUE Exam (Cont. 1)

Step 3: In the Pearson VUE Exam section, you will find an Online Class with your Pearson VUE
Exam title; select Launch next to this requirement.

CERTIFICATION
TITLE TYPE CREDITS STATUS OPTIONS CREDITED DETAILS
= Resources (Required Credits: Min = 0.00, Max = 0,00 / Acquired Credits: 0.00)
* SP&D & CITP Candidate Task Aid Matenal 0.00 Not Activated Request Mo
' Pearson VUE Exam (Required Credits: Men = 1.00, Max = 1.00 / Acqusred Credits: 0.00)
oy Certified Insider Threat Professianal - Fundamentals (CITP-F) Gniine Class 1.00 Registered - 3 =20
xam .
< optional Section: Request Additional Exam Attempts (Required Credits: Min = 0.00, Max = 0.00 / Acquired Credits: 0,00} . \__j

Please Note: If the Pearson VUE Exam does not appear on your transcript, please wait 24 hours
from your enrollment in the Certification to allow the Exam Authorization to process.

Step 4: When the course launches, select Next on the first page.

EXIT COURSE

‘.’ Defense Counterintelligence
@  and Security Agency

Registering for the
Certified Insider Threat Professional —
Fundamentals (CITP-F) Exam

Click the Next > button to continue.

4 NEXT >
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Launch Your Pearson VUE CITP Exam (Cont. 2)

Step 5: Please read all information listed on the registration information page; within 24 hours,
you will receive an email from Pearson VUE with scheduling information.

EXIT COURSE

‘., Defense Counterintelligence
and Security Agency

You are now registered for the Certified Insider Threat Professional — Fundamentals (CITP-F) Exam! I
Here are the next steps: 5

1. You will receive a welcome email from Pearson VUE (pearsonvueconfirmation@pearson.com) B
within 24 hours with detailed instructions on how to schedule your exam. You will not be able fo

register for the exam without the link provided from PearsonVUE.
o If you do not receive a link, please check your junk mail.

o If you still cannot find your email from PearsonVUE, please contact the SP&D Program
Management Office at dca.ncr.cdse.mbx.ccitp@mail.mil.

2. You will need to schedule your exam date and time using the links provided in the PearsonVUE
welcome email. You will have 180 days to schedule your first exam date and time.

3. Upon closing this window, this Exam will automatically reflect a ‘failed’ status on your transcript.
Your Exam score and status will update to reflect the correct Score and Status no more than a
week after you have completed your exam and a score has been documented.

For information and guidance on the Exam process, please review DCSA's Exam Frequently Asked
Questions (FAQs) at www.cdse.edu/Certification/Certified-Counter-Insider-Threat-Professional-CCITP-
Program/CCITP-Frequently-Asked-Questions/

You can now close this window or click Exit Course. You will not be able to return to this page.

¢ PREV

Step 6: When you have read all the information, select Exit Course; you will be redirected back
to your transcript.

6 EXIT COURSE

Defense Counterintelligence
W  and Security Agency

The Pearson VUE requirement will show as Failed on your Transcript and within your
Certification until you have completed your proctored exam.
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Submit a CITP Pearson VUE Exam Re-Authorization Request

When you want to be approved for another CITP Pearson VUE Exam attempt...

Step 1: Hover over the Learning Tab and select View Your Transcript.

Learning Help Desk

View Your Transcript

View Completed Certificates

Learning Search

Preview Training Content

Playlists

Events Calendar

Learner Home

Step 2: On your Active Tab, the Certification you are enrolled in will appear. The Pearson VUE
Exam may appear outside of the Certification on your active transcript as well. Select Manage
next to your Certification to view all details and requirements.

Q b > Transcript
Transcript:
Courses with an "Inactive" button have expired and are no longer available.
» Access Official DAL Transcript » Access Completed Training » Continuous Leaming Point (CLP) Information
Filter by Training Status Sort by Filter by Training Type Search by Keyword
Active = Date Added ™ Certification ™ I ch I Q
Search Results (1) Hide Certified Certifications
Certified Insider Threat Professional - Fundamentals (CITP-F) 2 l m
D Due : Mo Due Date  Status : In Progress  Expiration Date : None Training Type : Certification  Training Status : Active '
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Submit a CITP Pearson VUE Exam Re-Authorization Request (Cont. 1)

Step 3: Find the section titled Optional Section: Request Additional Exam Attempts. Select
Request next to the Certified Insider Threat Professional — Fundamentals (CITP-F) Pearson VUE
Exam Re-Authorization Request Form.

CERTIFICATION

TITLE TYPE CREDITS STATUS OPTIONS CREDITED DETAILS
*~ Resources (Required Credits: Min = 0.00, Max = 0.00 / Acquired Credits: 0.00)
= SP&D & CITP Candidate Task Aid Material o.00 Mot Activated Request He
~ Pearson VUE Exam (Required Credits: Min = 1.00, Max = 1.00 / Acquired Credits: 0.00)

= Certified Insider Threat Professional - Fundamentals (CITP-F) o0 o0 1.00 Registered Launch Ho C |

Exam

Optional Section: Request Additional Exam Attempts (Require dits: Min = 0.00, Max = 1.00 / Acquired Credits: 0.00)
ateria 0.00 MNot Activated Request l 3

* Certified Insider Threat Professional - Fundamentals (CITP-F)
Pearson VUE Exam Re-Authorization Request Form

Step 4: A new window will appear. Select Request again at the bottom of the window and wait
for the page to reload.

8. Certified Insider Threat Professional — Fundamentals (CITP-F)
Pearson VUE Exam Re-Authorization Request Form

CITP Materials | Defense Counterintelligence and Security Agency (DCSA)| 0 Hours 0 Minutes

Details

Description:
Price: $0.00

Available Languages: English (US)

4 e ]

Step 5: Select Launch next to the Certified Insider Threat Professional — Fundamentals (CITP-F)
Pearson VUE Exam Re-Authorization Request Form.

CERTIFICATION

TITLE TYPE CREDITS STATUS OPTIONS CREDITED DETAILS
* Resources (Required Credits: Man = 0.00, Max = 0.00 / Acquired Credits: 0.00)

# 5P&D & CITP Candidate Task Aid Material 0.00 Not Activated Request ™
* Pearson VUE Exam (Required Credits: M = 1.00, Max = 1.00 / Acquered Credits: 0.00)

E';:;rl-lw Insider Threat Professional - Fundamentals (CITP-F)  goine class 1.00 Registered Launch Mo 20
* Optional Section: Request Exam Credits: Min = 0.00, Max = 1.00 / Acquired Credits: 0.00)

= Certified Insider Threat Professional - Fundamentals (CITP-F) g o Regil 5

Pearson VUE Exam Re-Authorization Request Form Matenal 0.00 9 - Launch Mo
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Submit a CITP Pearson VUE Exam Re-Authorization Request (Cont. 2)

Step 6: The form will load in a new window. Complete the Pearson VUE Exam Re-Authorization
form by confirming that all personal information listed is correct.

First Name *

-~

Last Name *
Email =

Organization *

Organization Designation *

Select s

City »

Please Note: For scheduling puliBoses, the state field on this form must only

State: =

please list NA for international testing locaiing

Zip Code: *

please list NA for international testing localléns
Country: *

Select

Step 7: Once you have confirmed all personal information is correct, you may select any
Approved Reasonable Accommodations from the drop-down. Please select all that apply;
however, any reasonable accommodation supporting documentation must be approved by the
Program Management Office.

Approved Reasonable Accommodations:

Select options | ¥ 7
Select All —_
N/A

Extra Time - 1/2 Exam Time | ET12ET

Extra Time - 30 Minutes | ET30MN

Extra Time - Double Time | ETDBTM

Glucose Testing Supplies | GSMTR

Separate Room | SEPRMM

Separate Room & Reader | SRREAD

Separate Room & Recorder | SRRECR

Separate Room & Sign Language Interpreter | SRSGNR
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Submit a CITP Pearson VUE Exam Re-Authorization Request (Cont. 3)

Step 8: Once you have confirmed all personal information is correct, select the Pearson VUE
Exam you are pursuing by checking the box.

Certified Insider Threat Professional - Fundamentals (CITP-F) *

g

Step 9: Choose Select a file or use the drag and drop box to upload your CITP Eligibility
Memorandum.

Step 10: Once all form fields are complete, select Submit For Approval.

CITP Eligibility Memorandum *

9 . Select a file

upload your CITP Eligibility Memorandum - POF, JPG, or JPEG preferred.

0| pm—
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CITP Certification Renewal Process

When you want to complete the Certification Renewal Package (CRP) for your Certifications...

3/13/2025 Update: The PMO has implemented an indefinite pause on the certification
maintenance and renewal process. Users should no longer use CSOD to submit CRPs, until
further notice. Please contact dcsa.ncr.cdse.mbx.ccitp@mail.mil for more information.
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Submit a CITP Re-Enroliment Request Form

When you want to re-enroll in an expired CITP Certification...

Step 1: Hover over the Learning Tab and select View Your Transcript.

Learning Help Desk

View Your Transcript

View Completed Certificates

Learning Search

Preview Training Content

Playlists

Events Calendar

Learner Home

Step 2: On your Active Tab, the Certification you are enrolled in will appear. Some Certification
requirements may also appear on your active transcript, depending on their status. Select
Manage next to your Certification to view all details and requirements.

Q > > Transcript
Transcript:

Courses with an "Inactive” button have expired and are no longer available.

« Access Official DAU Transcript + Access Completed Training » Continuous Leaming Point (CLP) Information
Filter by Training Status Sort by Filter by Training Type Search by Keyword
Active = Date Added ¥ Certification ¥ !‘-'-"F--'\'i‘ I Q

Search Results (1)

Certified Insider Threat Professional - Fundamentals (CITP-F) 2 I
D Due : Mo Due Date  Status : In Progress  Expiration Date : None Training Type : Certification  Training Status : Active '
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Submit a CITP Re-Enrollment Request Form (Cont. 1)

Step 3: Select the down arrow to the left of Optional Section: Request an Exam to Become Re-
Certified.

CERTIFICATION

TITLE TYPE CREDITS

* Resources (Required Credits: Min = 0.00, Max = 0.00 / Acquired Credits: 0.00)
tional Section: Request an Exam to Become Re-Certified (Required Credits: Min = 1.00, Max = 1.00 / Acquired Credits: 0.00)

Step 4: Select Request under the Options column for the Certified Insider Threat Professional-
Fundamentals (CITP-F) Re-Enrollment Request Form.

CERTIFICATION
TITLE TYPE CREDITS STATUS OPTIONS CREDITED
¥ Resources (Required Credits: Min = 0.00, Max = 0.00 / Acquired Credits: 0.00)
* Optional Section: Request an Exam to Become Re-Certified (Required Credits: Min = 1,00, Max = 1,00 / Acquired Credits: 0.00) —
* Certified Insider Threat Professional - Fundamentals (CITP-F)
Re-ERFORMENE REQuest Form Material 0.00 Mot Activated Request 4

Step 5: A new window will appear. Select Request again at the bottom of the window and wait
for the page to reload.

Details

Description:
Price: $0.00

Available Languages: English (US)

5 W Crewes e

Step 6: Once the Material is requested, select Launch.

“ Optional Section: Request an Exam to Become Re-Certified (Required Credits: Min = 1.00, Max = 1.00 / Acquired Credits: 0.00)

¥ Certified Insider Threat Professional - Fundamentals {CITP-F) Material 0.00 Hot Actid
Re-Enrollment Request Form ’ 6

Launch No

59




Submit a CITP Re-Enrollment Request Form (Cont. 2)

Step 7: The form will load in a new window. Complete the Re-Enrollment Form by confirming
that all personal information listed is correct.

First Name =

Last Name =

State; =

Zip Code: =

Country: *

Select o
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Submit a CITP Re-Enrollment Request Form (Cont. 3)

Step 8: Once you have confirmed all personal information is correct, you may select any
Approved Reasonable Accommodations from the drop-down. Please select all that apply;
however, any reasonable accommodation supporting documentation must be approved by the
Program Management Office.

Approved Reasonable Accommodations:

Select options | ¥ 8
Select Al —
N/A

Extra Time - 1/2 Exam Time | ET12ET
Extra Time - 30 Minutes | ET30MN
Extra Time - Double Time | ETDBTM
Glucose Testing Supplies | GSMTR
Separate Room | SEPRMM

Separate Room & Reader | SRREAD
Separate Room & Recorder | SRRECR

Separate Room & Sign Language Interpreter | SRSGNR

Step 9: Select the checkbox to confirm you are requesting re-enrollment in the correct CITP
Certification.

Certified Insider Threat Professional - Fundamentals (CITP-F) *

8

Step 10: Choose Select a file or use the drag and drop box to upload your CITP Eligibility
Memorandum. Select the CITP Certification that you would like to re-enroll in.

Step 11: Once all form fields are complete, select Submit For Approval.

CITP Eligibility Memorandum *

10

upload your CITP Eligibility Memorandum - POF, JPG, or JPEG preferred.

11 Iy
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Submit a CITP Re-Enrollment Request Form (Cont. 4)

Please Note: You may mark this item complete within your Certification or you may re-launch
the form to complete it as many times as needed. Marking this form complete will have no
impact on your Certification.

“ Optional Section: Request an Exam to Become Re-Certified (Required Credits: Min = 1.00, Max = 1.00 / Acquired Credits: 0.00)
* certified Insider Threat Professional - Fundamentals (CITP-F) o Prraraad m
Re-Enroliment Request Form Material 0.00 In Progress Launch No

This form will be routed to the Program Management Office for review and approval. You will be
notified via email if a Renewal Period Pearson VUE Exam Registration has been added to your
transcript.
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Launch a CITP Renewal Period Pearson VUE Exam

When you’ve been assigned a new exam attempt because your CITP Certification expired...

Step 1: Hover over the Learning Tab and select View Your Transcript.

Learning Help Desk

View Your Transcript

View Completed Certificates

Learning Search

Preview Training Content

Playlists

Events Calendar

Learner Home

Step 2: On your Active Tab, a Renewal Period Exam will appear in a Registered status. Select
Launch.

Renewal Period: Certified Insider Threat Professional  Ft Is (CITP-F) Exam 2
- Due : No Due Date Status : Registered Training Type : Online Class

Step 3: When the course launches, select Next on the first page.

EXIT COURSE

‘.’ Defense Counterintelligence
@  and Security Agency

Registering for the
Certified Insider Threat Professional —
Fundamentals (CITP-F) Exam

Click the Next > button to continue.

3 NEXT >
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Launch a CITP Renewal Period Pearson VUE Exam (Cont. 1)

Step 4: Please read all information listed on the registration information page; within 24 hours,
you will receive an email from Pearson VUE with scheduling information.

EXIT COURSE

’., Defense Counterintelligence

W  and Security Agency

You are now registered for the Certified Insider Threat Professional — Fundamentals (CITP-F) Exam! I

Here are the next steps: 4

1. You will receive a welcome email from Pearson VUE (pearsonvueconfirmation@pearson.com) B
within 24 hours with detailed instructions on how to schedule your exam. You will not be able fo
register for the exam without the link provided from PearsonVUE.

o If you do not receive a link, please check your junk mail.

o If you still cannot find your email from PearsonVUE, please contact the SP&D Program
Management Office at dca.ncr.cdse.mbx.ccitp@mail.mil.

2. You will need to schedule your exam date and time using the links provided in the PearsonVUE
welcome email. You will have 180 days to schedule your first exam date and time.

3. Upon closing this window, this Exam will automatically reflect a ‘failed’ status on your transcript.
Your Exam score and status will update to reflect the correct Score and Status no more than a
week after you have completed your exam and a score has been documented.

For information and guidance on the Exam process, please review DCSA’'s Exam Frequently Asked
Questions (FAQs) at www.cdse.edu/Certification/Certified-Counter-Insider-Threat-Professional-CCITP-
Program/CCITP-Frequently-Asked-Questions/

You can now close this window or click Exit Course. You will not be able to return to this page.

¢ PREV

Step 5: When you have read all the information, select Exit Course; you will be redirected back
to your transcript.

5 EXIT COURSE

Defense Counterintelligence
and Security Agency

The Pearson VUE requirement will show as Failed on your Transcript and within your
Certification until you have completed your proctored exam. Once you have passed your
Renewal Period Exam, your Certification will be submitted for Completion Approval to the
Program Management Office.
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View Your Submitted CITP Forms

When you want to view all of your submitted CITP forms...

Step 1: Hover over the Home tab and select Universal Profile.

Home Connect Learning

Welcome

1 g Universal Profile

Scheduled Tasks

Learning Admin Console

People Matrix

Step 2: Select Snapshot from the menu bar at the top of the Universal Profile.

a User Record ¥ Bio ¥ Feedback Transcript A 2 | Snapshot

Q > >  UserRecord
User Record

Step 3: On the Snapshot page, select the Documents widget.

Q > > Snapshot
Snapshot
Documents 3
\/

65




View Your Submitted CITP Forms (Cont. 1)

Step 4: Select the correct folder for the form you wish to view.

Documents
Search documents and folders by title Q
f CITP Enrollment Forms CITP Exam Re-Authorization Requests
A . = [ Fites:0 (& ) = || Files:0
B CITP Re-Enroliment Requests
! ~ Files: 0

Snapshot Documents Folder CITP Contents:

A. CITP Enrollment Forms: this folder contains any CITP Enrollment Request forms
submitted by you.

B. CITP Re-Enroliment Requests: this folder contains any CITP Re-enrollment requests that
have been submitted after a Certification expired.

C. CITP Exam Re-Authorization Requests: this folder contains any Pearson VUE CITP Exam
Re-Authorization forms that have been submitted during the Initial Certification Period.

Please Note: These folders are only available once you have been approved to enroll in at least
one CITP Certification.
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View Your Submitted CITP Forms (Cont. 2)

Step 5: Once a folder is selected, you will see a list of submitted forms. Select Open from the
dropdown arrow to view the form contents. You may also choose to download a PDF version of
the form.

o > D Snapshot » Documents » CITP Enrollment Forms

CITP Enrollment Forms

y Certified Insider Threat Professional - Fundamentals (CITP-F) Enrollment Form - -
Upload Date: Uploaded By: 5
Attachment(s) : 1 -

S | Prntto FDF

Step 6: At the top of each form, you will be able to see the form’s approval status and any
comments submitted by an approver.

Certified Insider Threat Professional — Fundamentals (CITP-F) Enrollment
Form

6 | Pending Approval. .

Instructions: please confirm the User Record information below or make any required changes.

Step 7: Once you have read all information, select Done at the bottom of the page to return to

the folder.
Print to PDF m T
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Re-Submit a Returned CITP Form

When you want to view and resubmit a returned CITP form for approval...

Step 1: Hover over the Home tab and select Universal Profile.

Home Connect Learning

Welcome

1 Universal Profile

Scheduled Tasks

Learning Admin Console

People Matrix

Step 2: Select Actions from the menu bar at the top of the Universal Profile.

Home Learning ILT Content Connect Reports Help Desk Admin Certifications

a User Record ¥ Bio ¥ Feedback Transcript Actions =
{l} > > User Record 3/ Actions
User Record Requests

Complete the Update User Record form to update your user record.

Step 3: On the Actions page, you will find any returned forms pending your edits and
resubmission. Select Launch next to the form.

Actions ] |

Actions Requests

Show All * By Due Date ™

Launch: (Returned) CITP-F: Re-Enrollment Form 3 | oo = I
- | Due: Status:In Progress
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Re-Submit a Returned CITP Form (Cont. 1)

Step 4: Read the comments provided by the approver in the orange bar at the top of the form.

CITP-F: Re-Enrollment Form

4 - denied and returned to you. '

All fields marked with an asterisk are required.

Step 5: Make any required edits to the form; select Resubmit for Approval when all updates are

complete.
Cancel | Resubmit For Approval |
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Additional Resources



Glossary

Term

Archive Transcript

When you want to define a CSOD term...

Definition

This transcript training category contains training items that have
been archived by the end User, their manager, or an administrator.

Certifications

Certifications appear on the transcript and contain all Initial or
Renewal Period requirements for Candidates.

Curricula

Curricula are comprised of multiple learning objects which are part
of one program.

Custom Reports

Reports that are customized to suit the organization's needs.
Custom reports can be created from hundreds of available data
points in one comprehensive report. The data that is included in the
report can be taken from different areas of the system and filters
can be applied to present a precise view of the appropriate
information. These reports can be easily shared with other Users in
the organization and the data contained in the report can be
refreshed as needed. The Custom Reports functionality is also
known as Analytics.

Initial Period

The Initial Period of a Certification is the period in which the
Candidate has not passed the associated Exam.

Renewal Period

The Renewal Period of a Certification is the timeframe in which the
Candidate may upload PDUs, submit their Certification Renewal
Package, and request a renewal completion approval.

Snapshot The Snapshot page is part of the Universal Profile, and it enables
Users to view and manage their information, such as all submitted
documents (forms).

Transcript Displays and manages all training for a User.

Universal Profile

The Universal Profile provides users with a consolidated view of
their personal information, including organizational hierarchy, action
items, and more.
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Certification Status Index

When you want to understand the status of a Certification...

Initial Period Status \ Description

In Progress

Certification is in progress. The status is accompanied by the
Manage option. Upon completion of the

minimum certification requirements, if completion approval is
required, the Submit Completion Approval option is also available.

Revoked

The user receives this certification status if the certification is
revoked from their transcript by the certification owner.

Renewal Period Status \ Description

Certified (Renewal In
Progress)

The user has acquired an initial certification, and progress has
begun for a renewal period. The status is accompanied by the
Manage option.

Certified (Pending
Completion Approval)

The certification renewal requires completion approval, and the
user has submitted the certification renewal for completion
approval.

Certified (Completion
Approval Denied)

The certification renewal requires completion approval, and the
administrator has denied completion.

Expired

Certification renewal requirements are not completed by the
renewal expiration date.

Expired (Pending
Completion Approval)

The certification renewal requires completion approval, and the
user has submitted the certification for completion approval.
This status is accompanied by the Manage option.

Note: The user may have completed all items prior to the
Expiration date but has not yet received completion approval.

Expired (Completion
Approval Denied)

The certification renewal requires completion approval, and the
administrator has denied completion. This status is accompanied
by the Manage and Re-request options.

Note: The user may have completed all items prior to the
Expiration date but has not yet received completion approval.

Revoked

The user receives this certification status if the certification is
revoked from their transcript by the certification owner.
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