
www.one.ecda.gov.sg

Updated: 8 September 2017

Step-by-Step Guide

Online Nomination for 
Professional Development 

Programme (PDP) 
for 

Centre Administrator



www.one.ecda.gov.sg

Overview

Introduction

• This guide has been compiled to support centre administrators when submitting

nominations for the Professional Development Programme (PDP) via ONE@ECDA.

• Within it, you will find an overview of the work processes and the respective steps

required to perform the following functions:
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Click “PDP Nomination” to access Nomination Function
1
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Read the Important Notes and prepare the necessary 

information before clicking on “Continue” 

to proceed with nomination

1
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Select Educator to Nominate and click “Next”
2

To Nominate Educators
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Select PDP Level and click “Next”
3

Quick Tip

PDP Level refers to the Type of PDP e.g. PDP (Educators) and the current year 
of nomination

To Nominate Educators
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Fill in and check “Nominee’s Particulars” and click “Next”
4

To Nominate Educators

Quick Tip

Most of Nominee’s particulars will be auto-populated from Nominee’s 
ONE@ECDA account. If particulars are not accurate, log into Nominee’s 
ONE@ECDA account to update particulars.
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Fill in and check Nominee’s Particulars and click “Next”
4

To Nominate Educators

Quick Tip

Do ensure that the Occupational Title (OT) of nominee is accurately reflected. 
Nominators should update the nominee’s OT using the Centre Administrator 
account before submitting the nomination.
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Verify information in Part B and Part C of the nomination,

Click “Next”

5

Quick Tip

Employment history records are inputs from Nominee’s previous employers. 
Current employers are unable to make any changes.

To Nominate Educators
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Fill in Nominator’s Particulars and click “Next”
6

To Nominate Educators

Quick Tip

Nominee and Nominator should not be the same person. 
Update Nominator’s particulars (Name, Designation, Email Address, Mobile) if the 
auto-populated info are not accurate. 
Nomination may be rejected if Nominator’s particulars are incorrect.
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Select accordingly for Nominee’s Declaration and 

Nominator’s Declaration

Click “Next”

7

To Nominate Educators



www.one.ecda.gov.sg

Step-by-Step Guide 

12

Click on the link “PDP Nomination Part G – 

Competency Evaluation” 

Verify Nomination Details and click “Submit”

8

To Nominate Educators

Quick Tip

Before clicking on “Submit”, nominators are to click the link found in Step 1, which 
will open in a new tab. 

After submitting the nomination, nominators are to complete the Competency 
Evaluation Form (Part G) in the separate tab and submit within the same day of 
submitting the nomination via ONE@ECDA.

For resubmission of nomination, nominators may resubmit the Competency 
Evaluation Form (Part G) by clicking on the link again. Later submissions received 
will supersede earlier ones.
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Click “OK”  to confirm submission of nomination 

via ONE@ECDA

9

To Nominate Educators

Quick Tip

For organisations with HQ, the nomination will be routed to your HQ for 
“Approval” or “Rejection” after clicking “Ok”. 

For nominations that are “rejected” by HQ, Centre Administrators are allowed to 
nominate the same educator again by filling in steps 1-9 again after reviewing HQ 
“Comment(s)/Reason(s)” for rejection. 
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Complete the Competency Evaluation Form opened 

in a separate tab

9

To Nominate Educators

Quick Tip

Ensure that the Occupational Title reflected on the Competency Evaluation Form 
(Part G) is accurate for the nominee.

Nominator can also access the form through the notification email sent upon 
submission of nomination form via ONE@ECDA. 
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Complete the mandatory SECTION 1: 

COMPETENCY RATING OF STAGE 1 TSCs

9

To Nominate Educators

Quick Tip

Ratings for Section 1: Competency Rating of Stage 1 TSCs are compulsory.
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Complete the optional 

SECTION 2: SELECTION OF STAGE 2 TSCs

9

To Nominate Educators

Quick Tip

Ratings for Section 2: Selection of Stage 2 TSCs are not mandatory. Nominators are 
to select only where applicable.
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Fill in details of nominator and verify contact number
9

To Nominate Educators

Quick Tip

Ensure that the mobile number keyed in is the same mobile number reflected 
under Nominator’s Particulars on nomination form submitted via ONE@ECDA

Enter the OTP sent to your mobile number

Ensure that your mobile number has been verified
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Select accordingly for Nominator’s Declaration

Click on “Submit now” to complete nomination

9

To Nominate Educators
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If you have any queries, please contact us:

Professional Partnerships 

Partnerships and Programmes Department

ECDA_PP@ecda.gov.sg
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