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Goals and 
Agenda
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Review data entry process for grantees

Answer common questions

Share important reminders for 
completing the digital agreements

Discuss service obligation, repayment, 
and deferral/exception requirements

Present data points and how PDPDCS 
data is used
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Logging in with Multifactor Authentication (MFA)
1. Download and install Google Authenticator on your smartphone 

2. Pair the app and PDPDCS
• Open the Google Authenticator app

• Click the + button on the app to add the PDPDCS website 

• Scan the QR Code from the PDPDCS with your 
smartphone by holding the camera up to the website

3. Enter code in the app
• Enter the code generated by the Google Authenticator 

app into the PDPDCS and click “Validate”

• Enter the code quickly as each code is only valid for 30 seconds. 
As soon as another a new code is generated, the preceding one becomes invalid.

4. Contact the Help Desk if you need MFA reset
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Adding/Removing Secondary Users

Each grant is allowed up to 
2 Secondary Users with 
unique logins.

Add or remove Secondary 
Users by clicking on your 
grant number and then 
“Clear” next to the user 
you want to remove.
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Pre-Scholarship Agreement (PSA) and Exit 
Certification (EC)

PSAs and ECs are legally binding.

Project Directors and scholars must 
sign the OMB-approved PSA and EC 
for each funded scholar.
 Scholar records cannot be created 

without a PSA.

Grantees may be held responsible 
for funds provided to scholars with 
missing or invalid documents.
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Digital PSA Reminders

Meet with scholars prior to 
signing the PSA to discuss terms 
of the OSEP-funded program, 
especially the service obligation. 

Estimated academic years of 
training and funding provided do 
NOT need to match what is on 
the Exit Certification. 

Date of enrollment in the 
program may or may not be the 
date the scholar received funding.
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Digital PSA Process
Grantee 

initiates the 
PSA and fills 

in scholar 
information

Scholar 
receives email 
notification to 
review digital 

PSA

Scholar 
reviews 

PSA

Scholar 
disagrees with 

information 
and leaves a 

comment

Grantee 
receives 

notification to 
edit PSA and 

makes changes 
in PDPDCS

Scholar 
signs PSA

Reviews 
PSA then 
signs and 
submits

Scholar 
record is 

created in 
the PDPDCS

Agreements in a "Save for 
Later" or "Pending Signature" 

status are NOT valid.
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Scholar Record Reminders
 Sections A, B, C, and D are automatically filled 

from the digital PSA.
 Use Scholar Data Entry Requirements to collect 

each scholar’s
• Demographics,
• Training and employment prior to enrollment, and
• Current training program information.

 Pre-training employment does not have to be 
related to the program focus.

 For part-time scholars, the “academic year” is 
based on the amount of part-time courses 
equivalent to the grantee’s full academic year.
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https://pdp.ed.gov/OSEP/Content/pdf/OSEP%20PDPDCS%20Data%20Entry%20Requirements%20for%20Scholars.pdf
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Timeline for Enrolling 
Scholars

• Create and submit scholar record within 
30 days of the scholar’s enrollment in the 
degree program 

• The scholar must have:
• Registered for classes 
• Received “scholar support” from the 

grant project
• Signed PSA

• Selecting “Save for Later” will put the 
scholar in a pending status - scholars can 
only be in this status for 30 days
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Updating Scholar Records

Update enrollment, funding 
amount, employment, and 
accumulated academic years 
annually

Data entered for budget years in 
sections G and H must match
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Program Completion Statuses
 “Enrolled, no longer receiving OSEP funding” refers 

to scholars who are not receiving any PDPDCS 
funding but have not yet graduated or completed the 
training program.
o Scholars may be finishing other academic requirements or 

have paused the program.

 Scholars need to complete the program (e.g., receive 
a degree) to be considered “completers.”
o Use the date the scholar graduated/completed as the exit 

date.

 Scholars who have not graduated/completed or 
previously exited when a grant closes will be 
assigned the status of “exited without completion.”
o Use the end date of the grant as the exit date.
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Monitoring 
Scholars

13



2023 OSEP LEADERSHIP AND PROJECT DIRECTORS’ CONFERENCE

Creating Digital Exit Certification

Once you start the digital EC 
process, you will not be able to 
make changes to any previously 
entered information in the 
scholar record. 
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Digital EC Process

Grantee 
initiates the EC 

from the 
scholar record

Scholar receives 
email 

notification to 
review digital EC

Scholar 
reviews EC

Scholar 
disagrees with 

information 
and leaves a 

comment

Grantee 
receives 

notification to 
edit EC and 

makes changes 
in PDPDCS

Scholar 
signs EC

PD signs 
EC

PD exits the 
scholar in the 

PDPDCS

Scholars are not fully considered 
exited until the EC has been 
signed by both the grantee and 
scholar AND the scholar’s record 
has been submitted. 
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Measure of Skills and Knowledge

Scholars should complete at least one measure of skills and knowledge 
prior to exiting. These include:

16

• Comprehensive exams
• Dissertation defense
• Final oral exam for Master’s Degree
• National organization licensure or 

certification test
• PRAXIS II

• Portfolio
• Practicum
• State specific licensure or certification test
• Supervisor Evaluation
• Teaching Performance Assessment
• Thesis
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Service Obligation
 Scholars must complete 1 full-time academic year of 

funding to begin fulfilling their service obligation. 

o Scholars can begin entering employment while enrolled. 

 Eligible employment requires that scholars are serving in 
paid positions that are NOT a university requirement 
for graduation. 

o PDPDCS will only apply credit from the start date up to 
the date the employment was submitted (once verified). 

 Scholars should resubmit employment every 6 months. 
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Scholar View of Service Obligation Status
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Monetary 
Repayment

 Scholars must repay the amount of 
scholarship assistance not satisfied 
through employment. 

 Scholars will be charged interest on 
the unpaid balance of the scholarship 
owed; accruing from the date they 
entered repayment.

 PDP grants are not considered loans, 
cannot be combined with any other 
student loan, and are not eligible for 
loan forgiveness. 

Scholars enter monetary repayment on the 
first day of the first calendar month after the 
scholar:

• Chooses to enter voluntary repayment;
• Has not entered (enough) eligible 

employment, making it impossible to 
complete the service obligation by the 
required date;

• Exits the program prior to finishing at 
least one academic year.
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Deferrals and Exceptions

A scholar can receive a deferral if they are: 
• Enrolled full-time in another college or university program;
• Serving on active duty as a member of the armed services of the United States;
• Serving as a Peace Corps volunteer; or
• Serving as a full-time volunteer under Title I of the Domestic Volunteer Service 

Act of 1973.

A scholar can receive an exception if they: 
• Are unable to continue the course of student or perform the service obligation 

because of a permanent disability; or
• Have died. 
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PDPDCS Performance Measure Data
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Helps measure whether the PDP is meeting its objectives.

Demonstrates program progress and effectiveness over time.

Used by Congress to determine future program funding.

Required under the Government Performance and Results Act (GPRA).
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Top 5 Scholar Training 
Areas in 2020
As reported in 2022, General Special 
Education, Early Intervention, 
Speech/Language, Teaching of Visual 
Impairments, and Psychology were the top 5 
training areas pursued among scholars 
enrolled in OSEP PDPDCS-funded programs 
in 2020. 
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Service Obligation 
Position Types in 2020
This chart shows the verified employment 
records by position type for scholars who 
had fulfilled or were fulfilling their service 
obligation through eligible employment in 
2020. 
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Service Obligation 
Organization Types in  
2020
This chart shows the verified employment 
records by organization type for scholars who 
had fulfilled or were fulfilling their service 
obligation through eligible employment in 
2020. 
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Thank You!
For more questions contact the Help Desk, available 
8:00am – 8:00pm ET, at serviceobligation@ed.gov or 

1-800-285-6276

25

mailto:serviceobligation@ed.gov
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