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1.0 Managing ACO Accreditations 

What This section shows users how to manage ACO accreditation data. 

When If you wish to manage ACO expirations and certifications, maintain testing dates and pass/fail 
results, or nominate and/or evaluate an ACO candidate. 

How Complete the following steps: 
 

PCIT continuously verifies the currency of personnel training and prompts the responsible ECS 
of upcoming training and re-accreditation needs.  ACOs need to take a re-certification test every 
three years, so alerts are displayed on the Welcome page for ECS users as needed.  Only ECS 
users can view these accreditation expiration messages. 

1.1 Managing Accreditation Expirations 
In support of timely re-certification of ACOs, PCIT will send an alert to the responsible ECS via 
a screen message indicating that an ACO Accreditation is about to expire.  These alerts will 
appear on the Welcome page under Accreditation Messages and group the ACOs into four 
categories:  those needing re-certification within the next 12-6 months, 6-3 months, 3-1 months 
and 30-1 days.  Alerts will be displayed daily and will stay on the ECS’ screen until each ACO is 
re-certified or is put into an inactive status.  When a category is selected for viewing, PCIT will 
display the ACO ID number, last name, first name, and certification date for each ACO.  The 
information will be displayed in ascending order by certification date. 
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ECS users are sent Accreditation Messages on ACOs whose accreditation is about to expire.  To 
view the details of an ACO Accreditation Expiration, complete the following steps: 

1. If you are not already signed in to PCIT, sign in to PCIT. 
RESULT:  The Welcome page appears. 
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2. Click the appropriate message link to view more information. 
RESULT:  The ACO Accreditation Expiration Search page displays. 

 

3. The ACO ID Number, Name, and Expiration Date are displayed.  Click the View button for 
the corresponding user to view further ACO Details. 
RESULT:  The ACO Details page appears displaying the Training, Date, and Results. 
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ECS users can also manage the ACO re-certification information by clicking the Manage 
Account link in the upper right corner of the screen. 

1. If you are not already signed in to PCIT, sign in to PCIT. 
RESULT:  The Welcome page appears. 
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2. Select the Manage Account link in the upper right corner of the screen. 
RESULT:  The Manage Account page appears. 
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3. Select the Organization Account Information For: option and select the appropriate 
organization from the drop-down list.  Click the Next button.  
RESULT:  The Manage Your Organization page appears. 
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4. Click the ACO Accred. Search link from the left menu. 
RESULT:  The ACO Accreditation Expiration Search page appears. 

 

5. Select a Duty Station and Expiration Time Frame from the drop-down boxes and click the 
Search button.  
RESULT:  The ACOs whose accreditation is to about to expire, according to the Search 
criteria, are listed. 

NOTE:  Performing a search on the ACO Accreditation Expiration Search page will display 
all ACOs that meet the search criteria regardless of the Responsible ECS noted for each 
ACO.  Accessing the ACO Accreditation Expiration Search page via the Accreditation 
Messages on the Welcome page only displays the ACOs that the ECS is responsible for; to 
display a complete list, click the Search button. 
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6. To view ACO Details, click the View button next to the corresponding user. 
RESULT:  The ACO Details page appears and the training, date, and result are displayed. 

 

You can revoke the ACO role of a user (the role will be changed to ACO Admin Support) from 
the ACO Accreditation Expiration Search page.  Click the Revoke button for the corresponding 
user. 
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The Update Confirmation page appears to confirm your action.  Click the Yes button to revoke 
the ACO role of the user. 
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1.2 Managing ACO Profiles and Certificates 

1.2.1 Viewing Identification Certificates (ACO) 
ACOs can view their ACO Identification Certificate by completing the following steps. 

1. If you are not already signed in to PCIT, sign in to PCIT. 
RESULT:  The Welcome page appears. 
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2. Click the Manage Account link in the upper right hand corner of the screen.  
RESULT:  The Manage Account page appears. 

 
3. Select My Own Profile Information and click the Next button.  

RESULT:  The Manage Profile page appears. 
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4. Click the ACO ID Certificate button.  
RESULT:  The ACO Identification Certificate appears. 
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1.2.2 Viewing/Updating Identification Certificates (Org Admin) 
Organization Administrators can view or update ACO Identification Certificate information of 
members in their organization by completing the following steps. 

1. If you are not already signed in to PCIT, sign in to PCIT. 
RESULT:  The Welcome page appears. 

 

2. Select the Manage Account link in the upper right corner of the screen. 
RESULT:  The Manage Account page appears. 
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3. Select the Organization Account Information For: option and select the appropriate 
organization from the drop-down list.  Click the Next button.  
RESULT:  The Manage Your Organization page appears. 
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4. Click the Update button of the corresponding user.  
RESULT:  The User Details page appears. 
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5. In the Education And Experience field, click the Details button.  
RESULT:  The ACO Identification Certificate page appears. 
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NOTE:  The accreditation for a user that is both an ACO and ECS does not expire.  PCIT will 
not remove the ACO functionality even if the re-certification test is not taken within 3 years.  The 
User Details will display a “No expiration date.” message in the Education And Experience 
field. 
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1.3 Managing ACO Education and Experience Information 
ECS user can view and update ACO Education and Experience Information.  To add training to 
an ACO’s Education information, complete the following steps: 

NOTE:  Headquarter users can update all Nominee or ACO data including experience, education, 
and test data.  The Personnel Development Center (PDC) will have access to view and enter ACO 
accreditation data.  Based on a passing ACO test score entered by PDC, PCIT accredits the 
nominee if their experience is more than 1 year. 

1. If you are not already signed in to PCIT, sign in to PCIT. 
RESULT:  The Welcome page appears. 
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2. Select the Manage Account link in the upper right corner of the screen. 
RESULT:  The Manage Account page appears. 
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3. Select the Organization Account Information For: option and select the appropriate 
organization from the drop-down list.  Click the Next button.  
RESULT:  The Manage Your Organization page appears. 
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4. Click the Update button of the corresponding user.  
RESULT:  The User Details page appears. 
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5. In the Education And Experience field, click the Details button. 
RESULT:  The Education and Experience Details page appears. 

 



1.0 Managing ACO Accreditations 

USDA PCIT User Guide         25  

6. Under the Add Training section, select the Training Type and Date Taken from the drop-
down boxes.  Click the Add button. 
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RESULT:  The Education and Experience Details page reappears and displays the training details 
under the Training Credentials section. 
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7. Click the Save & Back button. 
RESULT:  The updated information is saved and the User Details page appears. 

The ECS can view the Initial Training/Reaccreditation Training Test information on the 
Accreditation Status Messages page. 

 

Users will get a message in their Message box when their role has changed to ACO. 
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NOTE:  If the ACO user has not taken and passed the re-accreditation test within three years of 
the last accreditation training date PCIT will change the user role to ACO Admin Support with 
the status of Demoted.  PCIT sends an alert to the responsible ECS stating the lost accreditation 
and the revoked ACO will get a message in their Message box. 
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1.4 Nominating/Evaluating an ACO Candidate 
ECS users will approve or reject nominations provided by the State Regulatory Official (SRO) or 
Federal Regulatory Official (FRO).  ECS approved nominations are forwarded to Export Services 
(ES).  ES will then approve or reject the nominations.  ES approved nominates become 
candidates for taking the accreditation test. 

To be eligible as an ACO, an individual must: 

• Have a bachelor’s degree in the biological sciences, and a minimum of one year’s 
experience in identifying plant endemic to crops of commercial importance within the 
cooperating State, or a combination of higher education in the biological sciences and 
experience in identifying such plant pests as follows (the years of education and 
experience do not have to be acquired consecutively): 

o 0 years education and 5 years experience; 

o 1 year education and 4 years experience; 

o 2 years education and 3 years experience; 

o 3 years education and 2 years experience; or 

o 4 years education and 1 year experience. 

• Successfully complete annual training provided by the State plant regulatory agency. 
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The following chart displays the work flow of a successful ACO Nomination: 
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The ACO Nomination Process begins when a user nominates an ACO Admin Support user.  To 
nominate a user as an ACO candidate, complete the following steps: 

1.4.1 SRO/FRO Nominates an ACO Admin Support User 
1. If you are not already signed in to PCIT, sign in to PCIT. 

RESULT:  The Welcome page appears. 

2. Click the Manage Account link in the upper right hand corner of the screen.  
RESULT:  The Manage Account page appears. 
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3. Select the Organization Account Information For: option and select the appropriate 
organization from the drop-down list.  Click the Next button.  
RESULT:  The Manage Your Organization page appears. 

 
4. To find and update members in your organization, search by the member’s last name, 

location, role, or a combination of each.  Click the Search button.  
RESULT:  The members meeting the Search criteria are listed. 

NOTE:  Members listed in red italics are inactive and can be reactivated by updating their 
information. 
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5. Click the Update button next to the user to be nominated. 
RESULT:  The User Details page appears. 

 
6. Under the Assigned Roles section, click the Nominate button for the ACO Admin Support. 

RESULT:  The Education and Experience Details page appears. 
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7. You can add or change the user’s education and experience information as needed.  Click the 
Save & Back button to save all your changes, or click the Cancel button to cancel any 
changes and return to the User Details page. 
RESULT:  The User Details page appears. 

NOTE:  A nominee cannot be submitted to ES for the ACO test until they have at least nine 
months of regulatory experience.  A candidate that passed the ACO test and education 
requirements cannot be accredited until they have at least one year of experience.  When the 
record is saved, PCIT will verify the minimum requirements for a Nominee.  If the person does 
not meet the education/experience requirement, an error message displays stating that the 
nomination cannot be accepted. 
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When the person meets the requirements, the User Details page appears with additional fields 
displayed. 

 

By clicking the new Details button, it will display the user’s education and experience.  If the 
user is an ECS, the ability to add refresher training is available.  ES users can update all 
accreditation data. 



1.0 Managing ACO Accreditations 

USDA PCIT User Guide         36  

1.4.2 ECS Approves/Rejects a Request 
When a pre-nomination request is submitted, an alert is sent to the ECS.  To approve/reject a 
request complete the following steps: 

1. If you are not already signed in to PCIT, sign in to PCIT.  
RESULT:  The Welcome page appears. 
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2. Click the message link to view more information. 
RESULT:  The Accreditation Status Messages page displays. 
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3. Under the Nomination Requests section, click the View button next to the corresponding 
user. 
RESULT:  The ACO Nomination page displays. 

 

4. To approve a request, select Approve from the drop-down box in the Nomination Status field 
and click the Submit button. 
RESULT:  If approved, the status is set to Nominee and an alert is sent to ES via the message 
box about the user. 
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5. To reject a request, select Reject from the drop-down box in the Nomination Status field and 
click the Submit button. 
RESULT:  The Reason for Rejection page displays. 

 

6. Enter comments explaining why you are rejecting the nomination and click the Save button. 
RESULT:  The nomination status is set to Rejected and PCIT posts an alert in the 
Accreditation Messages block on the Welcome page of the original submitter.  When the alert 
is selected, the original submitter can read the ECS’ rejection comments (for example, the 
user does not meet the education/experience requirements). 
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1.4.2 ES Approves/Rejects a Request 
When a pre-nomination request is approved by the ECS, an alert is sent to the ES.  To 
approve/reject a request complete the following steps: 

1. If you are not already signed in to PCIT, sign in to PCIT.  
RESULT:  The Welcome page appears.  
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2. Click the message link to view more information. 
RESULT:  The Accreditation Status Messages page displays. 

 

NOTE:  Only the Back button displays for ES users. 

3. Under the Nomination Requests section, click the View button next to the corresponding 
user. 
RESULT:  The ACO Nomination page displays. 
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4. To approve a request, select Approve from the drop-down box in the Nomination Status field 
and click the Submit button. 
RESULT:  If approved, the status is set to Candidate and an alert is sent to the ECS via the 
message box about the user. 

 

5. To reject a request, select Reject from the drop-down box in the Nomination Status field and 
click the Submit button. 
RESULT:  The Reason for Rejection page displays. 
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6. Enter comments explaining why you are rejecting the nomination and click the Save button. 
RESULT:  The nomination status is set to Rejected and ES is required to provide a message 
to the ECS and original submitter stating the reason for rejection. 

1.4.3 Nomination Approval 
When a nomination request is approved by ES, an alert is sent to the ECS that the user, now a 
Candidate, can now attend training.  To view the alert completes the following steps: 

1. If you are not already signed in to PCIT, sign in to PCIT.  
RESULT:  The Welcome page appears. 
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2. Click the message link to view more information. 
RESULT:  The Accreditation Status Messages page displays.  Under the Nomination 
Approvals section, the approved user’s name is listed with the date posted. 
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1.4.3 PDC Adds Test Results 
PDC enters initial accreditation and re-accreditation test dates and pass/fail results for Nominees 
and ACOs.   

NOTE:  The user role can only be updated to ACO when the candidate has passed the 
accreditation test.  If the candidate fails the test three consecutive times, the user must way a year 
before taking for the test again. 

To enter test results, complete the following steps: 

1. If you are not already signed in to PCIT, sign in to PCIT.  
RESULT:  The Welcome page appears. 
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2. Select the ACO Training Data link from the left menu. 
RESULT:  The ACO & ACO Nominee Search page appears. 

 

3. To find an ACO or ACO Nominee, search by the member’s last name and duty station, or 
ACO ID number, click the Search button.  
RESULT:  The users meeting the Search criteria are listed. 
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4. Click the View button next to the corresponding user. 
RESULT:  The ACO Details page appears. 

 

5. Click the Add Test Results button. 
RESULT:  The Add Test Results page appears. 
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6. Enter the Training Type, Date, and Result.  Click the Save button. 
RESULT:  The ACO Details page reappears with the new training details listed. 

 

When the PDC indicates that a Candidate passed the accreditation test and the regulatory 
experience is more than a year, the role is updated to ACO.  An alert is sent via a link to the 
Accreditation Messages box to the ECS and original submitter; the Candidate receives a message 
in his/her Messages box. 

When the PDC indicates that a Candidate passed the accreditation test and the regulatory 
experience is less than a year an alert is sent via a link to the Accreditation Messages box to the 
ECS and original submitter.  The alert states that the candidate passed the test and the role will be 
updated to ACO once the user has one year of experience.  PCIT tracks the experience and 
automatically updates the role when appropriate.  At that time the Candidate receives a message 
in Messages box that his/her role has been updated. 

(Angie, do you want to include a screen shot of the ECS’ page with the ‘passed but will update 
role when experience = a year’ message? 
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The ECS and original submitter receive a message in the Accreditation Messages box on the 
Welcome page. 
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To view more information about the Accreditation Message, click the message link. 
RESULT:  The Accreditation Status Messages page displays.  Under the Nomination Approvals 
section, the approved user’s name is listed with the date posted. 
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The candidate receives a message in the Messages box on the Welcome page that their role has 
changed to ACO. 

 



1.0 Managing ACO Accreditations 

USDA PCIT User Guide         52  

ES users can update all Nominee or ACO data including experience, education, and test data.  
The following message appears when an HQ has updated a user’s role to an Authorized 
Accreditation Official. 

 

An ACO must be reaccredited every three years.  If the ACO fails to be reaccredited within this 
time, PCIT will automatically change the role to ACO Admin Support.  The following message 
appears with PCIT changes the role to ACO Admin Support. 

 


