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Request Designation of Powers Amendment 
This tutorial walks you through the steps to request an amendment to a designation of powers (DOPs).  
Requests to amend existing DOPs must be submitted through Council Connect by an authorized 
representative of an organization under any/all of the following circumstances: 

1. An SCO obtains full certification in a discipline for which he or she previously held probationary 
certification (and had a DOP with an accredited organization for the related discipline); 

2. One of the parties named on the DOP (i.e.  the accredited organization, the SCO or the permit 
issuer for example) changes his or her name. 

A $25 fee is charged, per discipline for amending an SCO’s DOP in all of the above circumstances with 
the exception of the fire and gas disciplines. Because SCOs in the gas discipline must go through a 
mandatory probationary period before obtaining full certification, there is no charge to amend any pre-
existing probationary DOPs to reflect the SCO’s change in scope of authority to full certification.   

A single fee of $25 is charged for any amendment to a permit issuer DOP, regardless of the number of 
disciplines included or being added to a PIO DOP.   
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Log into Council Connect to view Organization’s Dashboard 
In order to request the amendment of an active DOP, the DOP number and other details must be 
provided on an online amendment request form that is submitted through an Information Request using 
Council Connect.  The required information to fill on the form can be found on the related organization’s 
dashboard. 
In order to view an organization’s list of DOPs, an individual must be related to the organization and 
must have the appropriate permissions/role set. . If you need to be granted access, submit a request 
through Help – Contact Us. 
 

Reviewing list of Active DOPs 

 
1. From the Individual’s My Dashboard page, navigate to the desired organization’s dashboard: 

a. Click the link to the individual’s primary affiliation  Organization (just below the individual’s name) or 
b. If the logged in individual is affiliated with several organizations and wishes to view the DOP list for 

one or all of those organizations one by one: 
i. Click the Organizations You Manage heading to expand the list and display a link to all related 

organizations; 
ii. Click the link to the desired organization to display that organization’s dashboard. 
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Obtain DOP Details to complete online request form 

 
2. Under the My Account links: 

a. Click the My DOP List link. 
 

 
3. Locate the DOP(s) to be amended in the DOP list (note:  please submit one request per individual SCO or 

permit issuer amendment required); 
4. Jot down or copy the DOP number(s) and the permit issuer or the SCO name and the SCO ID number (if 

applicable). 
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Purchase Product/Make Payment 

 
5. From the Online Store page: 

a. Click Browse Store Categories and select Products.  
b. Click on the List View icon (top right of screen) to view as a list 
c. Scroll and hover your mouse over each item to find the product you want to purchase, then click on 

the product to select it 
Or 

d. Search Products: Enter a description making your keywords as precise as possible (e.g. below) 
i. Certification Amendment 

e. Click the Go button 
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6. From the Online Store page: 

a. Hover your mouse over products to find the product you want to purchase, then click on the product 
to select it 
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7. From the Online Store page: 

a. Click the Add to Cart button below the product you selected 

 Caution: Each time you click the Add to Cart button, the product will be added to your shopping cart. 
 
Note: You can restart your search by clicking on the Go Back button to return to search by key word or 
description, or you can browse store categories to search by category again. 
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Review Shopping Cart Details 

 
8. From the Online Store Shopping Cart page: 

a. Click the Check-Out button 
 
Alternatively you can: 

a. Click the Continue to Shop button (at the top or bottom right hand side of the screen) to continue 
shopping if you want to purchase more products 
Or 

b. Click the X if you want to cancel the purchase 
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After clicking on the Check-Out button, the Shopping Cart Payment page displays. 

9. From the Online Store Shopping Cart: 
a. Review the shopping cart details to ensure they are correct 

 
 

 
b. Complete the payment information 
c. Click the Continue button 
d. Review the shopping cart details 
e. Click the Submit Order button to complete the purchase 
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10. From the Shopping Cart Confirm your order page: 

a. Review the shopping cart details 
b. Click the Submit Order button to complete the purchase 

 
Note: Refer to the tutorial in HELP for detailed instructions on how to make a payment. 
 
  

http://ebs.safetycodes.ab.ca/documents/cc/Make_Payment.pdf
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Request Designation of Powers Amendment 

 
11. From the My Dashboard page:  

a. Hover your cursor over the Help tab 
b. Click Contact Us 

 

 
12. From the Individual Information Request page: 

a. Click the arrow beside On Behalf of Organization  
b. Select Your Organization 

  



 
 

 

2018 
 

Last save date:  2018-10-19 Page 11 of 14 

 
13. From the Individual Information Request page: 

a. Click the arrow beside Activity  
b. Select Designation of Power 

 
 



 
 

 

2018 
 

Last save date:  2018-10-19 Page 12 of 14 

 
14. From the Individual Information Request page: 

a. Click the arrow beside Reason 
b. Select DOP Closure Request 
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15. From the Individual Information Request page: 

a. Under Summary, enter a brief summary of your request 
b. Under Details,enter as much information as possible regarding the DOP(s) you wish to cancel  
c. Click the Browse button if you have anything to upload with your request 
d. Click the Email confirmation checkbox if you want to receive the confirmation email for your 

submission. 
e. Click the Submit button 
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An email will be sent to your account. 
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