ACQUISITION DATA UPDATE TOOL IN CPOL
Stepsto Usethe Tool

The tool was created to assist organizations to manage their acquisition workforce. With
the centralization of the CPAC/CPOC offices, many organizations are not collocated with
the personnelists. Also, unless organizations are located in areas where there are alarge
number of acquisition workforce members, the CPAC/CPOCs may or may not be aware
of the specia requirements to code and recruit for these positions or it was alow priority
task. Therefore, there were alot of errorsin the coding of acquisition positions. This
tool allows organizations to make the corrections in atimely manner so they can be
accurately captured in the Civilian Acquisition personnel Management Information
System (CAPPMIS) during our bi-monthly build. The proper coding affects acquisition
workforce members' priority for certification classes as well as for specia acquisition
training opportunities. It also cuts down on the frustration of the acquisition workforce
supervisors and employees. Before using the tool, you should establish a procedure
internally that addresses who will have access to the tool; document why the changeis
being made; and most importantly, apply the rules consistently to anyone who occupies
the Position Description associated with the information being changed.

1. Go to CPOL Portal and login. http://cpol.army.mil/

2. Click on the "Manager" Tab at the top of the screen. If you only see "Home" and
"Employee”, you do not have accessto the tool. Since thistab gives you accessto all
datawithin DCPDS for all assigned employees, accessis limited by organizations. To
gain access, your organization must work with your local CPAC.

3. Click on "Go!" in the Employee Data box.

4. At the bottom left of the screen, you will see alist of your employees. Click on an
employee name that is coded acquisition. Those who are coded acquisition will have
Acquisition Data Update as the third item under the employee's name.

5. You can update the following fields using the tool: Acquisition Career Level Required
(No Change, Leve I, Leve II, Leve 111); Acquisition Position Category/Career Category
(No change, all career position categories are listed, select one). Other fields that can be
changed are: Acquisition Position Indicator; Special Acquisition Assignment;
Acquisition Warrant Type; Acquisition Warrant Type To Date; Contracting Officer
Obligating Limit; Contracting Officer Primary Warrant Type; Acquisition Job Specialty
1; Acquisition Job Specialty 2; Intern Program Indicator.

6. Once you make the changes, click “ Submit” at the bottom of the screen.

Note 1 appliesto DCPDS:. After changes have been made, the phrase (Pending) will
appear behind the value until the update has been processed (approx 1 to 2 business days)
and the nightly database refresh has occurred.

Note 2 appliesto CAMP/CAPPMIS: Once changes are made in the Acquisition Data
Update Tool, they will not show up in CAMP/CAPPMIS until after the next build.
Builds are done bi-monthly. See screen shots below:
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After you change the data, scroll to the bottom of the screen and you will see the
“Submit” key. After changes have been made, the phrase (Pending) will appear behind
the value until the update has been processed (approx 1 to 2 business days) and the
nightly database refresh has occurred. Click on Submit.
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