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Responsibilities

a. Generate CAPPMIS reports quarterly to inform your organization of your progress towards meeting DACM
goals for certification, CLPs and IDP reviews.

b. Disseminating USAASC information on programs, education, training and competitive opportunities offered
to the command acquisition workforce.

C. Train supervisors and acquisition workforce members on how to utilize acquisition career management
automated tools, i.e. CAPPMIS Acquisition Career Record Briefs (ACRBs), Individual Development Plans
(IDPs), ATRRS Internet Training Application System (AITAS); etc.

d. Coordinating Critical Acquisition Position (CAP) waiver requests within the command for submission to the
USAASC.

€. Preparing annual Defense Acquisition University (DAU) training projections for your organization and
initiating any out-of-cycle DAU requests.

f.  Providing general acquisition career management guidance and advice to your organization’s acquisition

workforce.

Delegations must be signed by the head of your organization. DA policy on OAP

delegations is posted at <http://asc.army.mil/docs/regions/eastern oapebr.pdf>

OAPs are delegated access to the following CAPPMIS modules:

JAN 2011

Reports — Access to CAPPMIS reports and custom query capabilities
WFM - Allows OAPs to view ACRBs for careerists in your organization
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2a. CAREER CERTIFICATION REQUIREMENTS

v/ Public Law — Defense Acquisition Workforce Improvement Act (DAWIA):
The Secretary of Defense establishes training, education, and experience requirements for each
acquisition career field.

v" Procedures for determining if a position falls within definition of an acquisition position are
published in Chapter 5 of DoD Desk Guide
http://asc.army.mil/docs/dawia/ATL_Workforce Desk Guide.pdf and the
Army Supplement to the DoD Guide
http://asc.army.mil/docs/pubs/Army_Supplement DOD Desk Guide ALT.pdf

«  Mandatory AL&T workforce positions — 1102, 1103, 1105, Contracting officers,
PM, DPM, PEO, etc.

«  Other positions are to be coded as AL&T positions if duties fit DOD position
categories published at http://www.dau.mil/workforce/pages/pcds.aspx

v" Acquisition Logistics & Technology (AL&T) workforce employees must obtain certification for their
designated position and certification level within 24 months after being assigned

to the position. Lr:inintg
ucation
v’ Certification level guidelines (from DoD Desk Guide): Experience

Level | (Basic) — Grades 5-8
Level Il (Intermediate) — Grades 9-12

Level lll (Senior) — Grades 13 and above

4

¥Fmi ;l
POy o it

hitt

n:lla
niLLp./7d

an n
ouvu.qa

JAN 2011 USAASC OAP MANUAL — DAMI_AskAnACM@conus.army.mil 4



U.S. ARMY ACQUISITION SUPPORT CENTER

ACODISITION SUPPORT CENTER

2a. Defense Acquisition Workforce
Improvement Act (DAWIA)

Background:

®  The Defense Acquisition Workforce Improvement Act (DAWIA) was initially enacted by Public Law 101-510 on Nov.
5, 1990. Most of the Act was codified in Title 10, Chapter 87 of the U.S. Code (currently 10 U.S.C. § 1701-1764). It
has been amended a few times since enactment. (Extensive changes were made in 2003 — so extensive in fact that
some have called the 2003 changes “DAWIA II”.)

=  Congress intended that DAWIA would "improve the effectiveness of the personnel who manage and implement
defense acquisition programs. As part of the fiscal year 1991 Defense Authorization Act, it called for establishing an
Acquisition Corps and professionalizing the acquisition workforce through education, training, and work experience.
While the Act applied to both civilian and military personnel, it emphasized the need to offer civilians greater
opportunities for professional development and advancement.”

Definition of Acquisition:

Acquisition is the conceptualization, initiation, design, development, test, contracting, production, deployment,
logistics support, modification, and disposal of weapons and other systems, supplies, or services (including
construction) to satisfy DoD needs, intended for use in or in support of military missions. (ref: DoD Desk Guide)

Definition of Acquisition Position:

If a position involves the acquisition functions listed above more than 50% of the time, that position is considered to
be an acquisition position. This includes military (active, guard and reserve) and civilian positions.

For the remainder of these slides, we will refer to persons assigned to an acquisition position as an “acquisition
careerist.”

http://asc.army.mil
JAN 2011 USAASC OAP MANUAL — DAMI_AskAnACM@conus.army.mil 5
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2a. Defense Acquisition Workforce
Improvement Act (DAWIA) History

November 1990: Congress enacts the Defense Acquisition Workforce Improvement Act (DAWIA, Title 10,USC,
Chapter 87)

October 2000: Fiscal Year (FY) 01 National Defense Authorization Act (NDAA) amends DAWIA, revising the
education requirements for 1102s and Contracting Officers with warrants above the simplified acquisition threshold
to require a baccalaureate degree and 24 semester hours in specified disciplines.

December 2002: FY02 NDAA amends DAWIA, expands the 1102 education requirements to members of the armed
forces in equivalent occupational specialties and provides for limited expectations to include exceptions for the
contingency contracting force and for individuals in developmental positions. The law establishes alternative
minimum education requirements for the contingency contracting force and provides authority to establish
developmental programs.

November 2003: FY04 NDAA amends DAWIA, providing a number of flexibilities to enable DoD to more effectively
develop and manage the AT&L Workforce.

October 2004: FY05 NDAA amends DAWIA, changing Acquisition Corps membership requirements and providing
flexibility in the designation of Critical Acquisition Positions (CAPs).

January 2005: OSD issues revised DoDD 5000.52.

December 2005/January 2006: OSD issues DoDI 5000.66 and the DoD Desk Guide for AT&L Workforce Career
Management, incorporating statutory changes resulting from FY04 and FY05 NDAA

FY10: NDAA Amendments to DoD Acquisition Workforce Development fund “Sec 852 Program.”
Sept 2010 - Army Supplement to DoD AT&L Workforce Desk Guide published, 1 Sep 10

Data Sources:

= DoD AT&L Workforce Desk Guide, 10 Jan 06: <http://asc.army.mil/docs/dawia/ATL_Workforce_Desk_Guide.pdf>
= Army Supplement to DOD Desk Guide, 1 Sep 10: <http://asc.army.mil/docs/pubs/Army_Supplement_DOD_Desk_Guide_ALT.pdf>.

DoDD 5000.52, 12 Jan 05: <http://www.dtic.mil/lwhs/directives/corres/pdf/500052p.pdf>
= DoDI 5000.66, 21 Dec 05: <http://www.dtic.mil/lwhs/directives/corres/pdf/500066p.pdf>
= US Code, Title 10, Chapter 87, DAWIA Act: <http://www.library.dau.mil/DAWIA_internet.htm>

JAN 2011 USAASC OAP MANUAL — DAMI_AskAnACM@conus.army.mil 6
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2b. Army Policy

Army Supplement to the DoD Desk Guide for Acquisition, Technology and Logistics Workforce
Career Management, 1 Sep 10,
<http://asc.army.mil/docs/pubs/Army Supplement DOD_Desk Guide ALT.pdf>.

is the most complete and up-to-date source of Army policy and instructions related to acquisition workforce. Other specific
policy documents are outlined below:

= Acquisition Corps membership:

= The most current DA policy and procedures related to Acquisition Corps membership requirements is the Army Supplement
to DoD Desk Guide , 1 Sep 10.

= Certifications
= DA policy on career field certifications is posted at <http://asc.army.mil/docs/policy/acq career field cert.pdf>

» Paragraph 4h. "Up to 12 months of training or education in the individual's primary ACF [Acquisition Career Field] may be
counted towards meeting the experience standard for certification. However, it may not be substituted for the first year of
acquisition experience...”

= Paragraph 4i 1) "The same months of specialized experience used to obtain certification in one ACF [Acquisition Career
Field] may not be applied to meet the specialized experience standards in an additional ACF."

" Goals for certification, IDPs and CLPs, commonly referred to as the "Get Well"

stats.

= DA Memorandum, dated 31 Oct 07, posted at: <http://asc.army.mil/docs/policy/DACM_ Guidance Memo 03.pdf> and
DA Memorandum, 18 Aug 10, Enforcement of Mandatory Acquisition Certification Requirements (not yet published on ASC
website) See the next slides for a summary of DA metric goals.

" Individual Development Plans (IDPs).
= AR 70-1, Chapter 9, contains requirements for certification, IDP reviews, CAP positions, Acquisition Corps membership, etc.

= “Military and civilian members of the AL&TWF, regardless of rank or grade, must maintain an individual development plan
(IDP). The IDP is to be updated annually and is used to identify an acquisition professional’s career objectives in the areas
of experience, education, and training.”

http://asc.army.mil
JAN 2011 USAASC OAP MANUAL — DAMI_AskAnACM@conus.army.mil 7
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2c. Army MILDEP GOALS for
Acquisition Workforce

Certified for Current Position 75%

80 CLPs within 2 year cycle 95%
(Current cycle 1 Oct 10 - 30 Sep 12)

CAPPMIS IDPs Updated within past 6 months 100%
100%

Status of each major Army command and PEO is reported to
the Army MILDEP, LTG Phillips, during quarterly MILDEP/ACMA
meeting.

http://asc.army.mil
JAN 2011 USAASC OAP Manual Email: DAMI_AskAnACM@conus.army.mil 8
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2d. Continuous Learning Points (CLPs)

= USD(AT&L) policy on continuous learning requires each acquisition careerist member
earn 80 Continuous Learning Points (CLPs) every two years.

" The purpose of the policy is to ensure workforce members participate in continuous
learning activities throughout their careers.

= All acquisition careerists have a standard two year Continuous Learning cycle date that
begins (e.g. 1 Oct 2010 through 30 Sep 2012).

= Continuous Learning points earned will be reset to “zero” every two years.

= Supervisors of workforce employees entering a workforce position during the standard CL cycle may pro-rate CLPs
based on the date the employee entered the position. For detailed instructions, see “Standard CL Cycle and Prorated
CLPs Guidance” under the IDP tab within CAPPMIS.

DA policy on Continuous Learning Points (CLPs): Army Policy related to Continuous Learning
Points (CLPs) for various creditable activities, including IPT participation, rotational assignments, mentoring, etc. Posted
at: <http://asc.army.mil/docs/policy/army cl proc.pdf>

" Documenting Continuous Learning Points on CAPPMIS IDP:
» DAU courses (including Continuous Learning Modules) — CLPs automatically post when DAU completions post to
ACRB. It may take up to three weeks after completion of the course before the data is transferred.
= Non-DAU training and experiential CLPs:
= TED users — all CLPs post to CAPPMIS IDP / History when the class is updated in TED history.
" Non-TED users — acquisition careerists manually enter the course(s) in their IDP.
— Annotate completion, and request corresponding CLPs be awarded by their supervisor.
—  CLPs are not officially documented until the supervisor awards the points.

— Inlieu of individually entering each course, careerists may simply list activities performed and CLPs; discuss with
supervisor; then add one entry "CLP Activities Completed and Approved for Period xx to xx" in CAPPMIS IDP.”

— Please refer to the “IDP How to Guide for Employees” under the IDP tab within CAPPMIS.
http://asc.army.mil
JAN 2011 USAASC OAP Manual Email: DAMI_AskAnACM@conus.army.mil 9




Summary Chart of Recommended Continuous Learning Points

CREDITABLE ACTIVITIES POINT CREDIT (see note)
Academic Courses
Cuarter Hour 10 per Quarter Hour
Semester Hour 10 per Semester Hour
Continuing Education Unit (CEU) 10 per CEU

Equivalency Exams

Same points as awarded for the course

Training Courses/Modules

DAU Courses/Module

10 per CEU (see DAU catalog) or:

Awareness Briefing — No Testing/Assessment Associated

0.5 points per hour of instruction

Continuous Learning Modules — Testing Assessment

| point per hour of instruction

Other Functional Training

| point per hour of instruction

Leadership or Other Training

| point per hour of instruction

Equivalency Exams

Same points as awarded for the course

Professional Activities

Professional Exam License/Certificate

10-30 points

Teaching L ecturing

2 points per houtr; maximum of 20 points per year

Symposia’Conference Presentations

2 points per hour; maximum of 20 points per year

Workshop Participation

1 points per hour; maximum of § points per day and
20 points per year

Symposia’Conference Attendance

0.3 point per hour; maximum of 4 points per day
and 20 points per vear

Publications

10 ta 40 points

Note - All activities may earn points only in the yvear accomplished, awarded or published.

ExperientalDevelopmental Learning Activities

CREDITABLE ACTIVITIES

POINT CREDIT (see note)

Experience

On-the-job Experiental Assignment

Maximum of 20 points per vear

Rotational Assignment

Maximum of 40 points per vear

Training with industry

Maximum of 40 points per vear

IPT/Special Project Leader

Maximum of 13 points per vear

IPT/Special Project Member

Maximum of 10 points per vear

Mentor

Maximum of 5 points per year

Assignment Length

(Rotational Assignments or Training with Industry)
12 months 80
9 months 60
6 months 40
3 months 13
2 months 10
| months 3

Note - All activities may earn points only in

JAN 2011

the year accomplished, awarded or published.
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2d. Crediting Continuous Learning Points (CLPs)

Optional: Make a list of activities performed and CLPs; discuss with supervisor; then add
one entry "CLP Activities Completed and Approved for Period xx to xx" in CAPPMIS IDP.

CAPPMIS Add Method (non-DAU CLPs only)
1. Go to CAPPMIS / IDP / Planning

2. Scroll to Training Section: Other Training Plan

3. Click on ADD Other Training (Free Text)

4. Complete Boxes on the Free Text Screen; Title, Projected Start
Date, Projected End Date, Status Block: COMPLETED, add number
of CLPs requested, and ensure other required blocks are completed.

5. Click on SAVE and FINISH

6. Scroll down to Other Training Plan

7. Check the Box by the course (s) you have identified
8. Click “SUBMIT FOR SUPVR APPROVAL”

9. Once supervisor approves in CAPPMIS, the course and CLPs will
post to the IDP history.

TED Add Method (for experiential CLPs only):

1. Loginto TED at https: <//ted.ria.army.mil/TED_Main.cfm>
2. Click on “History” on TED menu bar

3. Click on “Add History” button on top right of screen

4

Describe CLP experience in Course Title, Vendor Name, Start
Date, End Date, CLPs

5. Click on “Add History” button.

6. Once supervisor approved CLPs in TED, they will automatically
post to your CAPPMIS IDP History

Contact your TED administrator if you have further questions or if
TED history items haven't posted to CAPPMIS.

http://asc.army.mil

DAMI_AskAnACM@conus.army.mil 10



J 3. Roles and Responsibilities

= USAASC - DACM and DDACM

= ACMA
= AFRs
= ACMs
= OAPs

= Supervisors and Careerists

http://asc.army.mil
JAN 2011 USAASC OAP Manual Email: DAMI_AskAnACM@conus.army.mil
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3a. USA Acquisition Support Center (USAASQC)
DACM, DDACM and Workforce Management Div

ACODISITION SUPPORT CENTER

Logistics & Technolog

M Ro O)’Nei

MILDEP
P = Director Acquisition Career Management (DACM)
LTG Phillips

anagement Branc
y Human Resour

g AL&T Workforce
- : Qualification Branch
Consolidates previous Support Branch
Eastern and Western p—
: « Certifications . raining
Reglons » Acquisition Corps Membership * OAP Support
effective 20 Sept 10 « Waiver Requests - ACMA Training & Support
« Fulfillment Requests + Ask An ACM Help Desk
« Policy Support (Email and Phone)
- CAPPMIS Automation User * Site Visits and Briefings
Group + AETE Coordination

http://asc.army.mil
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3b. chief, USAASC Workforce Management
- Division Responsibilities

U.S. ARMY ACQUISITION SUPPORT CENTER

Special assistant for career management development to the Deputy Director
of Acquisition Career Management Office (DDACM).

Manage the USAASC Customer Support Offices (CSOs)

Executes career field certification, Acquisition Corps membership and
waivers for DA civilians

Interface with the U.S. Army senior leadership.

Market acquisition career management training/opportunities/programs
(ATAP, CDG/AAF, DAU, NPS, SSCF, and other AETE programs)

Provides career management advice and assistance to commands, PEOs,
organization acquisition POCs (OAPs), supervisors and civilian workforce
members.

Communicates acquisition career management policy and procedures from
USAASC to the AL&T workforce.

Data Source: Army Supplement to the Department of Defense Desk Guide for Acquisition,

Technology and Logistics Workforce Career Management, dated 1 Sep 10

http://asc.army.mil
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3C. Acquisition Career Management
Advocate (ACMA) Responsibilities

= Serves as the DACM’s link to the AL&T Workforce in the field, and provides an opportunity
for AL&T communities to express concerns affecting the workforce.

" |Is expressly chartered by the DACM to perform specific AL&T workforce related duties.

" Participates as an ACMA Executive Council member. The Council meets once a year at the
AL&T Workforce Conference, or via VTC, with the DACM and DDACM to address any AL&T
Workforce issues.

= Acts as a principle advisor to the DACM, acquisition leaders and the AL&T Workforce on
matters related to acquisition career development policy, procedures, programs and
management

" Promotes and encourages acquisition career management functions in organizations in
addition to the normal position responsibilities. The USAASC ACMs are available at the
Customer Support Offices (CSOs) to assist ACMAs with the execution of their
roles/responsibilities.

= List of ACMAs is located on the ASC Homepage at <http://asc.army.mil> under “Contacts”.

Data Source: Army Supplement to the Department of Defense Desk Guide for Acquisition,
Technology and Logistics Workforce Career Management, dated 1 Sep 10

http://asc.army.mil
JAN 2011 USAASC OAP Manual Email: DAMI_AskAnACM@conus.army.mil 14
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3d. Acquisition Functional
Representative (AFR) Responsibilities

= Certify Army civilian non-acquisition individuals
= Recommend approval/disapproval of questionable requests for

certification, fulfillment and validation referred to them by a certifying
official (CO) for Army civilian or military AL&T workforce members

= Recommend approval/disapproval of non-Army individuals who have been
tentatively selected for a CAP

" Provide the final approval/disapproval of an appeal to a denied request for
certification or fulfillment referred to them by a certifying official.

" Process to nominate an Acquisition Functional Representative (AFR)
= Submit a current resume and ACRB of prospective AFR

= Obtain concurrence of Acquisition Proponent for the career field(s) for which the AFR would be
responsible. A list of career proponent contacts is located at
<http://asc.army.mil/contacts/divisions/default.cfm>

= Forward resume and documentation to DAMI AskAnACM@conus.army.mil

Data Source: Army Supplement to the Department of Defense Desk Guide for
Acquisition, Technology and Logistics Workforce Career Management, dated 1 Sep 10

http://asc.army.mil
JAN 2011 USAASC OAP Manual Email: DAMI_AskAnACM@conus.army.mil 15
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P 3e. UsAASC workforce Management Division,

Acquisition Career Manager (ACM) Responsibilities

= Support and promote USAASC policies and programs

" Provide assistance to the AL&T workforce through supervisor outreach,
career counseling, and assistance with certification requirements.

" Manage, process, and update ACRBs for certifications, board applications
and personnel actions, but only the sections that AL&T workforce members
cannot personally edit.

" Assist supervisors and individuals in reviewing and improving their ACRBs.

" Train and support delegated Organization Acquisition POCs (OAPs).

= Contact your Acquisition Career Manager through Ask an ACM Help Desks
EMAIL: DAMI_AskAnACM@conus.army.mil

TELEPHONE: 575-678-2247 or DSN 258-2247

Data Source: Army Supplement to the Department of Defense Desk Guide for
Acquisition, Technology and Logistics Workforce Career Management, dated 1 Sep 10

http://asc.army.mil
JAN 2011 USAASC OAP Manual Email: DAMI_AskAnACM@conus.army.mil 16
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3f. AL&T WORKFORCE MEMBER
Responsibilities

Rating Supervisor Responsibilities

» Assess employee’s strengths & developmental Needs
Develop & execute IDPs in partnership with employee
Ensure employees meet certification & CLP Requirements
|dentify and properly code acquisition positions

Provide quality evaluations

Develop & mentor employees for future leadership positions

Employee Responsibilities

» Understand & meet certification & CLP requirements
« Maintain CAPPMIS ACRB & IDP

» Understand AAC requirements & apply when eligible

» Take advantage of special opportunities for AL&T Workforce
Members

» Develop leadership skills & apply for leadership positions
» Seek out mentors

http://asc.army.mil
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4. CAPPMIS

CAMP
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https://rda.altess.army.mil/camp

CAPPMIS is the official Army database of record for career
field certifications, CLPs and Acquisition Corps

CAPPMIS

cnllllms membership.
'\_“__-E‘l-:' e T ER™) ¥ e
I
CRE__IDP _IDP ADMIN SRPE _CMS REPORTS AAPDS wrm [FVTID

»Acquisition Career Record Brief (ACRB) — view print and edit ACRB

* Individual Development Plan (IDP) — careerists - view, print and edit IDP;
supervisors — view, print and approve employee IDPs, initiate SRPEs

* IDP Admin — IDP Mirror and SRPE Mirror (available only to ACMSs)

=Senior Rater Potential Evaluation (SRPE) — Senior Rater and Employee views
=Certification Management System (CMS) — apply for certification

» Reports (available to ACMs and OAPs only) — CAPPMIS queries

*Army Acquisition Professional Development System (AAPDS) — careerists apply for AETE
opportunities; supervisors approve (when required); ACMs can view applications in process
*Workforce Management Module — view ACRBs (ACMs and OAPs) and edit ACRBs (ACMs)

= Army Acquisition Corps Management System (AACMS) — apply for Acquisition Corps
membership, print certificates

http://asc.army.mil
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4. CAMP- Access to CAPPMIS

It takes 2-3 weeks before a new workforce member’s DCPDS
record will be added to CAPPMIS (bi-weekly data transfer).
Careerists will not be able to create their account until this

happens.

CAREER ACQUISITION MANAGEMENT PORTAL

HMOTICE:

Tuecday, Dacamber L& frorm 0800-1200 EET.

All Career Acquisition Persannel and Position Management Information System (CAPFMIS) applications with the Career
acauisition Management Partal (CAMP) to include the &cguisition Career Record Brief (ACRB], Warkforca Management
[WFM), Army Acquisition Professional Development System (AAPDS), Individual Devwelopment Plan (IDF), Senior Rater
Potantal Evaluation {SRFE), Reports and Cerbfication Managament Systam (CMS] modulas will be unavailable on

welcome to the new Career Acquizition Managerment Portal [CAMP)

TED accounts are linked to

the TED administrator.

LOGIM
Once you login, you will have aocess to all of your USAASC applications. including
| Login using AKO | CAPPMIS, If you need assistance, of need to apply for & CAMP account, pleasze use the
links te the right,
| Lagin using CAC | .
| Louin using CAPPMIS | 4. el CAC

Forast Uzarneme or Passvward?

Help Regquest

First-time users log
in to “Create New
Account” to
register CAC card.

Master Key” field.

CAPPMIS in TED user properties by

TED Admin: check “AAW” box and
hit submit to populate the “IDP

https://rda.altess.army.mil/camp

JAN 2011
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4. Logging in to CAPPMIS

cAMP | CAPPMIS | Help Links Help Request Feedback Logout

CARE ACQuisITION MANAGEMENT PORTAL

NOTICE:

Choose CAPPMIS for ACRB, IDP, Certification Applications, etc.

The CAMP System Wil be unavalable due o ALTESS scheduled mirasruciore Upgrages from 0600 hirs Ex T saturday,
March &, 2008 to 1800 hrs EDT Sunday, March 9, 2008,

Account Access

NEWS

Change Ermail Address
Change Password

® Your password expires on 041272008

PROFILE Customer Support

JOHM T KELLY 1.200.981,.3234
Positon Tite: ACQUISITION CAREER M Ernail: Custorner Support Center

Organization:  USA ACQ SPT CTR USAASC Web Site Cnline Service Center

Date of Birth: May 21, 1279

E-Mail: johntkelly@us, army, mil \ vseful Links

USAAST Homepage
F Cownload Blank ACRE

ACRB INSTRUCTIONS ——  ;\CRE Instructions
AITAS
Wideo Tutorial
Current MAPL List
Find “rour ACH

Mame:

Whatis CAMP?
CAMP iz the new Career Acquisition Management Portal, housing all of the
Usaasc Applications in one convenient location, and using a single login.

J¥NInd IHL HO4 ANI¥YdIUd

JSY

Why switch to CAMP?
The tranzition to CAMP allows USAASC mernebers to AITAS
navigate between their USAASC applications, using 3

centralized customer support center, Thiz includes a (DAU classes)

applications, as well as newer USAASC applications,

Camp Applications

s’

Where is CAPPMIS?

B“F Is CAPPMIS is one of the main applications housed under the CaAMP
-fl 1 i CADDRTIC £ b H Ei L -t the tDp Df

https://rda.altess.army.mil/camp

T -o-t-d .- J-. rAnInLaTE Fl-o--- ------ C AT e fooo- 40 - - -.i--di-- Lo.L..

|

| £

@hl Done [% a Internet
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U.S. ARMY ACQUISITION SUPPORT CENTER

4a. Acquisition Career Record Brief (ACRB)

TION SUPPORT

» Snapshot of your acquisition history
» Used for verifying certification criteria and Acquisition Corps status

» Used as a document of record for competitive boards

Acquisition Career Record Brief - Microsoft Internet Explorer

File Edit View Favorites Toals  Help

€ > |ﬂ \E‘ _.” /VK‘Search ‘in:(Favthas &) - g 4 _I ﬂ

Ackss ] htps: lvda. aless.army. ilamp/appscappmisimadulesfactbindes ifuseaction=aarb pracessPrint > R
. -~
ACQUISITION CAREER RECORD ERIEF UNCLASSIFIED/PRIVACY ACT PROTECTED INFO
[Forunaate nsucions access me s st ERIEF DATE [PAY-PLAN/GRADE [SERIES/AOC [S5H paur
121772007 WER TADZ o001 k
SECTION | - CURRENT POSITION DATA SECTION I - SECURITY SECTION I - ACO CORPS DATA SECTION IV - PERSONAL
SVC COMP D |WF STATUS |AAC ACCESSION DATH ARMY CIWLIAN
"C":”T'SE’EDO"':;‘”EE“ L lp5/z4¢1999 AC0 WORKFORCE HAILING ADDRESS
[P Gt MANAGEMENT ‘D‘"E INVESTIZATED 11032004 [CDG GRAD YR AﬂF CAREER FIELDY MONTHS OF AGQ EXP| STREET
AAC CERT LEVEL REQ SECTION V - PREFERENCE |~ rrostad = —
lLevel U rtneci [ L
e GEDGRAPHICAL cap e cer Lev Realans Reserve sTarug
lus mmaey, CENTER: Mo Lewel Il (Intermed MNOT APPLICABLE
IPERSOHNEL OFFICE IFUNCTIONAL [DATE ENTERED PRESENT POSITION| 3-YR REVIEW DATE FAX #
|FT BELWOIR, wa. 1172072007 03] 62446354
hCoPOSITION TYPE COMHAND SECTION VIl - EDUCATION E-bhail pi
= T e SECTION X - CERTIFICATIONSILICENSES
SECTION VIl - AWARDS STITU
0F OB ook Degee CAREER FIELD LEVEL| DATE
SECTION VI - ACO/LEADER TRAINING _[PerFoRuance ano stanznr_ipygryp YEAR . ) e
PERFORMANCE SN0 0152006 _|BUSINEES, ADMN & MGT, 2005 = o
COURSE DATE ONTHE SPOT C#SH M0 wanseoos INSTITUTION DEGREE
|GLE 00T -LEAN-SE: FIGMA 114 52007 SPECIAL SLT OF: SERWICE M 0IA 605 NE Sachebrs Degree
wT TooLs 1oz ONTHE SPaT Cash A0 PP
ThomnG For | osnzons PERFORUANGE D awzms
VeTEN [ [TinE aFr e sz PROFESSIONAL LICEISE DATE
1 ot THE SPOT CAs A uszzns [DISCIPLINE
101 2D MET LENSRE | THE SPOT CA5H A0 0942012004
N THE SPOT CASH AND. T HIGHEST DEGREE ACO. CORPS QUAL - GREDIT
- CONTINUOUS LEARHING
END DATE: s POINTS,
SECTION IX - ASSIGHMENT HISTORY
FROW | MO ORGANIZATION LOCATION COMMAND DUTY TILE SERIES [GRADE | APG |SUPVR
T | 1 Jseoserom FreeeT c TN Copeer e PEOTIN Y u
e pEQ o eI oEE 11 o o T L ver e | yo u
sspers | 12 |ipEq cuew pin pe o115 o o SNASEVENT Pt TT e | e u
\1psms | & |asc eoRT pELOR PreTeT o SNASEVENT et veT e | e u
vars | 10 |ssc FoRT BELuO AT EELVE o T e | e u
1onszme o AT BELVE o T e | we u
sgspnt | a1 |pse preTeeTs o £-om 5T SpEC PESTIN Y u
sspans | oo lase FreeeeTs o \DENT TRNEE T ERE | oso u
v
< >
&) Done S @ Intemet
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ACRB

U.S. ARMY ACQUISITION SUPPORT CENTER

4a. Acquisition Career Record Brief (ACRB)

View ACRE Edit ACRE Print ACRE Print Certifications ACRE Instructions ACRE Video Tutorial

=l Acquisition Cz ~eer Record Bri f

E‘ = section is editfble

ﬁ = section is not efitable; section i

Print

LR |

For update instructions access at |BRIEF DATE
H I i L i

L

Print

Certificates

Instructions

Lrn LBl =a L PRI Y

SERIES/ADOC |S55NH |N AME

(-
FTLL]

0201

PERSONNEL OFFICE
Rock Island Arsenal,

PREFERENCE
GEOGRAPHICAL

ACD POSITION TYPE
ldcquisition Position

MICHIGAM, MI

INSTITUTION

JFUNCTIONAL

LUNIV OF MICHIGAN ANN ARBO Bachelors

s
SECTION VII
EDUCATION

DEGREE

Degres

https://rda.altess.army.mil/camp

JAN 2011

USAASC OAP Manual

1. Click on “Edit ACRB.”
2. Click on the green title bar of = )
. . SECTION II1 SECTION IV
section you want to edit. \CQ CORPS DATA PERSONAL
T 3. Agree to tell the truth. \WF STATUS AAC DATE ARMY CIVILIAN
<Y 4. Edit screens to add/edit/delete fields. [2t"® [09/05/2008
CA ACF [MT ACQ EXP MAILING ADDRESS
PROGRAM MANAGEMENT MNational Agency MNo PROGRAM MA |3256 STREET
AAC CERT LEVEL REQ DATE INVEST ACF REQ AAC RES
Level II (Intermedia 03/31,/20035 Lewvel IT ( NOT APPLIC
COMMAND B DT ENT PRES POS 5 YR DT
US ARMY ACQUISITION SECTION V 04/13/2008

http://asc.army.mil

Email: DAMI_AskAnACM@conus.army.mil




4a. Acquisition Career Record Brief (ACRB)
Editable Fields

ACQUISITION CAREER RECORD BRIEF

UNCLASSIFIEDVPRIVACY ACT PROTECTED INFO

Workforce (limited edit capability for line 1,
full edit capability for all other assignment history)

Far update in ;s BRIEF DATE PAY-PLAN/GRADE |SERIES/AQC |SSH HAME
12/17/2007 WEB Y02 0301
CTION | - CURRENT POSITION A SECTION I - SECURITY SECTION Il - ACO CORPS DATA SECTION IV - PERSOHAL
TITLE CLEARANCETYPE Secrat [SYC COMP D IWF STATUS A ACCESSION DATH ARMY CIALLAN
ACQUISITION CAREER MGHR INVESTISATION TYPE  Section 300, Ex 0572401999 ACD MORKFORCE
CATEGORY CATENVESTIRATED 04 MAILING ADDRESS
oGt IANASEENT VESTIG CDG GRAD YR{AAG GAREER FIELDY MONTHS OF AGQ EXP A
AAC CERT LEVEL REQ ECTION V - PREFERENCE PROGRAM 108
S { 9"’ AAG GERT LEY REQ[RAG RESERVE STATUR Workforce
DCPDS - Supervisor Workforce g Level I (Intermed | NOT APPLICABLE Address — MyPay
request to CPOL Manager/ LUMCTIO DATE EHTER%FHIERESEHI'PDSH'IDH J-TR REVIEW DATE Phone & email _ Edlt ACRB
HR Specialist SECTION VIl - EDUCATION E-Hail ot}
7 T X - CERTIFICATIONS
SECTION Vil - AWARDS 1/ OF PHOBHIX Rhsers Degres AREEF: FIELD | LEVEL| DATE
PERFORMANCE AN [ wzezont | ISTIP —
FER ' = - CAPPMIS CMS
t - Workforce
CLE 00T-LEAN-51% SIfMA, 115007 3 AC M Ad min b C PO LIM B . &@L
PMT 250 PRGRM MG“TDDLS 10005 ON THE SPOT CASH AND U200 | Rl ( y IZ) —
HF‘HMP.NCE ann 0 NaR00s
N IN
+ DAU — ATRRS E GFF A0 s see FAQ "3 ESSIOHAL LICENSE }
b . THE sPOT CASH AND nazarona |DISCI TERR
| (USAASC Admin can oo ,w«f/ Workforce
L . HIG) REE ACO. CORPS QUAL - CREDIT
HE SFOT CA&5H Ann nafzafzand
b ed It after 30 dayS) g; Masters Degree CONTIHUOUS LEABHING
END DATE: "asneons
: N O N _DAU - SECTION IX - ASSIGHMENT HISTORY T E D/CAP P M IS
L . ROM | MO ORGANIZATION LOGATION COMMAND DUTY TITLE SERIES |GRADE | APC [SUPYR )
| Workforce can edit
L . . $%ﬂ'ﬁmlﬁ LIS A0S0 ACQUSTION CoREEF MGE 4
1 using Edit ACRB i

See FAQ #2

»Section VII, Education. Recommend updating through CPOL/My Biz. My Biz updates take 5-6 weeks to post to ACRB.
»To request Section VI or VIl updates to your ACRB: Scan and e-mail your supporting documentation to:
DAMI_AskAnACM@conus.army.mil



4a.

Acquisition Career Record Brief (ACRB) - Data Fields

ACRB
Section Title Data Source Process to Add/Edit/Delete Notes
Careerist notifies Supervisor. Supervisor contacts |Errors in position coding and certification level

1 Current Position Data |DCPDS civilian personnel representative orlocal CPOL  [can negatively impact careerists in obtaining DAU
Manager to correct errors priority for resident courses.

[} Security DCPDS Contact CPAC/CPOC
Incorrect AAW status - see Section I. Otherwise,

Lists AAW status, CDG status, ths of A
n Acq Corps Data CAPPMIS Email DAMI_AskanACM@conus.army.mil for st ) status status, months of Acq
X experience, etc.

assistance.

Go to the Defense Finance and Accounting

System website at

- <https://mypay.dfas.mil/mypay.aspx> and follow |Corrections posted to myPay will be reflected on
Personal Mailing Address: MyPa
5 ring Wi the instructions. The myPay module is located on |the ACRB in 30-45 days.
the CPOL site, under the “Employee” tab.
ACRB Module/ Edit ACRB. Careerist enters
Phone and Email: Manual Edits . / . "
corrections and hits "Save.
ACRB tab / Edit ACRB. Careerist can enter . .

\' Preference Manual Entry Not a required field.

preferences from drop down menu.
DAU courses normally take 2 weeks to post to the
Courses taken within past 30 days: No action ACRB. TED users should notify TED administrator
required of DAU course completions so that their
DAU courses - DAU TED/CAPPMIS IDP history is updated.

VI Acqg/Leader Training Courses taken longer than 30 days ago, scan New acquisition workforce members who have
completion certification and email to taken previous DAU courses - past DAU records
DAMI_AskAnACM@conus.army.mil take about 2 weeks to post.

. ACRB Module/ Edit ACRB. Careerist checks the The course must be on your CAPPMIS IDP History
Non-DAU Courses - Manual Edits . " . " X
Display on ACRB" box and hits "Save. first.
. . Once MyBiz changes are posted to DCPDS, it can
Vil Education DCPDS CPOL / My Biz Help Desk Ticket
/™My P take 3-4 weeks before CAPPMIS ACRB is updated.
Awards with an SF50 will post automatically. To
add special awards, scan documentation with
Vil |Awards DCPDS & Manual Edits [RERUETERE, Y fonwi
name, title of awards and date presented and
email to DAMI_AskAnACM@conus.army.mil
Line 1is your current position data in DCPDS. See
. Y . . P . The careerist can manually edit the start date.
Section | for instructions on corrections.

IX Assignment History DCPDS & Manual Edits After line 1, Manual edits by careerist using ACRB |Previous military and private industry experience
tab / Edit ACRB. Previous lines of experience can [related to an acquisition career field should be
be added/edited/deleted by the careerist added to your ACRB.

To add certifications from other DoD agencies, A .
e . . Army will not accept certifications from non-DoD
Certifications - CAPPMIS scan and email to agencies
DAMI_AskanACM@conus.army.mil E )
X Certifications/Licenses |Licenses -Manual Edits Workforce can manually add certifications. Only items on the picklist can be added

Continuous Learning - CAPPMIS / TED

Non-TED users - correct on CAPPMIS IDP history

TED users - contact your TED administrator to
correct errors

TED course completions may need to be deleted
and re-added
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IDP)

4c. Individual Development Plan

Required for each acquisition careerist (AR 70-1)

" Permits employee and supervisor to discuss and document -
career objectives and track achievement of training plan goals

— ldentifies short & long-term (5 year) career objectives

— Defines development needs in terms of training, education and
experience

" Should be discussed in conjunction with the normal appraisal cycles (mid-
point review and final rating period).

— Prepared by employee with input and guidance from supervisor

— After employee updates IDP, print and submit to supervisor for
discussion/approval.

CAPPMIS IDP
= CAPPMIS IDP Tab contains both the individual module and supervisor
module

" Supervisors populate their Supervisor module by adding employees
" TED feeds CAPPMIS IDP - course requests, goals, TED history, CLPs, etc.

" Important: All DAU training required for certification must be identified on
the employee’s IDP and approved by the supervisor before the employee
may apply for DAU training in AITAS. _

http://asc.army.mil
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4c. Individual Development Plan (IDP)

| Upcoming T; Completed Supervisor P Instrugtion; N werkiorce ;

Classes || classes Module i

1

If your supervisor is not correct,
notify your current supervisor

W Vicicome —[=m -

Home Planning Histo Supervisor IDP Documents

: IDP Plan Last Updated: 03/03/2009 View/ Print Current Plan (=) * Current IDP Supervisor: HORNADAY SHIRLEY ]

oe Current CL Cycle: 10/01/2008 - 05/30/2010 CLPs: 52 & Supervisor Email: shirlev.hornadayv@us.army.mil

B Certification Status: Due 04/13/2010 () Print ® Malke sure the iu:IE_ntifiEu:I Supervisor and _Email address is correct.

= If not, please notify yvour correct Supervisor to make the change

e {5:]. Once corrected, 1_:hE new inﬁ:n_rrnati-:un will reflect here. Please

= If you need assistance on your IDP, please contact your designated click here for Supervisor instructions.

e Acquisition Career Manager (ACM]. # Per the latest CL Policy, you may only receive CL points for

;f o college courses towards a degree and not for a degree itself. If

= * Welcome to the Individual Development Flan module. yvou completed a degree and would like to get a degree added to

= CAPPMIS, please contact wvour Acquisition Career Manager with a
transcript.

#* Your password expires on 07/01/2009

ISITIOR

ACOQU

B cctives/ Goals | Note: TED users can add your short term and long term goals in
TED Goals/IDP section

R

Short Term Objectives (1-3 years):

Completion of a Black Belt project and abtaining Lean Six Sigma Black Belt certification. Attend a leadership development cofirse or Dale
Carnegie course. Completion of 24 business credit hours and membership in Acguisition Corps.

CAREE

Long Term Objectives (3-5 years):

Coaching and mentoring green and black belt teams. Attain black belt certification.

| Edit Objectives/Goals

http://asc.army.mil
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U.S. ARMY ACQUISITION SUPPORT CENTER

4d. CAPPMIS - IDP Supervisor Module
How to Add Employees

Home

*  Only acquisition workforce members are in CAPPMIS —

m Supervisor Module

[click employee name to view civilian ACRE, for military plead

REVIEW
REVIEW
CURRENT
CURRENT

Remove Employee(s)

« Gaining supervisors add their employees.
 New employees take 3-4 weeks before records are -

available in CAPPMIS

P Mirror

non-AAW can be added upon request — contact
AskAnACM phone help desk at DSN 258.2247 (will
need SSN) /2010

Your Employees

06/17/2010

06/17/2010 07/24/2007
0&/11/2010 03/29/2006
05/27/2010 01/26/2009

View /Print Employee Plan(s) Total Employees: 4

Download A plovees to Excel

4 = Click to Email Employee

@ = [tems Pending Supervisor Review

ma Search Employees

Search by Employee S5M {no dashes)

||Sear|:h|

Search by Employee Name (lastname firstname)

[ MOSES J0AN

||Sear|:h|

JAN 2011

https:/Irda.altess.army.mil/camp
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4d. CAPPMIS IDP, Supervisor Module
Useful Features

ACODISITION SUPPORT CENTER

3. Hit “View items” to see
completed classes and
to edit CLPs

2. Click on Link to review
the employee’s IDP
(example on next slide)

1. To view employee’s ACRB,
Click on the employee name

el Supervisor Mod ule

[click employee namefo view civilian ACRE, for military please refer tg Current CL Cycle: §0/01,/2008 - 09/320/2010

Your Employees

ﬂ Mam IDP Status Last IDP Updated Last IDP Review Total CLPs Completed Items l Access SRPE
o \_usmieme |

V¥ (EDWARD 1 MAGUIRE Y] CURRENT 05/26/2009 06/10/2009 Mot Raquired ’
¥ [10an M MOSES [=4 CuRBCNT 06/10/2009

0&/10/2009 Feguest ERPE
' Add Employea(s) Remove Employee(s) | — iew [ Print Employeea Plan(s — Total Empioyeas: 2

4] = Click to Em#fil Employee

@ = Items Pending Supepvisor Review

Lll Emplovess to Excel

5. Use to initiate Senior
Rater Potential Evaluation
for employees applying to
competitive selection board
programs

4. To print IDPs for mid-year and annual appraisals:
a. Click on the checkboxes to select employees
b. View/Print Employee Plan(s)

http://asc.army.mil
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IDP Status
CURRENT

cuRREMNT

CAMP

! ACOQUI

JAN 2011

PORTAL

SITION WARAGEMENT

R

CAREE

U.S. ARMY ACQUISITION SUPPORT CENTER

4d. CAPPMIS IDP/ Supervisor Module -
IDP Status

Click on “Back to Supervisor
Main Page” to “Refresh” the

IDP
— . “Last IDP Review” date
Home Planning History Supervisor

ml Review Employee Plan for JOAN M M_5ES

1. Perform CAPPMIS approvals/disapprovals.
TED users: Supervisor approval/disapprovals

Back to Supervisor Main Page

[click header to sort)

are posted here.

Raview Plannad Itams

Item Name Item Type Start Date End Date Item Status
EXCEL PIVOT TABELE COURSE - WAIT LIST OTHER 01/01/2008 01,/31,/2008 APPROVED
FOUNDATIONS OF LEADERSHIP{CENTER FOR 0z/01/2002 REJECTED
CREATIVE LEADERSHIP)
MAKING THE TRANSITION FROM STAFF MEMEER OTHER 01/01/2008 01/31/2008 APPROVED
PMT 250 PRGRM MGT TOOLS DAl 09/01,/2008 APPROVED
Submit Review

{click header to sort)

2. “Review Completed Items” for items which have not yet moved to the
IDP History. Supervisors can move these to CAPPMIS history by filling in
Number of CLPs, checking “Award CLPs” box and “Post CLPs”

Item Na

Submit Review

{click header to sart)

CDG/AAF BROWN BAG

Review Completed Items

Item Type End Date Requested CLPs

OTHER 0%/02/2009

Item Name Award CLPs?

http://asc.army.mil
Email: DAMI_AskAnACM@conus.army.mil
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4d. CAPPMIS IDP/ Supervisor Module -

Completed Items
— CAMP | CAPPMIS | Help Links | HelpR . i -
e 1. Supervisors can pro-rate CLPs

L ACQUISITION SUPPORT CENTER

View [tams ‘ NDT%EE;M all CAPPMIS applications will be unavailable from 0800 to 1130 EST on Thursday, 05 Novemnber 2009 for em ployees Who Start in the
i - middle of a 2-year CLP cycle.
I:ll'l’m- 0 the acauisition werkiorce | For example, you could input “40”

e e

for employees who start 12 months
into the cycle.

1]

Home lanning History Supervisor IDP Documents

JOAN M MOSES's Continuous Learning Cycles

Continuous Learning Cycles

Continuous Learning Period Prorated CLP Total CLPs

10/01/2008 - 09/30/2010

10/01/2006 - 09/30/2008

10/01/2004 - 09/20/2006

12/16/2002 - 09/30/2004

12/16/2000 - 12/15/2002

12/15/1998 - 12/15/2000

Save Prorated CLPs I Cancel

o o o o o o

2. CLP totals posted for previous
CLP cycles are “frozen” and
cannot be edited or updated.

MANAGEMENT PORTAL

' JOAN M MOSES's Completed Items

[click column header to sort | click course title to edit the course item)

CAMP

Completed Items

Other o 11/04/2005 11/04/2005 WEB TED

CAREER ACOQUISITION

TJACOM-Warren Annual SAEDA, OPSEC,
AT/FE, informat

05 CSRS RETIREMENT CLASS r o 08/23/2005 08/23/2005 WEB TED

14TH TACOM/INDUSTRY LOG 5 Other i8 03/15/2005 03/15/2005 WEB TED
SYMPOSIUM

i15TH TACOM/INDUSTRY LOGISTICS

SYMPOSIUM — 3. Supervisors can open up a completed class and make corrections
to the CLPs recorded. Note: Only changes to current CLP cycle
e o] History will adjust in Continuous Learning Cycle area.

http://asc.army.mil
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ACODISITION SUPPORT CENTER

4d. CAPPMIS IDP, Supervisor Module -
Diagnosing and Fixing Problems

Home Planning History (SUEEWiEDr >IDP Documents

e Supervisor Module

[click employee name to view ACER] Current CL Cycle: 10,/01/2004 - 09,/30/2006

Your Employees

ol “ IDP Status Last IDP Submit | Last IDP Review | Total CLPs Completed Items Access SRPE

D Lf BLAME 1 02f12/20082 02f12/20082 View Iterns Mot Required

|:| Ad BLAME 10 I:I 03/08/2005 0308/ 20035 - View Iterns Feguest SRPE

|:| L BLANE 2 = © 07/25/ 2008 - View Iterns Mot Required

D Aoty BLANE 3 H = 0i/07/2008 = Wiew Tterns Mot Required

|:| Ah BLAMNE & = F.H 1270172000 0212/ 2008 - Wiew Iterns Feguest SRPE
Add Employee(s) Remoye Employeeis]) View /Print ployee Planis)

Download All Emnployees to Excel [ = Clicl to Emnail Employes

@ = Items Pending Supervisor Review

Problem: Red Review.

Fix: 1. Open “Review” and check to see if classes need
to be reviewed or if CLPs need to be assigned for
completed classes.

2. If there are no other review actions to complete,
report the problem to
CustomerSupportCenter@conus.army.mil

Problem: No IDP date.

Fix: Ask employee to

enter short term and

long term goals in TED / CAPPMIS

http://asc.army.mil
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4e. IDP Admin

* IDP Mirror —
* USAASC ACMs and AskAnACM Help Desk can view and edit IDPs for employees and

supervisors — need SSN of employee.
* The AMC TED team also has access to IDP Mirror — to use when troubleshooting TED-

CAPPMIS interface problems.

* SRPE Mirror — usaAsc ACMs and AskAnACM Help Desk can view SRPEs — need
SSN of employee or senior rater

Email DAMI_AskAnACM@conus.army.mil if you need an ACM to view IDPs or SRPEs.

http://asc.army.mil
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L ACQUISITION SUPPORT CENTER

4f. AAPDS - Apply for AETE Opportunities

AAPDS

Supervisor Review Read Only Applications

m Apply - Active Events

IS B vy rewpn s ey

AAP, 28 March - 2 Apr 2010, Darden: Advance Announcement Dec 08, 2009 Jan 26, 2010 Jan 28, 2010 Closed

Acquisition

2010 Defense Acquisition University Senior 2010 DAL-55CF Announcement Jan 21, 2010 May 14, May 19, 2010 Closed

Service College 2010

2010-2012 Maval Postgraduate School Master of NPS PM Announcement Mar 17, 2010 May 18, Jun 28, 2010 Closed

Science in Program Management 2010

CBE, 11-22 July 10, Commercial Business Announcement located =t USAASC, Apr 12, 2010 Jun 01, 2010 Jun 09, 2010 Closed

Environment, Darden CPD Opportunities

AAP, 25-30 July 2010, Darden, Advanced Announcement, USAASC, CPD Apr 12, 2010 Jun 29, 2010 Jun 20, 2010 Apply

Acquisition Program ocpportunities

. . . . a 5 ul 01, losed

« Apply — careerist can view open applications and apply. If e I
careerist doesn’t meet basic prerequisites (e.g. grade or , 02, 2010 Auy 05, 2010 Awuly
certification level), they may not be able to Apply. e B R
» Supervisor Review — supervisors review and approve seen
applications (when required)
* Read Only Applications — ACMs and AskAnACM Help Desk .

can review applications in process and submitted

http://asc.army.mil
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4f. ACOQUISITION EDUCATION, TRAINING &
EXPERIENCE (AETE)

Training
» Defense Acquisition University (DAU)
» Darden Executive Education, University of Virginia

Education
» Acquisition Tuition Assistance Program (ATAP) — Bachelors or Masters

School of Choice (SOC) - Full-time attendance at college

Student Loan Repayment Program (SLRP)

Senior Service College Fellowship Program (SSCF) - Warren, Huntsville & Aberdeen

Naval Post Graduate School (NPS) — Masters degree programs

» Industrial College of the Armed Forces (ICAF)

Experience & Training
= Competitive Development Group/Army Acquisition Fellows (CDG/AAF)

Developmental’ >~
Opportunities

ttp://asc.army.mil
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4f. AETE (cont’d)

" Programs are announced and open for applications at various times throughout
the year and will be posted on the ASC Homepage. OAPs will be notified as
announcements are posted and are responsible for disseminating the
information to workforce members.

= Applicants should follow the current guidance and application requirements as
posted in individual announcements.

" The U.S. Army Human Resources Command releases announcements and
applications for the Senior Service College Fellow (SSCF) Program and the
Product/Program Manager for Critical Acquisition Positions.

http://asc.army.mil
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U.S. ARMY ACQUISITION SUPPORT CENTER

4f. Competitive Development Group / Army
Acquisition Fellowship (CDG/AAF) Program 4

JAN 2011

Target: High Potential GS12-13 / payband equivalent

* Leadership Training

* Congressional Operations on Capitol Hill (1 week)
* Intermediate Qualifications Course — 4 weeks, Huntsville, AL

* Darden Business Executive Education — two 1-week courses —
University of Virginia, Charlottesville

#1 priority in all DAU courses for secondary career field certification,
including PMT 352B for PM Leader track

* Training scheduled between developmental assignments

NEW!
" Open to GS12/payband

] No Mobility Agreement

" PM Leader or

Acquisition Leader
Tracks

* Career-broadening developmental assignments

* First Year Assignment in secondary career field (e.g. PM, BCF, etc.)
* Six month assignment - National Capital Region or HQ AMC - Huntsville, AL
* Final Year assignment determined by career track goal (PM Leader or Acquisition Leader)

* Building Future Leaders for your Organization

* SES/GO mentors plans the career path with the CDG/AAF fellow and USAASC
* USAASC pays the salary of CDG/AAF fellow until graduation or promotion, whichever is first

* USAASC pays tuition and TDY for ALL leadership training during the 3 years (even for fellows
promoted prior to completion of their 39 year)

* Organization retention rights upon graduation

http://asc.army.mil
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Program - Aberdeen, Huntsville, Warren

U.S. ARMY ACQUISITION SUPPORT CENTER

4f. Senior Service College Fellowship (SSCF)

Target: GS 14 - 15/ payband equivalents

® Develops civilian acquisition leaders for PM, PEO, SES and key

leadership positions
* 10 month program in local area

Advanced DAU courses — PMT 401, ACQ 450, ACQ 451 and ACQ 452
National security module

Independent research study in acquisition issues and processes
* Mentoring with government and industry senior leaders
* Tours of industry and government (TDY)

* Career-broadening developmental assignment upon graduation
« Aberdeen and Huntsville programs — classes towards Masters degree,

optional completion of Masters degree

* Warren program - Masters Degree in
Defense Acquisition University

STATES
\5“6@

B

Global Leadership & Management from
Lawrence Technological University

Ursirion<®

http://asc.army.mil
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4g9. How to Apply for Certification - CMS Tab

nome_acws_toe_toe own_swee [T nerows aaros wem ancws

Main A for Certifications Print Certifications CMS Documents Certifying Official Module

(ACOUISITION SUPPORT CENTER

m Certification v yement System * 1 I_m

Welcome to the ificati Instructlons * You cannot apply for a Secondary Certification until yvou
have completed your required Primary Career Field
certification

ITAL

R

PO

Checl your "C ation Status" below for information on your
current certifics =

If vou already have a certification from another service within
Dok, the Army accepts it through reciprocity. Flease provide
yvour certification certificate to your ACM to add to yvour ACRB.
You do not need to reapply through CMS.

Flease make s our ACRB is current i e L "

To apply for a ication, click "Apply for Certifications” on the
menu at the to d follow the instructions to submit an
application

=
i
Ll
[2.]
=

utions for required Harvard

Click on “Apply for Certifications” and follow step-by-step instructions to {ourses or DAU Continuous
apply for certification. You will need to cut and paste your current
resume during the application process.

= Certification Status

Primary Career Field: Level 1 Level 2 Level 3

PROGRAM MANAGEMENT Completed: 09/29 /2005

More Info Level 2 Deadline: 04132 /2010

ACQUI

R

CAREER

Secondary Career Field:

CONTRACTING Completed: 047172001

http://asc.army.mil
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4g9. CMS - Supervisor Module

Main A for Certifications

Print Certifications CMS5S Documents,

CMS Supervisor Module \ Certifying Official Module

m CMS Supervisor Module - Employee's Position Certification Status

Wiew All Certification Applications

Start Date

Applications
of 24 Mth -

WF Status Position Certification Requirement Position Certification Status

Acg WF-Civ
Acg WF-Civ

Cert Deadline
02/08/2004
04/13/2008

PROGRAM MANAGEMENT - Level 2
PROGRAM MANAGEMENT - Level 2

Completed - 06292006

Deadline - 04/12/2010

In Progress

NOTE:

Military employess will not hawve the "Start Date of 24 Mths Cert Deadline" column populated and will enly hawve the "Position Certification Status" column populated
with a yellow status bar if they have not achieved their current pesitien requirements and a green status bar if they hawve fulfilled their pesition certification,

MNon-Acquisition empleyees will not have the "Start Date of 24 Mths Cert Deadline” or the "Position Certification Status” columns populated.

Deadline Explanation

Employvee's Primary Certification Timelines
* Mot eligible for certification per policy

https://rda.altess.army.mil/camp

CMS / Supervisor Module '

* View all employee certification status

 View ACRB for DAU course
completions

http://asc.army.mil
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orts in CAPPMIS

| Help Links | Help Request Feedback Logout

CAPPMIS > ting the acguisition werkforce

-G

B

LSy

REPORTS

-

Standard Reports i Reports DAWIA Certificate Printing Reporting Instructions;

Full description of all reports

mm Standard Reports

This sectien lists all of the standard report types that you have access to generate, You can click on a report title to see the detail description of the repert. You can
select multiple reports within the same category. If your netwark connection speed is slow, it is recommended that you anly run ane report at a time, Please select a
repart from the list and click next to begin.

Report Category Reports

D Acg NGB & Reserve Mil Review D Certification Delinguency

["] certification Review ["] corps Membership Discrepancy
Workforce Reports [T current Assignments ["] Education Review

[C] 1DP CL-Cycles [7] Met cCertification

[T] mot Met Certification [T warkforce Review

Next ==

[ Acg Corps Membership Discrepancy [ Acguisition Tuition Assistance Program (ATAP)

[C] Civilian caP-kLP [T Civilian Certification Delinguency

[C] civilian IDP CL-Cycles [T] civilian Werkforce Education Review
Acq Specific Reports [C] civilian Workforce Review [Tl completed Acquistion Training

[Tl Completed Other Training [T current Cycle And Annual CLPs

[C] met Certification ["] ot Met Certification

[7] outstanding Reqmts for Certification

Regional Mil and Civ Review “Get

[C] sRPE status |”] submitted or Approved Certificationk
—
Next >>
————

["] Acquisition Workforce Certifications Processed ["] Applications Pending Review

CMS Reports

[[] gms Roles ["] other Workforce Certifications Processed
Next ==

[] ACM Forward to AFR [T] AFR Appeal Approvals versus Denials

[] Approved vs Denied Applications [C] certification Denials versus Appeals

[T certifications Applied For [} certifications Completed by FY

CMS Metrics

[] co applications Approved Denied or Forwarded [ | FD Applications Approved and Denied

[C] Mumber of Forwards from CO to AFR [C] oaF Filter Report

Well” Metrics report

(o

my.mil
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PORTAL

ENT

MANAGEM

ting the acguisition werkforce

REPORTS | V.

Reporting Instructions Reports Descriptions

DAWIA Certificate Printing

Standard Reports Personalized Reports

& Fiters |

Select the filters you would like to use to limit your report data, If you do not select any filters for a given field the filters you |
have access to will be used by default,

Command Filter Uic Filter Org Filter

select up to 3 ] an

X3 - US Army Headquarte .
X4 - US Army Training Act
. . X6 - US Army Aviation & P
Regional Mil X7 - US Army Tank-autom
anl:I.Cw X8 - US Army Communical
EsiE XA - US ARMY SOLDIER & |
XB - US Army Chemicals Mz,
XC - US Army Sustainmen!

You are on step 1/3 |

filter.

Select our command code and UICs.
If you want to capture military, DO NOT use the Org _

U.S. ARMY ACQUISITION SUPPORT CENTER

4h. Reports in CAPPMIS

CAMP | CAPPMIS | | Help Links | Help Regquest Feedback Logout

AUNINS FHL HO4 ANIHVAINA

JAN 2011
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CAMP | CAPPMIS | | Help Links | Help Request | Feedback | Logout

CAPPMIS ling the acguisii{on i;‘-‘i'-s.?!f'u'ﬂf H-
h“ﬁéf i

"IDP IDP ADMIN SRPE cMs 13010

Standard Reports Personalized Reports DAWIA Certificate Printing Reporting Instructions Reports Descriptions

Here you can customize which columns you would like to see on the report as well as the order in which they are displayed. |
%ou can use the up, down, left, and right arrows te move a selected column name.

Available Columns - Selected Columns -

You are on step 2/3 |

= L] Al Recommended order:
o SUPV_REVIEW_DATE R PERSON_ID
= SUPV_NAME CERT_LVL_AcHiey °  Person_ID y
B | Regional Mil  ||SUPV_EMAIL LAST_IDP_UPDAT| «  Person Name
and Civ CERT_LVL_ACHIEVED_IN_APC MTHS EXP_IN.CUl = O~
Review LAST_IDP_UPDATED_MTHS CERT_IN_POSITIO

MTHS_EXP_ IN_ CURRENT_APC_ACL CERT_BELOW _POS . ACL
CERT_IN_POSITION = NOT_CERTIFIED .
CERT_BELOW_POSITION £ . Cert_Lvl_Achieved
NOT_CERTIFIED In_APC

Cert_Below_Position

. . Not_Certified
Select the columns/fields you want on the report, and . Mths_Exp. in_Current

the order you want them in. - _APC_ACL
L Tt . CLP

MANAGEMENT

A

J4NINd IHL ¥04 INI¥YdINd

R

. Last_IDP_Updated
Mths

. Last_IDP_Update
Other fields

CAREE

http://
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4h. Reports in CAPPMIS

CAMP | CAPPMIS | | Help Links | Help Request Feedback | Logout

PORTAL

MANAGEMERNT

REPORTS

Standard Reports Personalized Reports DAWIA Certificate Printing Reporting Instructions Reports Descriptions

B Sorting.

Below you can choose which columns to sert your report by, The report will be sorted by the first selection, then by the next, |
and so on. You do not have te populate all drop-down boxes.

You are on step 33 |

PERSON_NAME - @ ascending ) Descending
Regional Mil - Select a Column - - @ ascending () Descending
and Civ - Select a Column - - @ pszcending () Descending
Review _ _ _ .

- Select a Column - - 1@ Ascending [ Dezcending

- Select a Column - hd @ Ascending ) Descending

Select the columns to sort your report by (optional).

JAN 2011
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il
=
-
=~
=
Bl

MENT

MANAGE

SITION

CAMP

ACOUI

the future.

you run it.

JAN 2011

Note: CAPPMIS report data is always a “day old.”
(e.g. Certifications granted “today” won’t show cauiIs i()r. wetr kior z
on reports until tomorrow.)

U.S. ARMY ACQUISITION SUPPORT CENTER

4h. Reports in CAPPMIS

CAMP | CAPPMIS | | Help Links | Help Request Feedback | Logout

Standard Reports( Personalized Reports JDAWIA Certificate Printing Reporting Instructio

If your query returns 0 records, notify CAPPMIS help
o Reports | desk at CustomerSupportCenter@conus.army.mil

Click on the download button below te view or save the report te your computer.

Regional Mil and Civ Review

S e mern

el SN
Records

—
Download

\_Download | /

File Size

The personalized reports feature allows you to save all of the options you selected to re-generate the report(s] above [filters, col W|" nOt be saved)'

gL Save Personalized Reports_ To run the report now (query

the wizard, To save this repert in your "Personalized Reports”, select the check-box next to the repert you want te save and entel = TTaTmes, TesCITPOOT SO TTET CITCE
on the save button, This will save the report to the Personalized Reports link where you can access it st anytime to gensrate the same report.

B S " S
Regional Mil This report is for the quarterly "Get Well" stats for the TACOM
and Civ Regional Mil and Civ Review - TCC Contracting Center.
Review

——a - —

To save your query as a Personalized Report. After you save it, go to “Personalized Report” to
download the query results.

Highly recommend using this feature — it allows you to easily run your “custom queries” again in

Caution: Clearly NAME your personalized reports so that you can easily locate it the next time

ull
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41. Army Acquisition Corps Membership
Requirements

TRAINING: Certified Level Il in any Acquisition Career Field

EDUCATION: A baccalaureate degree AND one of the following:
= 24 semester credit hours in business related disciplines, or

= 24 semester credit hours in career field AND 12 semester credit hours in
business related disciplines

Only Exception to Education Requirement: “Grandfather” exception - possess ten years of acquisition
experience prior to Oct 1991 — must be documented on ACRB and resume

EXPERIENCE: Four years of acquisition experience
GRADE: GS13 OR payband equivalent*

*Equivalent payband employee must either occupy a position that is designated as requiring Level Il
certification (or highest certification level identified for the acquisition career field) -OR- earn a
base salary, not including locality pay, at least equivalent to that of a GS-13, Step One.

NOTE: For official placement into a Critical Acquisition Position (CAP), selectee MUST be
an Acquisition Corps member, or qualified for AAC Membership at time of selection

U.S. ARMY ACQUISITION SUPPORT CENTER

http://asc.army.mil
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4 41. How to apply for Acquisition Corps
¥ membership

CAMP CAPPMIS

Help Links Help Request Feedback

ting the acguisition werkforce

Regional Reviewer

Apply AACMS Documents

.

Instructions

Regional Reviewer. You can view and print your approval
documents by wvisiting the Print Certificate module.

anagement System. |7- Your application for AAC Membership was approved by the

lon in the

Click on “Apply” and follow step-by-step instructions to apply for
Acquisition Corps membership. You will need to copy and paste your
current resume. You may also need to upload college transcripts to
verify that you have 24 business-related credit hours.

J¥NLnd IHL HO4 INIHYdIYd

JSY

https://rda.altess.army.mil/camp

AAC MS — Apply for Acquisition Corp
membership, print certificates

http://asc.army.mil
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41. AAC Membership

" The Army Acquisition Corps (AAC) is a subset of the Army AL&T workforce (GS-
13 or Broadband/NSPS equivalent and above). Army Acquisition Corps members
are automatically members of the Defense Acquisition Corps.

= AAC Membership is mandatory for all workforce members who occupy Critical
Acquisition Positions (CAPS) or Key Leadership Positions (KLPs). NOTE: For
definition of CAP and KLP, please refer to Step #4 under the Position
Identification/Information section of this Guide.

= AAC membership is NOT automatically granted. Workforce members must meet
specific statutory requirements and must apply and be accepted into the Corps.

"= Army Acquisition Corps Membership policy and procedures is documented in the
Army Supplement to the DoD Desk Guide for Acquisition, Technology and
Logistics Workforce Career Management, dated 1 Sep 10.

" Automated Army Acquisition Corps Application is at
https://rda.altess.army.mil/camp . Select CAPPMIS on the navigation bar, and then
select the AAC MS tab.

http://asc.army.mil
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4h. SENIOR RATER POTENTIAL EVALUATION (SRPE)
Module

ACOUISITION SUPPORT CE

SRPE Info Rater Em e

mm SRPE Info

SRPE Points of Contact
OVERVIEW

SRPE Policy and Guidance
Supervisor Instructions

Senior Rater Instructions
Comments to Assist Senicr Rater
SRPE Q&A from Workforce

User Manual

Introduction

The Defense Acquisition Warkforce Improvement Act (DAWIA) responded to the need for increased emphasis on the development of a better-
qualified and more professional Acguisition, Logistic and Technology Workforce (AL&T). Toward this end, the SRPE is first and foremost a tool to
help civilian workforce employees identify their leadership strengths and weaknesses in regard to a set of competencies needed by professionals
in leadership positions. Employees will use this information to structure an Individual Development Plan / Continuous Learning (IDP/CL) that,
among other things, maximizes their potential for performance in positions of increased responsibility.

Secondly, Section 1733(a) of the DAWIA requires that the best-gualified individuals, whether military or civilian, be selected for acquisition
positions. By evaluating and documenting the leadership potential of civilian employees; the SRPE provides a document that allows selection
boards to more easily and equitably compare a civilian candidate's leadership potential with that of a military candidate, as documented on the
Senior Rater section of the Officer Evaluation Report (OER). Additionally, and just as important, selecting officials/boards will use the SRPE to
kforce.

* SRPE Info contains links to SRPE instructions for senior raters | ... o incessed responsibility, wheress

jects evaluate the quality of performance

* Rater — Senior rater performs ratings and accesses forms and  fGuidance memo for more details on
reports

* Employees — employees can view and print out SRPE seven
days after senior rater has completed review

« Important Note for Supervisors: First-line Supervisors Piudcs tool alied the Senor Aater -

pey the less than 50% Abowve Center of Mass

INITIATE the SRPE request in CAPPMIS / IDP / Supervisor p ensure Senior Raters layout how they want
module

rvisor module of the IDP/CL, a supervisor

TS EMPIOYEE MO00TE 15 USET DY Tared MavTOuars 0 WIEwW e COMpIeET SRPELs). e rareq employee will be able to view the completed SRPE
seven (7) calendar days after the Senior Rater completes the SREE.

http://asc.army.mil
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4j - S R P E b I an k + ARMY ACQUISITION CORPS

SENIOR RATER POTENTIAL EVALUATION FOR CIVILIANS

PARTI. ADMINISTRATIVE DATA

; al I l p I ‘ EMPLOYEE NAME EMPLOYEE SSH EMIPLOYEE PAY PLAN EMPLOYEE SERIES AND GRADE

> Senior Rater will complete this form ——— T e
in CAPPMIS e ’“‘m& T
> |mportant areas for Candidate TR TR FTor e eerery T P TR B T e e
success: o | e e —— E
e mrr o .
» Above Center of Mass or Center of Mass e R = e
ranking e
» Senior Rater should comment on: e .
= Enumeration: Ranking among peers
(top 5%, top 25%, etc.)
= Promotion: Potential for future
promotions to next higher-level position
(Promote now, select now, groom for
future leadership, etc.) s —

= Schooling: Potential for SSCF, ICAF, IR — o SRR
CDG/AAF program, etc. :

= KLP/PM: potential to serve in a key
leadership / PM position
[0 cewmes oFMass

» Recommended reading for Senior Raters: [ sewowcares orsass

https://rda.altess.army.mil/camp/apps/
cappmis/modules/srpe/assets/docum
ents/2007_Final_SRPE_Sr_Rater_Inst L Form 1 (Getaber 2004)

ructions.doc -
http://asc.army.mil
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4j. Supervisors - Initiating a SRPE In
IDP/Supervisor module

ACODISITION SUPPORT CENTER

ﬁlFFmF supporting the acquisii{on werkforce

Planning History ( Superviser )IDP Documents

ml Supervisor Module

(click employee name to view civilian ACRE, for military please refer to their ORE]

Current CL Cycle: 10/01/2008 - 09/30/2010

Your Employees

[¥ EDWARD 1 MAGUIRE [ CURRENT 05/26/2009 06/10/2009 View Items qui
[¥ 104N M MOSES = CURRENT 06/10/2009 06/10/2003 View Items Request SEPE

Add Employee(s] Remowve Employee(s) i 7 snal Employees: 2

Download All Emplovees to Excel

A Senior Rater Potential Evaluation (SRPE) is required for employees applying to Army competitive selection board programs.

The first-line supervisor does not prepare the SRPE. The supervisor requests the SRPE from the Senior Rater and provides
supervisor comments. The Senior Rater will prepare the SRPE, ranking the employee with all the employees in their
appropriate SRPE rating profile. Be sure to allow plenty of time for this process.

To initiate the SRPE for an employee, hit the “Request SRPE” link or “Not Required” link and follow the instructions
in the slides which follow.
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4]. SRPE - Step 1. Select the Senior Rater

CAMP | CAPPMIS | | Help Links | Help Request | Feedback | Logout

ACODISITION SUPPORT CENTER

CAPPNIS upporting the adguisition werkirce

Home Planning History Supervisor IDP Documents

ml Employee JOAN M MOSES's Information —

Name: JOAN M MOSES Name: KAREN S5 SPARBEL

Title: ACQUISITION CAREER MANAGER Title: ACQUISITION CAREER MANAGER

Pay Grade: YA-02 Phone: (309) 782-7157
» Phone: (586) 574-6196 DSN:
= DSN: 786-6196 E-mail: karen.sparbel@us.army.mil
:; E-mail: joan.moses@us.army.mil Organization: TACOM ROC
: Organization: USAASC WARREN /W

P

e B Employee JOAN M MOSES's Evalu

I

Step 1. “Select a different Senior Rater” to designate the senior o —
rater who will be preparing the SRPE. : = Eletialie- B aue

SES or General Officer is recommended — check with your
organization for their policy on senior raters.

JUNLINd IHL 40d ANIHYdIYd
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4]. SRPE - Step 1. Selecting the Senior Rater

=

Home Planning History Supervisor 1DP Documents

m Search Senior Rater

Search by Senler Rater S5N (no dashes]

| ||5¢aﬂ:l‘||

Search by Senier Rater Name (lasmame firstname)

[viggato Michael | [ search |

= Bmm Search S ior Rater Results

[elick eolumn headeNgg

Select Senior Rater Below

NTC MICHAEL D

w = Current Semar rater

X006 S
Select Senior Rater

Step 1 (continued).
@ a. Search for the Senior Rater Name by typing in LASTNAME FIRSTNAME
and hitting “Search”
b. Hit Radio Button and “Select Senior Rater”

http://asc.army.mil
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ACODISITION SUPPORT CENTER

4j. SRPE - Step 2. Request SRPE

| e )"

Home Planning History Supervisor IDP Documents

ALERT:
s MICHAEL D VIGGATO has been added as the Senior Rater for this employee

ml Employee JOAN M MOSES's Information e B e Employee JOAN M MOSES's Senior Rater

Name: JOAN M MOSES Name: MICHAEL O VIGGATO
Title: ACQUISITION CAREER MANAGER Title: ACQUISITION CAREER MANAGER
Pay Grade: YA-02 Phone: (810) 574-6558
Phone: (586) 574-6196 DSN:
DSN: 786-6196 E-mail: michael.viggato@us.army.mil
E-mail: joan.moses@us.army.mil Organization: ggﬁ;ﬁ:EAUTOMOTIVE AND ARMAMENTS
Organization: USAASC WARREN
(Select a different Senior Rater

ml Employee JOAN M MOSES's Evaluations

-
=
m
-
=
=
=
@
-
=
=
—
=
m
-
v - =
JOAN M MOSES's Evaluations -
=
=
m

>
2
@)

Period Start Date | Period End Date “ Potential Mass Range

JOAN M MOSES currently has no Evaluations

Request SRPE__ || Return to Employee List

Step 2. Once the Senior Rater has been selected, “Request SRPE”
to access the supervisor comment screen and complete the
request.

http://asc.army.mil
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L ACQUISITION SUPPORT CENTER

4]. SRPE - Step 3. Supervisor Comments
|------------._.- Ty Ww P T TITT WY ORI = [ <

j¢ i . B
Cemy topeynes r - i
[y J =

Home Planning History Supervisor IDP Documents |

mm Request Evaluation for JOAN M MOSES

Ratee JOAN M MOSES

Date of Request 09/03/2009

* Evaluation Start | 01/01/2008 | mm/dd/yyyy  Rules for SRPE Evaluation Periods
44 Evaluation End | 12/31/2008 | mm/ddfyyyy

Senior Rater Name MICHAEL D VIGGATO

Senior Rater Email michael.viggato@us.army.mil

% Comments -
[The comments will only be
seen by the Senior Rater,
the Employee will not
these commegls.]

=
-
e
=}
B
-
')
™
2
=
=

=
=
m
-
=>
e
=
o
-
=
=

LLDN

CAMP

\REER ACOQU

* Ewvaluation period defaulted to previous calendar year

o = required

W Submit Request | | Cancel |

2

Input start and end date of evaluation period. SRPE evaluation period must be greater than 90 days and no greater
than one year. Annual SRPEs are always dated from January through December. Board SRPEs can be from January to
the month of the application request, or for the year prior to the application deadline (e.g. Aug 30, 2009 to Sep 1, 2010).

b.  Supervisor comments should address the ranking of the employee among similarly graded careerists in your organization
(e.g. # top 5%, 10%, 25%, etc.), their potential for future leadership responsibilities, and their suitability for the program
for which they are applying (Promote now, select now, groom for future leadership positions, etc.). Supervisor comments
will only be viewed by the senior rater — employee will not see your comments on the final SRPE.

c. Validate senior rater email address (is it correct?)
d. Hit “Submit Request”’ button when complete.
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ACOUISITION SUPPORT CENTER

B 4K. Workforce Management Module (WFM)

VFM cA2riis

= OAPs can view and print ACRBs p

Search for Person
for workforce members only for
. To begin. please enter either of the following imto the Search finction:
their delegated command codes, - _ _
1. The EXACT Social Security Number of the person you wish to find (without

UICs and org codes. dashes)

2. Any portion of the name of the person you wish to search for

| | AC MS and ASkAnACM Help and then press the ""SEARCH FOR PERSON"' button
des k ca n View, ed it a n d p ri nt [PLEASE NOTE: Entering an SSN will take you directly to the record. PLEASE BE PATIENT. it will take
AC RBS fo r a I I Army wo rkfo rce . a few moments to load.

= ACMs and AskanACM Help Ermarre] (Gl [@o o]
Desk can add non-acquisition
workforce who plan to apply for e
certification to CAPPMIS — need MOSES BEuNG
SSNs to do this.

WELCOME, MOSES JOAN M, TOo THE CAPPMIS WORKFORCE
MANAGEMENT MODULE. YOU HAVE BEEN LOGGED INTO THE SYSTEM
As OF 10:23 AM (05-Auc-10)

MNOTE: Do notuse the Back button in this application

Flease use navigation tools provided.

Return to CAPPMIS

Return to CAPPMIS

MOSES KATHALEEN DORIS
MOSES KEITH D

MOSES RALPHT *

E ~ || GotoRecord

* Denotes Inactive Status.
# Denotes ACM Note Available

Please be patient after pressing "GO 10 RECORD'-
The Record will take a few moments to load and display.

http://asc.army.mil
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AL

B 41. Non-Acquisition Workforce and
CAPPMIS

Non-acquisition workforce members do not receive a CAPPMIS account unless they request one. Non-acquisition
workforce members can call our AskAnACM helpdesk at 575.678.2247 or DSN 258.2247 and ask them to build a
CAPPMIS account. They will need your SSN to build it.

= Note for TED users: When a non-AAW member has a CAPPMIS account, the TED administrator must link their
TED and CAPPMIS accounts. Process: TED administrator updates the Personnel record - click on "AAW" and
"update” to insert the "IDP Master Key".

= Non-acquisition workforce members can apply for DAU training, but they receive the lowest priority (5). They can
get a space in most on-line classes, but probably would not get a space in a DAU resident course because of their
low priority status.

= Non-acquisition workforce members CAN apply for certification IF they have previous civilian, military or private
industry experience in an acquisition career field.

= Non-acquisition workforce experience normally DOES NOT count towards acquisition experience.

= Student trainee experience (*99 series, co-op experience, etc.) also does not count towards acquisition
experience.

= Certification applications for non-acquisition workforce members are automatically sent to an Acquisition
Functional Representative (AFR) for review. The resume needs to be very well documented to explain when
and where the non-acquisition workforce member obtained the acquisition career field experience.

http://asc.army.mil
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4m. Military - Human Resources
Command (HRC) =

Military (officers and non-commissioned officers,
National Guard and U.S. Army Reserve) also apply for
certification and Acquisition Corps membership in
CAPPMIS CMS and AACMS.

iy [0 A0 [E] ATAARS =3 AITAS ®% ATRRS «» ATRES Onine CJARAMCM @ CAF ¢ CPOL 9 0TS g IRC @ P& g 03 MGoog & ey o NewhdMoc @ Pocst BFS g €06 g TID
G| R Homepage B B} = b= ik Page = i3 Tack =

v I . ‘ ; | . I
WWW.HRC.ARMY.MIL g
U.S. ARMY HUMAN RESOURCES COMMAND e I
u.

ee | Supgest | Heallh | Transibien

Jue-Saptariser Y00 B e Human Foesource Coter

i t
‘of Excelience (HRCOE) a8 Fost Knax, Ky
The HRCOE was memonaized as ihe LL Gen. Timoly | Massde Compher on May 27, 2010, Lt Gen Maude, 3
(= Ioputy Coief of Stat, Paes i P gi-4ariking riitary olons KiBed n Pt Saplember
/4. SAUNEILN B Jurg 24

11,200 5
3l e commands newome.
Boards/Promations 3

Awards/Evaluations
Viaw schecules, resuls,

[T —

Military can not view their ACRB in CAPPMIS. Their
certification records are contained on their Officer
Record Brief (ORB).

HEWS [ ARNOUNCIMENTS

ADDITIONAL INFORMATION & LINKS

USAASC ACMs are not authorized to assist military.

About HRC Contact HRC Links

VatleMeSaConler | ok Ema Doer fame Wt S0ey

Maore News/Announcemests

OFFICER

" mgwm ACQUISITION Acquisition Management Branch Contact Information
The Acquisition Management Branch, Human BRANCH HENU
Resources Command (HRC) assists military
. . . g . Position ] Name | Email Address | Phone Number| DSN Number |
WIth thelr achISItlon queStlons' ? Branch Chief LTC Temence Howard  terrence-howard@conus.army.mil (502)613-6202  983-6202
e . COL Assignments WAJ Shane Sullivan | shane sullivan@conus army.mil (502)613-6203 | 9836203
H RC Webs |te 5 feraelor some LTC Assignments (LastNames AK) MAJ Loyd Beal loyd beal@conus. army.mil (502)613-6204  983-6204
4 A H Acquisition Contacts LTC Assignments (Last Names L-Z) MAJ Will McDonough  william.p.medonough@conus.army.mil  (502) 613-6201  983-6201
< : > ¢
mps'llwww'hrc'armv'mIIlSItellndex'aSD Branch Chief WAJ Assignments (YG 95-08, Last Names A-K) MAJR.J. Mikesh rimikesh@conus army mil (502) 613-5200  933-6200
e WMAJ Assignments (YG 95-98, Last Names L-Z) WAJ Ginger ginger. army mil (502)613-5205 9836205
e CPTMAI Assignments (YG 99-03, Last Names A-K) WAJ Elliott Caggins | elliot caggins@conus.army.mil (502)613-5206 9836206
. . . mgn s
After Io in in search for Ac u|s|t|°n CPT/MAJ Assignments (YG 99-03, Last Names L-Z) MAJ Ryan Zachry /an zachry@conus army.mil (502)613-6199  983-6199
gg g ’ q . lAls & CPTs Reserve Component Assignment Officer MAJ Patricia Brown Dpatricia brown2@conus.army.mil (502)613-6215  983-6215
Management Branch contact Informat|on_ Education & Training Distribution Manager! Human Resource Specialist Jessica Herrera [essica p herrera@conus army mil (502)613-6208 | 983-6208
. . Certification &/ Gorps ACS ITWI/ Fellowships Cece Bridges ceceila rlatimer-bri us armymil| (703) 805-9696 | 555-9696
<https:/lwww_hrc_armv_mIllsltelprotect/branche LEnliEE iy Human Resources Specialist Cathy Johnston cathy johnston@conus army mil (502) 613-6210  983-6210
- . mgw N - - Human Resources Specialist/ Certification and Corps Membership Crystal Rodgers crystal thompson@conus army. mil (502) 613-6207  983-6207
s/officer/fs/acquisition/acquistion contact inf AKO:: R — T suzyersezs w3 oo
Ol'matlon htm> L Human Resources Specialist Tommy Tabor tommy tabor@conus.army mil (703)325-2758 2212758
Mail Address:
HRC-Fort Knox
AHRGC-OPC-Q
1600 Spearhead Div Ave
Fort Knox, KY. 40122

http://asc.army.mil
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5. DAU Training - General

The Defense Acquisition University (DAU) provides courses needed to meet the mandatory
and desired training standards established in DoD 5000.52. Certification Standards, to
include training, can be found at http://icatalog.dau.mil/.

DAU training courses must be listed as approved on CAPPMIS IDP (except Continuous
Learning Modules) before registering for classes in Army Training Resources and
Requirements System (ATRRS) Internet Training Application System (AITAS).

Note: TED users request DAU courses in TED in order to populate their CAPPMIS IDP.

AITAS link: https://www.atrrs.army.mil/channels/aitas .

Applications are processed through AITAS by Army Quota Managers (USAASC
Reservations). USAASC Reservations determines whether applicant meets prerequisites,
assigns priority number, and places careerist in reservation or wait status.

There is no tuition cost to the organization for DAU Courses for civilian employees or military
members.

« TDY costs will be funded for all Priority 1 and 2 acquisition workforce employees who select a cost
effective location.

*Depending upon course and funding availability, non-cost-effective locations may be funded by DAU.
*If DAU will not fund, the careerist’s organization may fund TDY costs

+ If DAU-funded TDY is approved, employee must complete and submit a Travel Worksheet at
https://www.atrrs.army.mil/channels/aitas. Once the travel worksheet has been submitted and processed,
travel orders (DD-1610) will be sent to the student.
If unable to attend a DAU course, must cancel reservation thru AITAS at least five working
days prior to the start date of the class (refer to “No-Show” policy)

http://asc.army.mil
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=
=

=
=

5a. How to Apply for DAU classes

=

CAPPMIS Method TED Method

1. Request the DAU class in your 1. Request the DAU class in

CAPPMIS IDP planning module and send TED. Hint: Search under course number

the request to your supervisor. (e.g. CON 100, LOG 330, etc.).

2. AFTER your supervisor approves in 2. AFTER your supervisor approves in TED,

CAPPMIS, you will receive an email. the approval will automatically populate to
your CAPPMIS IDP Planning module.

3. Go to AITAS o .

<https://www.atrrs.army.mil/channels/aitas/> 3. Follow the AITAS link in the TED email and

and register for the class. register for the class.

Important Notes:

1. Before registering in AITAS for a DAU course, you must have already met the course
prerequisite(s) OR have a confirmed reservation in the prerequisite(s). Otherwise, your
application will be disapproved by the Army quota manager.

2. If you are an intern and are applying for a class which will require TDY funding, identify
in the comments block if you are an ACTEDS intern, 852 intern, or local intern.

3. ALWAYS register as an “acquisition workforce” member (if you are one).

http://asc.army.mil
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Step 3 - AITAS Application Process - DAU courses
© 2 - [ N Y (2R

Links @@ AKO [&] ATAAPS ([} ATAS ([ ATRRS «® ATRRS Online &) AskAnACM @) CAP r CPOL g | DTS g ERC g FSA g GCS * Goog g myPay @) SharePoint & Portal2 ZPS @& CDG g TED
v e I%‘:{@Acquisition Career Record ... IH ATRRS Online - Help D... X ]_‘ fo - B - @ - [} Page v { Tools ~
= Apply for DAU training
[ Apply for Training ~ = A . |
[# Review Application s“ . . . j ' Continuous
@ Cancel Reservation/Wait \ ReVI ew statu s Of co u rses a p p I l catl o n s y o bta I n Ry Courses -
[#] Delete Application . . . Click Here
B Seoeh for Comtruos travel worksheets, view priority status, etc.
[#] Ethics Tng for ATEL Whforce i B | - Announcements
@] Unpdate Profie T~ }?aﬂ il & ow e |
@ Resend Supervisor Email(s) \ = = =
= i N Update your profile and supervisor email address |
[#] Create/Edit Travel Worksheet - X TR 207 Prerequisites for FY11
[#] Logoff
6 Oct 2010
Resend su pervisor email NEW Army DAU Helpdesk
[3] AITAS Help Desk The ATRRS Internet| ns for Defense Acquisition University | Pracedures
@ FAQ Training. No action will be taken on applications submitted by Mon-Army personnel. Army Contractors must apply for Defense Acquisition University Training via the Mon-DOD
. AITAS at https: {fwww . atrrs.army. mil/channelsinondod.
[#] Travel Worksheet Guidance > 28 Sep 2010
¢ HwT0e e U Y e
) o FAST Military Officers
& Links This is & Departme AITAS Help Des k- e [ | Application for Training in
[31 Pre Course Material L';Eelr: :ngocﬁ::éa . . p?ri%gleéj =|| | Different Career Field
@ Privacy Act Statement ity. Monito i ined,
3 measweet | e e Questions on DAU reservations, e, (0 || oto
8 Contacvour ACH =snon dPPlications, priority status, travel o _| | Fulfiment ofBOF 206 fr
nrnesr tinn Euids jonstibitee 1| Certification
Data On
el vouchers, etc. 0 hug 2010
- L] - “ """""""""""""""""""
Note: Please log in first (“Apply for Coutalent Training o Msst DA
rerequisite
HP - kb (11 H H H 7
5 training” or “Review Applications

AITAS: <https://www.atrrs.army.mil/channels/aitas/>

http://asc.army.mil
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5al. AITAS - Identify your workforce status

ACODISITION SUPPORT CENTER

"8 Apply for DAU traini 1
@ Apply for Training p p y o r ra I n I n g
@ Review Application(s) — . . - For Corltlnuous
! | 2N o = . _
[#] cancel Reservationjwait ‘ = . [ — e Learmﬂg Courses
[9] Delete Application Click Here
[#] Ssearch for Continuous
Learning Modules
[#] continuous Learning Training Announcements
@ Update Profile
@ Resend Supervisor Email(s) 11 Jul 2008
191 Course Loakuy itenttedibenioi-beel
I 2 STM 201 and STM 302
@ Create/Edit Travel Worksheet Camoiiog
@ Logoff
11 Jul 2008
I — Flease selectaCategory Upcoming Student Pilot Class
@ rag FE 301 Advanced Facilities
Civilian Army Acguisition Workforce Engineering
@ R e Military Army Acquisition Workforce
@ How Tao's Army Reserves Military Acquisition Workforce
B Liks Army Mational Guard Military Acquisition Workforce 4 Jun 2008
< Foreign Local Mationad | W& |
[#] Pre Course Material Mon-Acquisition Civilian & Military Workforce BCF 101 Converts to BCF 106
B e e Acquisition \"f'ﬂrkiﬂrtlf Intern and BCF 107 Effective In FY09
TIVECY AC men No [*JD—AEIS\DH\ J’r ,‘ Inr 5 I—
[#1 contact Information funding for Non-Acfiiisition Workforce personnel. 3 Jun 2008
@ contectyouracw |

LOG 304 is LOG 350 in FY09

. . 2
Acquisition workforce members: Always select one e
of the “...Acquisition Workforce...” options. Students
DO NOT select “Non-Acquisition Workforce” AMAY2008

Defense Acquisition University
EY 08 Course Offerings

If you are an intern, select “Acquisition Workforce Al
Intern” and identify in the comments block of the
application whether you are an ACTEDs intern,
852-funded intern,or a local intern. Your intern training
coordinator can tell you which category you fit under. 4

7 Trusted sites 100% -

Non-Acquisition Workforce members get lowest priority for
DAU classes.

AITAS: <https://www.atrrs.army.mil/channels/aitas/> http://asc.army.mil
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5a2. Select the Training Category

U.S. ARMY ACQUISITION SUPPORT CENTER

= % +4 | K Wl Live Search

% https://www.atrrs.army.mil/channels/aitas/

inks [ AKO [&] ATAAPS e® AITAS ew® ATRRS @® ATRRSOnline @) CAP r CPOL g DTS g ERC g FSA g GCS *§ Goog @) myPay @ NewAdHoc g Portalz ZJPS & CDG g TED e® Transcript

< [88]']@ CAPPMIS :: Army Acquisiti... | @ 2. Favorite Web Links ]u ATRRS Online - Help D... Xl l @ - - Qé; - |:2k Page = __(:;I- Tools »

&/) ATRRS Internet Training Application System
> = 7132010

ATRRS Internet Training Applicati}Systam\

Main Menu

Select Training Category We b = b a S e d
courses

To apply for training, dick in the drde to the left of the Traininy

Training Category: ") Classroom Courses “) Web Courses

Resident

Continuous Learning (CL)
and Harvard Business
Modules (HBS)

Courses

http://asc.army.mil
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ACODISITION SUPPORT CENTER

5a3. Resident Courses - select course

E - mhttpsffmw.atrrs.army.miIfchannelsfai‘tasf - % *3 | % WM Live Search 2

inks T AKO [ ATAARPS (I ArTAs () ATRRS e® ATRRS Online £2] AskAnACM g CAP +r CPOL & DTS & ERC g FSA g GCS *f Goog @ myPay g SharePoint g Portalz ZJ|PS & CDG g TED
& (28

-

T Army Knowledge Online - .. |m ATRRS Online - Help D.., X | | - ~ sy > |k Page v {C Tools =

t@ ATRRS Internet Training Application System
. 10/25/2010
ATRRS Internet Training Application System

Select a Course from the list below. If you have an approved IDP, only Supervisor approved courses listed in your IDP will be displayed.
If you select the wrong Training Category, please select ™Main Menu® from the upper-right corner and then select "Apply for Training” from the main menu.

Find A Course
Perform the steps below to find a course,

[Stepone

Training Category: Classroom Courses

Step Two
In order to select a course, first dick on the down-arrow. You can then dick on the scroll-bar to select the appropriate course.

Course: ACQ 201E - INTERMEDIATE SYSTEMS ACQUISITION -

i

The last step is to press the Search butiy

If you identified yourself as an “acquisition workforce”
member, in step 1 you will only see the classes “
approved” on your CAPPMIS IDP in this picklist.

If the RESIDENT course that you need isn’t on this list, go
back to step 1 of “How to Apply for DAU classes.”

AITAS: https:/lwww.atrrs.army.mil/channels/aitas/
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5a4. Resident Courses - select Important Notes:
date

pe— e 1. To view all the available dates
'S Online - Help Desk DSN 225-2353/2060 - Windows Internet Explorer I . .
X 2 and times, click on the

ACQUISITION SUPPORT

(D hitps://www.atres.army.mil/channelsfaitas/ - 4
—

A .
inks [T AKO [ ATAAPS ([ ArTAS [ ATRRS e ATRRS Online E2] AskAnACM @] CAP ¢y CPOL g DTS g ERC g|FSA g GCS *JGoog & myPay &) SharePoint g Portal? ZJ|PS g CDG g TED under-llned Iocatlon'

The Avail spaces are for ALL
s services — not all will be available for

ATRRS Internet Training Application System
e ———— Army students.
Click on the [E (Course Catalog) button below to go to the DAU Course Catalog and review the Course Descriptions.
(3 e CoureeCatog 3. Cost-effective locations. In most
e e

ke [ ] Nﬂxmmyknow\edgeomme IMATRRSOn\me Help D... x] } )~ B - &= v b Page v () Tools v 2
.

.
ACQ 2018 INTERMEDIATE SYSTEMS ACQUISITION cases, DAU WI" Only pay fOI"
.
-_-___- your TDY costs for cost-effective
KAISERSL AUTERN (507C) DAL TRAINING CENTER, KAISERSLALTERN, GERMANY 3 11/15/2010 53592
GUNTER ANNEX (506) AL DAL SOUTH REGION CAMPUS 1 D 3 1/31/2011 1884 H H H H (13 ”
HUNTSVILLE (506) : A DAU SOUTH REGION CAMPUS 2 110 238 11/15/2010 ;1955 |Ocat|0ns (I ndlcated WIth a C
PINE BLUFF ARSENA (506) AR DAL SOLTH REGION CAMPUS 1 0 2 3/21/2011 $1750 . .
ET HUACHUCA (505} Az DAU WEST REGICN CAMPUS z 2 18 12/6/2010 s1210
PHOENIX (505) Az DAU WEST REGICN CAMPUS 1 0 0 5/2/2011 $1570 on the I I St Of I ocatl ons.
TUCSON (505) az DAL WEST REGION CAMPUS 1 0 7 1/10/2011 §1325 .
CHINA LAKE (505) ca DAU WEST REGICN CAMPUS 4 2 6 11/1/2010 s1488
e i S —— s & || 4. Ifthere are NO available spaces
EL SEGUNDO (5058) ca DAU TRAINING CENTER 7 136 10 11/15/2010 s2204 0 0 0
PORT HUENEME NAV (5054) cA DAL TRAINING CENTER, PORT HUENEME CA 7 137 1 11/29/2010 2204 |n cost-effectlve Iocatlons req uest
SAN DIEGO (505) cA DA WEST REGION CAMPUS 2 433 51 11/1/2010 $1920 ’
PETERSON AFE (505) s DAU WEST REGION CAMPUS 1 0 2 2772011 1497 =
g CENTER, EGLIN AFB, FL 11 184 45 11/1/2010 $1668 the neXt |Owest-COSt |Ocat|0n
GION CAMPUS 3 0 3 11152010 $1986 . .
: o S s (see Estimated Cost column). Justify
- - 1 0 26 11/29/2010 51664 -
Click on location n o your reason in the comments block.
NER ROBINS 9 126 34 12/13/2010 s1106
H 2 0 6/13(2011 £3344
ISLAND IL 7 % 2 11/1/2010 s1712
to see all dates / S
[ANSCOM AFE, MA 7 32 34 11/1/2010 s2194
A’(ﬁ
RLING HEIGHTS (504C) ACQ 201B INTERMEDIATE SYSTEMS ACQUISITION

= N __—
CHERRY POINT {50 NC Class Type Reserv Cut-Off

LAKEHURST (501) w | pig Classroom 11/1/2010 11/1/2010 11/5/2010

eam e o | 022 Classroom 11/29/2010 11/29/2010 12/3/2010 cu 22

WHITE SANDS (505} nv | 058 Classroom 2/7{2011 2/7{2011 2/11/2011 1] 10

COLLMBUS /503 e Classroom 2/28/2011 2/28/2011 3/4/2011 0 7
077 Classroom 3/14/2011 3/14/2011 3/18/2011 0 5
114 Classroom 5/23(2011 5/23(2011 5/27/2011 0 2
128 Classroom 6/20/2011 6/20/2011 6/24/2011 30 0
149 Classroom 8/1/2011 8/1/2011 8/5/2011 34 i
156 o 8/15/2011 8/15/2011 8/19/2011 35 0
169 9/12/2011 9/12/2011 9/16/2011 34 i
187 S I t th CI 9/26/2011 9/26/2011 9/30/2011 34 0

e eC e aSS 7 Problems? i 7 Plesse email us now.

THIS WEB SITE IS FOR OFFICIAL USE ONLY

number to apply
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JAN 2011

Application

» t GSOLE T RO, M5 333

|| Emaik joan soees vy,

Class Locathon: STERLING HEIGHTS, M

Report Date: /202011 Start Dates 8/20/2011  Emd Dabes 52472011
Delrvery Method: fesdent  Remarks: None

Atermate date range you are available to begin brainang:
Froae 25 = Oct = 2010 » Tee M = Zap = Ml =

Last Mame] First Mame: 1
Home Country: UNITED STATES -

Disabilities: Mo =
Pay Planc
Moste: After pelecting & Pay Plan and Pay Grade, Bl in the felds below maried with a
¥ Civikan Job Seres; 0301 Enlisted MOS with Skill Level | Warrant MOS
Officer Branch: -
F Functional Area: A8 - PROGRLAM M AGEMENT -
F Career Program Code: 00 - N0 CAREER PROGRLAM -

Organizations  ARMY) -

Special Requirements:  Flease seiect & Specal Rlegurement if Deabled =

Internc Mo -

Phione: Ext: (1513
Fax:

ity WARREN State: MI = TP 83T - 5000

L portpuuiin) TAS emal 1o notfy students, ensure you enter your correct emad address,
EF it s not e e verrecthy, wou will not be informed about your enrolment.

Namee: | Ext:

Imiporiant! Plesse Bogure you ender your supervisor's comect emal address.
1f the address s enbered nconmettly, your spplcation wil not be processed.

5ab5. Update Student Information and Submit

U.S. ARMY ACQUISITION SUPPORT CENTER

Important Notes:

1. Be sure that YOUR email address is
correct.

2. Be sure that your supervisor name
and email address is correct —
errors WILL result in delays in
supervisor approvals.

3. Comments Block. Be sure to include
information that will assist the
quota manager, for example:

. | am an ACTED intern, OR an
852 Intern OR a local intern.

. My organization is willing to
fund my TDY for this class.

. All spaces in the cost-effective
location this FY are filled.
Request TDY funding for this
next-lowest cost location.

. I am cancelling this class in order to
register for class #XXX on such and

such date.

Type: TOV and Retun
OTW ol e b geawch for ae sepert cocle

w Mode: Commerosd = Auto -

Inchude any comments that wifl assst the Srmy QUOLE MARADET I ProCESsrg your reguest.

USAASC OAP Manual

Press the "Submit Application” button to continue Submit Application

http://asc.army.mil
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f ACOUISITION SUPPORT CENTER

5a6. Helpful Hints for AITAS and DAU classes

° Apply early for classes. New fiscal year class reservations open up each May. As soon as the new schedule opens up,
we get flooded with applications. High demand courses fill up quickly.

° Once a class fills up, USAASC currently places EVERY PERSON that meets the prerequisites for a class into a WAIT.
This policy may change.

° Students should only apply for classes when they have already met the prerequisites, OR
» They are currently enrolled in the prerequisite class (annotate this in the comments block) OR
» They have a future reservation in the prerequisite class (annotate this in the comments block) OR
» They have an approved fulfillment for the prerequisite class (annotate this in the comments block).

° Those deploying or about to assume PM jobs should annotate this in the comment section of their application —
USAASC Reservations will do what we can to get them into the class.

. Interns should identify in the comments block whether they are ACTEDs, 852, or local interns.

*  Applicants who cancel a class in order to apply for a different class date and location should annotate this in the
comments block.

° USAASC does not fund CONUS students to go OCONUS for DAU Travel

*  Students on a wait list should answer their phone the week before class — quota managers often fill last minute
cancellations with the first person who answers the phone.

*  Walk-in process varies by the DAU campus site. Check with your local site for guidance. (e.g. Rock Island DOES NOT
allow walk-in registrations. Sterling Heights campus will allow “walk-ins,” but gives priority to students on the wait list.)
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Sb. PRIORITY LEVELS FOR DAU TRAINING

ACODISITION SUPPORT CENTER

o ] I R
Established

by POSITION,PROGRAM » . N . _ Only priorities
Section | of 1 REQUIREMENTS Training required to meet Position Certification or Program requirems 1 &2 will

have TDY
ACRB Training to become eligible for the next higher Certification Level abov costs funded
the Certification Level required for their position. Individuals should by DAU
RS meet position certification requirements before requesting training at the
next higher level.

Personnel who occupy an Acquisition Position in one Acquisition Career
CROSSFUMCTIOMNAL  Field, but desire training in a different Acquisition Career Figld.
TRAINING Individuals should complete all Mandatory Training required for their
position beforeattending any Cross Functional Training

¢ Individualswho previousty completed the DAL Course or

PREVIOUSLY TAKEN OR ¢ Individualswho have received Equivalency or
CERTIFIED

¢ Individualswho are already certified at the Career Level and
have not previouslytaken the course

Individuals who are notin a designated Acquisition Workforce Position.
MOMN-ACQUISITION Individuals will be on a space available basis. If selected, Individual's
WORKFORCE command will be requiredto fund the Travel and Per Diem. The

Registering as a instructional training (classroom/web) will be at no cost to the student

Non-Acquisition
Workforce
member
automatically
gives you lowest
priority
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5c. DAU CLASS CANCELLATION PROCEDURES

If employee has a reservation for a course, but is not able to attend, a
cancellation must be processed through AITAS at
https://lwww.atrrs.army.mil/channels/aitas/main.asp.

On-Line DAU Class

Employee has received reservation — Notify the instructor to request
cancellation.

Employee has not received reservation — Request Cancellation via
AITAS

Classroom (Resident )Class
Started the class — Instructor controls cancellation

Has not started — Request cancellation via AITAS.
IMPORTANT NOTE: Supervisors must approve cancellations in AITAS

LATE cancellations (supervisor AITAS approval less than 5 working
days prior to class start) are NO-SHOWS - a penalty may be applied.

Do not contact DAU to cancel classes — use AITAS or contact instructor

“No-Shows” must be justified by supervisor — mission
is not an acceptable reason

Careerist can be denied registration for Four (4) Months
« Other Applications/Reservations may be affected

No-Show
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DAU class completion dates will AUTOMATICALLY post to your ACRB Section VI
within 2-3 weeks after completing the class.

DO NOT request manual ACRB updates to add recently-completed DAU classes.*

v' For TED users— Always update TED to show DAU completion using these steps:

JAN 2011

Email or hand-carry your DAU completion certificate to your TED administrator.

When the TED Administrator updates your TED History to show the DAU class completion,
your CAPPMIS IDP History module will instantly record the completion.

BONUS: This TED update method gives you your “ green check mark” in CAPPMIS CMS,
and you can apply for certification (even if the ACRB doesn’t yet record the completion).
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PAU _ ACQUISITION UNIVERSITY
‘ Learn. Perform. Succeed. —————

Enhanced by (010 J:.{lk,'

Look up course
information,
prerequisites, etc. -

Knowledge Sharing

+0% acquisition career field cerification & Core Plus Development Guides
ate means to meet training requirements etc.

Mizsion Assistance »

Training Courses |

. ;e&cés;ws 7

Continuous Learning |

-

}o;rrse Infahwﬁ;n . Targeted Training |

Equivalency
.and Fulfillment Equivalent Products |
Pre-to Fulfillment | LT’.‘ J =AU
Student Policies &

Schedules

Predecessor Courses

DAU

Career Field
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SAVE THIS LINK: http:/licatalog.dau.mil/
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JAN 2011

5f. Core Plus

Core Plus was designed to advance the
DoD AT&L competency management
model by providing a “roadmap” for the
development of acquisition workforce
members beyond the minimum
certification standards required for their
position.

The Core Plus Development Guides can
be found in the DAU Catalog at
http://licatalog.dau.mil/onlinecatalog/Care

U.S. ARMY ACQUISITION SUPPORT CENTER

CERTIFICATION STANDARDS & CORE PLUS DEVELOPMENT GUIDE
LIFE CYCLE LOGISTICS LEVEL2

Type of Assignment Representative Acfivities

@ Plans/develops effective and affordable weapons, materiel, orinformation systems support strategies
@ Ensures product support strategies meet program goals for operational effectiveness and readiness.
® Ensures supportability requirements consistent with cost, schedule, and performance are addressed.

@ Plans and develops performance-based logistics as preferred DoD product support approach.

@ Ensures integration of all support elements to maximize system deployability, supportability, and mability.

@ Implements effective and affordable weapons, materiel, or information systems support of fielded and/or out-of-
production systems | including obsolescence, modernization/ modification, sustaining engineering, workload
allocation, public-private partnerships, supply chain management (SCM), and/or system retirement.

@ Executes and manages system performance-based logistics support strategy, ensuring system performance
requirements are met

Acquisition Logistics

Sustainment

Core Certification Standards (Required for DAWIA certification.)

. - ®ACQ 201A Intermediate Systems Acquisition, Part A
e L I o 2o 2016 Intermediate Systems Acquisition, Part 8 (R)
®LOG 200 Intermediate Acquisition Logistics, PartA
@®LOG 201 Intermediate Acquisition Logistics, Part B (R)
.LDG 235 Permrmance Based Logistics, Pat A

france-Dased Logistics, Part B (R}

Functional Training .Twu addltlunal supervisor-employee agreed-upon courses or continuous learning (CL) modules from Core Plus list

. Eﬁedwe 1 October
@®LOG 206 Intermediate Systems Sustammemrlanagemem

® Formal education not required for certification

@2 years of life cycle logistics experience in an acquisition andfor sustainment organization

d Core Plus Development Guide (Desired training, education, and experience) Type of Assignment
- Acquisition .
Training Leg=ire Sustainment

BCF 211 Acquisition Business Management (R) v
CLC 004 Market Research v
erLVI'aS x' CLE 001 Value Engineering v
CLE 004 Introduction to Lean Enterprise Concepts v
CLE 007 Lean Six Sigma for Manufacturing v v
. - _CLE 040 UID Marking v v
The Core Plus Development Guide is v %
H H H CLL 018 Technology Refreshment Planning v
Intended to aSSISt employees and thelr CLL 020 Independent Logistics Assessments v
supervisors in preparing an IDP by CLL 073 Tille 10 U5.C. 2484 Core Statule Implementation v

identifying training, education, and
experience beyond certification
requirements that may be beneficial to
career development or performance in a
particular type of assignment.

USAASC OAP Manual

Some career fields require completion of
electives from the Core Plus List (Logistics,
Program Systems Engineering, etc.) The
electives taken towards certification MUST be
from the current Core Plus List for that level.
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5g. DAU Predecessor Courses or
Equivalencies

= Predecessor Courses: Some courses no longer offered by DAU can also be counted toward

meeting certification requirements. Only the predecessor courses listed in the current DAU interactive
catalog are accepted by USAASC towards certification.

= Equivalencies: Many training providers offer courses that have been certified equivalent to DAU

curriculum courses, and can be used to meet the requirements of certification.
Equivalent courses, providers, and effective dates are listed in the DAU interactive catalog.
To record equivalencies on ACRB, scan proof of course completion and email to
DAMI_AskAnACM@conus.army.mil

= Fulfillment allows the workforce member to receive DAU course credit based on their previous

training, education and experience.

Army Implementing Instructions: http://asc.army.mil/docs/policy/Fulfillment Document.pdf

Fulfillment request must be submitted through employee’s supervisor to DAMI_AskAnACM@conus.army.mil.
Package must include the following:

JAN 2011

Completed and signed DD Form 2518 — form available at
http://www.dau.mil/learning/DevDocs/Fulfillment/DD %20Form%202518%20-%20fillable.pdf

A self-assessment of the competency standards for the course. b.  Competencies Self-Assessment
filled out for the specific course(s) for which you are requesting fulfilment. The competency self-
assessment forms

are available on the DAU Blackboard. Steps to access:

1) Click the icon, then select the course number link.

2) On the left side of the screen, select the blue rectangle "Fulfillment Guide."

3) On the bottom of screen, again select the underlined phrase, "Fulfillment Guide."

4) If prompted for a password, select the option "Cancel"

5) The "employee self-assessment guide" will s docume .V
completing this assessment, every competen feSSe J’ asc.army.mi |
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5g. DAU Fulfillment - Army Process

L ACQUISITION SUPPORT CENTER

Fulfillment allows the workforce member to receive DAU course credit based on their previous
training, education and experience. Army only allows fulfillment for resident courses (not on-line
courses)

* Army Implementing Instructions: Army Supplement to the DoD Desk Guide (Appendix K)) at
<http://asc.army.mil/docs/pubs/Army Supplement DOD Desk Guide ALT.pdf>
+ Some career field proponents (e.g. Logistics) have established restrictions on fulfillment.

* Fulfilment request must be submitted through employee’s supervisor to DAMI_AskAnACM@conus.army.mil.

+ Package must include the following:

1) Completed and signed DD Form 2518 — form available at
http://www.dau.mil/learning/DevDocs/Fulfillment/DD %20Form%202518%20-%20fillable.pdf

2) A self-assessment of the competency standards for the course. b.  Competencies Self-Assessment
filled out for the specific course(s) for which you are requesting fulfilment. The competency self-
assessment forms
are available on the DAU Blackboard. Steps to access:
1) Click the icon, then select the course number link.
2) On the left side of the screen, select the blue rectangle "Fulfillment Guide."
3) On the bottom of screen, again select the underlined phrase, "Fulfillment Guide."
4) If prompted for a password, select the option "Cancel"
5) The "employee self-assessment guide" will open. Save this document to your computer. When
completing this assessment, every competency must be addressed.

3) Current resume.
4) Any other documentation to establish that careerist meets the course competencies (college transcripts,
course descriptions, etc.).
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5h. DAU Annual Forecasting Process

= USAASC Acquisition Career Development Division, Acquisition Education,
Training & Experience (AETE) Branch, works for the Army DACM.
= The AETE branch prepares annual forecasts for DAU classes needed in the upcoming
fiscal year(s).
= Forecasting Process:
= USAASC conducts a CAPPMIS query to estimate how many DAU classes are
needed for certification. Determines the cost-effective locations to meet forecasted
needs.
= QOrganizations/Commands are provided the first USAASC estimate.
Organizations/commands are asked to supplement USAASC estimate with other
variables, such as projected new hires and intern training needs.
= USAASC revises its forecast to include new information provided by
organizations/commands.
= Army DACM and other services submit their DAU class requests to DAU headquarters.
= DAU makes the final decision on what courses they will fund, taking into account
instructor availability, location availability and funding constraints.
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51.
DAU class
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Requesting an Out-of-Cycle (OFC)

= After the final DAU schedule is released in May, OAPs can request the addition of an out-
of-cycle DAU class(es) in your local area.
: FY11 Out-of-Cycle (OFC) Training Request Process:

JAN 2011

Complete an Out-of-Cycle Training Request form and email it to Army POC: Wen Lin, USAASC, Comm —
(703) 805-1240, DSN - 655-1240, E-Mail; wen.lin1@us.army.mil

Ensure the individuals for whom you are requesting the class are priority 1 students who have met the DAU pre-
requisite(s) for the requested OFC. Please review the DAU Interactive Catalog (http://icatalog.dau.mil/) for listing
of the required pre-requisites.

If your OFC course is approved, the primary and alternate POC will receive 48 hours advanced notice of the
approval from USAASC. It is your responsibility to inform your workforce to apply for the approved OFC class
via AITAS (https://www.atrrs.army.mil/channels/aitas/) as soon as you are notified.

Army quota managers will process the applications based on the earliest supervisory approval date and highest
priority status (1 to 5). The employee’s supervisor must approve the training in AITAS prior to quota managers’
ability to give the person a reservation in the course.

OFC classes cannot be blocked. They will be visible by all individuals with AITAS access. This is why you need
to have your workforce apply as soon as you are notified.

This does not apply to fee-for-service courses; fee for service will follow a separate process.

The following courses are not available for on-sites: ACQ 101; ACQ 201A, ACQ 401; ACQ 404; ACQ 405; ACQ
453; BCF 102; BCF 103; BCF 106; BCF 301; BCF 302; CON 090; CON 100; CON 110; CON 111; CON 112;
CON 214; CON 216; CON 236; CON 237; CON 260A; FE 201; IND 103; IRM 101; LOG 101; LOG 102; LOG
103; LOG 200; LOG 204; LOG 206; PMT 251; PMT 256; PMT 352A; PMT 401; PMT 402; PMT 403; PQM 101;
PQM 201A; PQM 203; PQM 301; RQM 101; RQM 310; RQM 403; SAM 101; SYS 101; SYS 202; and TST 101.
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5). Waivers of DAU Pre-requisites or

Out-of-sequence Class Registration

= USAASC Workforce Development Branch has the authority to issue the following
waivers for DAU classes:

f ACOUISITION SUPPORT CENTER

= Waivers of pre-requisite 100-level or 200-level prerequisites in order to take a

200-level or 300-level course.
= Waiver requests are submitted via email. The email must provide detailed justification , attach a current
resume AND be approved by the employee’s first line supervisor or OAP.
= Pre-requisite waivers are usually based on the experience of the careerist and repetition of subject
material in the higher level course (e.g. waiving ACQ 101 so that careerist can take ACQ 201A)
= Submit waiver requests via email to DAMI_AskAnACM@conus.army.mil

= Out-of-sequence waivers.

= Qut-of-sequence waivers request approval to take a course out of sequence, that is, before taking the
usual prerequisite course.

= In this case, the employee must still take the prerequisite course for certification at a later date.

= Waiver requests are submitted via email. The email must provide detailed justification, attach a current
resume AND be approved by either the employee’s first line supervisor or an OAP.

= LARSs (Logistics Assistance Representatives) have a special exemption to take some of the Logistics
courses out of order, but they must place this statement in their student comments. “I am a Logistics
Assistance Representative and subject to frequent deployment. The FCR has approved this enrollment.”
This exemption allows them to take LOG 200 without having a reservation/ completion in ACQ 201B.
(However, they MUST complete the remaining Level 2 resident classes in order — ACQ 201B; LOG 201;
LOG 206, LOG 236).

= Submit waiver requests via email to DAMI_AskAnACM@conus.army.mil
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6. ACQUISITION POSITION
IDENTIFICATION
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_ 6a. ACQUISITION CAREER FIELDS
(Acquisition Position Codes)

Acqiiisition Career Fields ... Your Support to the Soldier!

Position Category Descriptions:
http://www.dau.mil/workforce/pages/pcds.aspx

SEPTEMBER 2010
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Auditing (U)

Business - Financial Mgt (K)
- Cost Estimating (P)

Contracting (C)

Information Technology (R)

Systems Planning, Research, Dev and Engr (SPRDE)
e Science and Technology Mgr (1)

e Systems Engineering (S)

e Program Systems (W)

Test and Evaluation (T)
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6b. Position ldentification

The designation and coding of AT&L positions forms the framework for all other

aspects of the Defense AT&L Workforce Education, Training and Career
Development Program. AT&L positions must be properly identified and coded
into DCPDS so that the incumbents of the positions can secure priority for
training; become certified in one or more AT&L career fields; be selected for
membership in the Acquisition Corps; participate in AT&L continuous learning
events; and take part in other aspects of the AT&L Workforce Education,
Training and Career Development Program. Below are steps to assist with
identification, designation, and coding of AT&L positions. Additional
information can be found in Chapter 5 of the DoD Desk Guide at
http://asc.army.mil/docs/dawia/ATL_Workforce _Desk_ Guide.pdf and the Army
Supplement to the DoD Desk Guide, dated 1 Sep 10

Step 1: Determine if the Position falls within the Definition of Acquisition
Step 2: Determine if the functions of the position relate to an AT&L Position

Category Description

Step 3: Determine the Appropriate AT&L Career Level
Step 4: Determine if the AT&L Position is a CAP/KLP
Step 5: Code the Position in the Defense Civilian Personnel Data System (DCPDS)

http://asc.army.mil
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6b. Steps

=

Step 1 — Determine if position falls within definition of Acquisition

Definition of Acquisition: The planning, design, development, testing, contracting,
production, introduction, logistics support, and disposal of systems, equipment, facilities,
supplies, or services that are intended for use in, or support of, military missions.”

If a position involves the activities mentioned above more than 50% of the time, that position is an
Acquisition, Logistics & Technology Workforce (acquisition careerist) position.

STEP 2 — Determine Acquisition Career Field

® The acquisition careerist includes personnel performing or supporting acquisition in the following
Functional Career Fields. Each Career Field is designated by an Acquisition Position Category
(APC). Specific information regarding 1102, 1103, 1105, PM, DPM, PEO, and contracting warranted
positions is in chapter 5 of the DoD Desk Guide at
http://asc.army.mil/docs/dawia/ATL_Workforce Desk_ Guide.pdf and the Army Supplement to the DoD
Deskguide, 1 Sep 10

® Position Category Descriptions (PCDs) can be found Position Category Descriptions:
http://www.dau.mil/workforce/pages/pcds.aspx

= Typical Occupational Series found within each career field are shown on the next chart
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6b. Guide for Coding Army Acquisition, Logistics and Technology
(ALT) Workforce Positions

$/e/ & /&/s/2 /& o g/ o §
& g/ & & & /S/8s/ & & L § N
§ e/ £/ &8 /) 8 /£&/8S) & J@a/S5 /seo/as /&8
$/8/8/ed) 8 ) i5 ) £/5/38) & /8/sF, [EE/5F, 588
§/8)5/55) ¢ /) s&/)E/8/88) 5 [§/Es5 /8S/Es )i Se
§ e/ 5 ) EE)E)S/EE) s /)55 [65/°F [8és
§/ €/ & &/7/¢ & € g/ € [E5e
K
Occupational Series Title < b & e
Safe/Occ Health Management 18 X
Community Planning 20 X
Environmental Protection Specialist | 28 X
Psychology 180 X X
Program Management 340 X
Management and Program Analysis | 343 | X | X X
Logistics Management 346 X
General Biological Science 4xx X
Financial Administration and
program 501 | X
Financial Management 505 | X
Accounting 510 | X
Budget Analyst 560 [ X
Engineering & Architecture Group 8xx | X X X X X X X X X
Interior Design 1008 X
Gen Business and Industry 1101 X X X
Contracting 1102 X
Industrial Property Management 1103 X
Purchasing 1105 X
Industrial Specialist 1150 X
Production Control 1152 X
Realty 1170 X
Physical Sciences Group 13xx X X X X
Math and Statistics Group 15x%x | X X X X X X
Equipment Specialist 1670 X X
Quality Assurance 1910 X
General Supply 2001 X
Supply Program Management 2003 X
Inventory Management 2010 X
Information Technology
Management 2210 X




U.S. ARMY ACQUISITION SUPPORT CENTER

6b. Determine Acquisition Career Level — Step 3

A required certification level must be assigned to each AT&L position. There are
three certification levels: Level | (Basic or Entry Level); Level Il (Intermediate
Level); or Level lll (Advanced Level). The level designated should correspond
to the level of responsibility and expertise required by the position, and
therefore typically corresponds to the grade of the position as indicated
below:

= General rule:

— Level | GS 5 - 8 (and payband equivalent)
— Level ll GS 9 - 12 (and payband equivalent)
— Level lll GS-13 and above (and payband equivalent)

" Purchasing
—Level 1 GS-5 (and payband equivalent)
—Level 2 GS-6 and Above (and payband equivalent)
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6b. Determine CAP/KLP Designhation — Step 4

" The Army Acquisition Executive (AAE) has designated the following Civilian
positions:

Critical Acquisition Positions (CAPS):

All Army Acquisition Senior Executive Service (SES) positions
All Army Acquisition Centrally Selected List (CSL) positions

Deputy Project Managers, Deputy Product Managers, Project directors,
Deputy Project Directors, Product Directors, and Deputy Product Directors
All Officers in the rank of O-5 and above

All supervisor Army Acquisition civilians in grades GS14-15/payband
equivalents.

Key Leadership Positions (KLPs):

KLPs are a subset of CAPs designated by the AAE and approved by the Under
Secretary of Defense (AT&L) based on the critical nature of the acquisition
program or effort involved AND the criticality of that position to the success of
that program or effort. Contact your ACM for additional information.

" Memorandum for Designation of CAPs and KLPs can be found at:
http://asc.army.mil/docs/CAP _KLP Memo.pdf.

http://asc.army.mil
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6b. Code Position in DCPDS - Step 5

When filling a vacant acquisition position, the acquisition coding as discussed
in the previous slides must be included in the “Gatekeeper Checklist” attached
to the Request for Personnel Action (RPA). These codes are then entered into
the Defense Civilian Personnel Data System (DCPDS) by the Civilian Personnel
Specialists.

For positions coded as acquisition in DCPDS, both the position data and the
selectee’s data will be loaded into CAPPMIS during the bi-weekly transfer
between the two databases. The position information as coded in DCPDS will
be reflected in Section | of the ACRB and on the top line of Section IX
(Assignment History) of the ACRB.

If a position is already coded in DCPDS and corrections need to be made, a
CPOL manager can make corrections — see 6¢ for instructions. Note:
Deletions or additions to acquisition workforce cannot be made in CPOL
manager screen.

http://asc.army.mil
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=
=

=
=1

fl 6b. Position Coding in DCPDS

All acquisition position coding changes/additions/deletions must be made through the Civilian
Personnel Database (DCPDS). Supervisor must contact CPAC to make changes shown below:

Add:
If supervisor/command determines position is acquisition, the Acquisition Data Fields of

“Career Level”, “Critical Position”, and “Career Category” must be populated in the DCPDS
Position Build located under “Acquisition Program Information.”

Delete:

If supervisor/command determines position is NOT acquisition, the CPAC must REMOVE any
information currently populated in the acquisition data fields in DCPDS. All acquisition data
fields in DCPDS under “Acquisition Program Information” must be left blank.

To Correct Career Level and/or Category:

If supervisor determines that the acquisition category for a position is incorrect based upon the
duties, the “Career Level” and/or “Career Category” data fields must be corrected in the DCPDS
Position Build or CPOL Manager screen (see 6C). Fields are located in the DCPDS Position
Build under “Acquisition Program Information”.

NOTE: Once the change is made in DCPDS, the information will be updated in CAPPMIS during
the bi-weekly data transfer between DCPDS and CAPPMIS.

http://asc.army.mil
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Instructions:

1. Access the tool through CPOL. You
must have a manager tab to use the tool.

2. Click on your manager tab.

3. Click on Go in the Employee Portal
section.

4. Click on the Name of one of your
Acquisition Workforce employees. You
will not see the tool until this step.

5. Click on Acquisition Update Tool and a
screen will open up. The fields that you
can edit will have drop down menus to
use to make changes.

6. Make the changes and submit. You
will see Pending in the status column
beside the field you changed.

7. 1t will take 24-48 hours before the
change becomes effective in

DCPDS. Updates to CAPPMIS will take
another 2-3 weeks (twice a month data
builds).

IMPORTANT: Similar positions should be coded the same throughout the organization —

Check with your organization human resource specialist for additional guidance
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6c. Acquisition Update Tool - Correcting
Position Coding in DCPDS

= CPOL Portal 8.1 Deskiop - Windows Internet Explorer

@. ¥ L httos: ineoelarmymil fepiman jcpoiman. portal?_nfobstrust_sindovwLsbel sCmployesat_1_28_state smaximaeds,_pagel shelspsoe

Fie Edl View Favoriles Tools  Hel

W |y CPOLPorisl 8.1 Deskiop

B8 Gty

CPOL > Manager Info

nnnnnnnnn

BBp E BEE

PS-0cc Code-PB:

o Trusted sites 4 300% -

07 RE DN e M e
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6d. CAP Walivers

1. An Army Acquisition Corps (AAC)/Department of Defense (DoD) “Acquisition, Technology, and Logistics (AT&L) Workforce Position
Requirements or Tenure Waiver” Request (DD Form 2905) is submitted by the Civilian Personnel Office, or organization in cases of
assimilation of an individual in a Critical Acquisition Position without approval.

a) The nominee must first apply for Acquisition Corps membership (contact roosevelt.ingram@us.army.mil for instructions). If
denied membership, they must provide a copy of the denial letter to their civilian personnel representative or organization POC.

b) The civilian personnel representative will work with the recruiting organization to complete the CAP Waiver documentation.
Forward CAP Waiver requests to roosevelt.ingram@us.army.mil .

c) The USAASC ACM will review the package. If package is incomplete, the ACM will work with the originating organization POC to
complete the package.

d) A complete CAP Waiver package must contain the following documents:
1) DD Form 2905 (prepared by CPAC/submitting organization). Should include the following:

a. Block 16. Check Position Waiver. Block “16a, fill out “(1) Certification” and “(2) Acquisition Corps membership.”
Block 16b, identify whether Education, Training or Experience is lacking. Provide a target date in field 16c.

b. Block 18 - Describe why the individual selected is crucial for the particular job. ldentify whether any other
qualified Acquisition Corps members were on the referral list. Describe in detail what the non-selected
Acquisition Corps members lacked in education, training, or experience. State how the position was advertised,
the scope (local /nationally), and for how long the ad ran. Describe how the selected individual will achieve the
lacking Acquisition Corps membership criteria within 24 months.

c. Block 19 — contains signature of most senior leader of the requesting organization
d. Block 21 — CRAIG A. SPISAK, Deputy Director Army Acquisition Management (DDACM), USAASC,

L ACQUISITION SUPPORT CENTER

703.805.3011
2) AAC Denial Letter
3) Referral list
4) Selection matrix
5) Interview questions
6) Resumes, ACRBs and transcripts for all interviewed (ACM will provide ACRB copies)
7) Resumes and ACRBs for anyone not interviewed who is certified for the position AND an AAC member (ACM will review

list to determine, and provide ACRBSs)
8) Form 5 (prepared by ACM for internal review by DDACM)
2. Once approval/disapproval is determined by the DDACM, the ACM will scan the DD Form 2905 and email the originating POC the

| k . . .
complete package http://asc.army.mil
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6d. Sample DD Form 2905

ACQUISTTION, TECHNOLOGY, AND LOGISTICS (AT&0) WORKFORCE "
e o o SOEIENC O EMRE AR ) 1) DD Form 2905 (prepared by CPAC/submitting
wrCﬂ'&DmmLﬂgmrxxmﬂfﬂ Symbol |b CE@EEIFATIGNUIA Wamo. Title, Omganization | C %mﬂujlgATlDN-’VLﬂerc Tillo. Crganization. Organlzatlon) ShOUId InCIUde the fOIIOWIng
ENTER ADDRESS OF REQUESTING ORGANIZATION POC

ORGANIZATION

O Block 16. Check Position Waiver.
O A. Position Requirements to be Waived: “(1)

2. T Waniver Apnroval Acthority] {rganization Oee Syl and Addres)
DDACM & Director, USAASC, 9900 Belvoir Road, Bldg 201, Suite 101, MS 5567, Ft. Belvoir, VA 22060-5567
PART Il - POSITION DATA

3 POSITION NUMEER [ 4~ FOSITION TITTE |s RECUIRED CRADETRANK Certification” and “(2) Acquisition Corps
B U 7. OCC SERIES/SPECTALTY [8. AT&L POSITION CATEGORY T REQUIRED mem bership.
| R . . o . -
10. POSITION TYPE 11. SPECIAL ACQUISITION ASSIGNMENT 12. PROGRAM TYPE D B Identlfy What IS |aCk|ng In Educatlon7 Tralnlng
=l =l =l or Experience for Acquisition Corps membership
FART T - IDENTIFICATION AND PERSONAL DATA . .
T3 (AST NAME B FIRST WAWE |c. T |u. mmmrrsm— (obtaln from denial Ietter).
PART |v.mnmemnmmm {Cormpiete ather T 76 OR e 17 O C. Provide a target date (normally 24 months
¥ 16. POSITION REQUIREMENTS WAIVER /Entar "X, when applicable, and complete a., b., and c.; explan in ltem 18.)
a_ FOSITION REQUIREMENT(S) TO BE WAIVED (Sclact a different requirerent in asch black and axpisn i1 fem 18.) from approval).
(i) 2) (3) . . .. . .
DUETM‘:;’E:E':;:“SE"'QUIRED d| = U Block 18 - Describe why the individual selected is crucial
b. - (Saloct af appicabl and axplain i ftom 18,) . . . .
i EBUCATION = T TRAG ——— N for the particular job. Identify whether any other qualified
) EXPERIENCE —— - = Acquisition Corps members were on the referral list.
. WAIVER DURATION: | |DURATION OF ASSIGNMENT | x | JERGEL DATE FORMEETING vy ENTER DATE Describe in detail what the non-selected Acquisition
17. TENURE WAIVER (Enter "X", when applicable, and specily cument and requested release dates; explan in ltem 18.) Corps mem berS |acked |n ed ucatlon tralnlng or

a. ,%URRENT I'Eylﬂyt#lE EXPIRATION DATE b. REBUESTED %E’%ASE DATE FROM TENLURE ) . ’ ’ i
xplain the exceplional circumstances Justifying the walver. For ion Requirements Walver, also address the eXperIenCG. State hOW the pOSItIOﬂ WaS advertlsed, the

" incivicual's bty to perfoT i the position while working to adhvieve the standards. ) (Continue on badk If necessary.} .
Indicate why the individual selected is crucial for the particular job. Describe the reason for the waiver and identify whether any other qualified Scope (Iocal /natlona”y)‘ and for hOW Iong the ad ran.

Ei“:‘i‘ili‘.ﬁ'aii’ﬂi?2;”.:';EL‘c‘lfr'.fs‘iﬁr‘,';”k”ff.?.‘”fi!fLi’"aﬂd“,'Ji‘nf{'r';iﬁw”Zfél.“C.Zs‘ﬂii‘.‘f;ﬁiiﬁ“éaiﬁn“.}?c“’iﬁifu”n”;a?;"Adé. e Describe how the selected individual will achieve the
required statement that the position was advertised, the scope (local /nationally), and for how long the ad ran. . e . . . .
S —— lacking Acquisition Corps membership criteria within 24

8. NAME, RANK/GRADE, TITLE, ORGANIZATION, AND TELEFHONE NUMBER | b. REQUESTING MANAGEMENT OFFICIAL SIGNATURE months Contlnue on next page |f necessary
MOST SENIOR LEVEL OF THE REQUESTING ORCANIZATION . . .

T T O Block 19 — contains signature of most senior leader of
P00 RECIIESTING CFFICTAT WATVER POINT OF CONTACT Wame fie A TR the req uesti ng organization
ORGANIZATION POC .
S O Block 21 — CRAIG A. SPISAK, Deputy Director Army

Z1. APPROVING OFFICIAL ACQUiSitiOﬂ Management (DDACM), USAASC,
[ & NAME, RANFIGRADE, TTTLE, ORGANIZATION, AND TELEFHONE WOMEER
CRAIG A. SPISAK, DEPUTY DIRECTOR ARMY ACQUISITION MANAGEMENT (DDACM), USAASC, 703-805-3011 703805 301 1

b. AFFROVED? [c. APPROVING OF FICIAL SIGNATURE d. DATE (DD-MAMMEY VYY)

l:l vEs D NO LEAVE BLANK
. f required, HLE o back i MECessary).
T 2500, AND 2601 WHILH ARE ORSOLETE. Reset e N
f d
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/. TED-specific instructions

" The Total Employee Development (TED) System is an AMC-wide training
and IDP management system

®" How TED and CAPPMIS interact
» TED is a one-way feed to CAPPMIS. CAPPMIS does not “talk” to TED.

= All TED class requests and supervisor approvals (including CLPs) normally feed to CAPPMIS

instantly

O If a TED class request/approval does not post properly to the CAPPMIS IDP, a TED / CAPPMIS systems outage probably caused
the problem. In these cases, request the assistance of a TED administrator or TED Help desk to correct.

» TED class completion records feeds CAPPMIS IDP history instantly

O Careerists who complete a DAU class must provide their TED administrator with a copy of the completion certificate, so that they an
update TED records.

O When DAU classes are updated to “history,” CAPPMIS CMS will recognize completion and give the careerist a “green check mark” in
CMS for the course (even before the DAU posting to the ACRB).

» TED organizations can use either the TED IDP report or the CAPPMIS IDP report to document
their bi-annual IDP reviews. Follow your organization’s procedures.

» CLPs - CAPPMIS is the official Army database of record for CLPs.
O If TED and CAPPMIS CLPs totals do not match, contact your TED administrator or AMC TED Team to resolve the problem.

" Report TED and CAPPMIS interface problems to the AMC TED Team
<DAMI_TED@conus.army.mil> .

http://asc.army.mil
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7. How to Apply for a DAU course - TED / CAPPMIS Process

Careerist
Requests DAU class

Instant Data Flow

“TBA” Date

TED Email CAPPMIS IDP

notification with
AITAS link

Careerist

Requests

DAU class
date(s)

AITAS hegks for course on

g

Employee requests DAU class in TED (CAPPMIS updated instantly) .

Supervisor approves class in TED (CAPPMIS updated instantly)
TED sends email with AITAS link.

gareerist registers in AITAS and requests primary and alternate
ates.

Supervisor approves class dates in AITAS.

.S,

_J‘

Pumsmtant e Pris
Mimggymams ndzrmgt Gyvmm

¥

ATRR

Ao s Pesucmtc o s e
L

ATRRS -
Class Roster
Email
notifications

Acquisition workforce members get highest
priority for DAU courses.
DAU classes must be approved on
CAPPMIS IDP before AITAS will allow you to
register.

Non-acquisition workforce applications

automatically get lowest priority (5) .
No CAPPMIS IDP required.



7. DAU Course Completion - TED / CAPPMIS process

After DAU course completion:

A. Provide a copy of your class completion certificate to your TED Administrator.

B. TED history updates are posted instantly to your CAPPMIS IDP history. This will allow you
to apply for certification prior to the ACRB update, by giving you a “green check mark” in

CMS for course completion.

Note: DAU class completions post automatically to the ACRB about 2 weeks after course completion.
DO NOT ask for a manual ACRB update until at least 3 weeks past the course completion date.

Careerist TED Administrator moves from
TBA class to appropriate
Email completion monthly class and N
DAU Class ) TEge”;ﬁ‘{at_etmt changes status to \
- aaministrator
Completion HISTORY 4
\ TED - Instant
|= Pm Data Feed to
. N\ CAPPMIS IDP
History
DAU Data Feed to /
CAPPMIS ACRB DAU
once a week data feed /

/




/. TED and CAPPMIS CLP Troubleshooting

CAPPMIS is the official Army database of record for Continuous Learning Points (CLPs).

Occasionally, not all the TED CLPs flow properly into CAPPMIS. TED Administrators can correct CLP problems using
this guide.

Common Causes for TED and CAPPMIS CLP discrepancies:

1. TED “User Properties” does not have an “IDP Master Key” link to CAPPMIS (in this case, none of the TED CLPs or class
records will flow to the CAPPMIS IDP).

TED Employee may have taken classes before the “IDP Master Key” link was established (in this case, only the classes after
the IDP Master Key was established will post).

CAPPMIS may have been down on the day that TED moved the class into history.

Training completion date falls into the PREVIOUS or NEXT 2-year CLP cycle (e.g., Mandatory training classes with an end
date of “12/31/2010” will NOT be counted UNTIL the next 2-year cycle beginning 10/1/2010).

Duplicate TED course titles — CAPPMIS will only count CLPs for courses with the exact same title ONCE per 2-year cycle
Employee did not complete their TED survey, so the class(es) didn’t go to their TED/CAPPMIS IDP history.

DAU “TBA” class record was not moved to a class with a completion date or wasn’t updated to “history” status (in this case,
CAPPMIS may have more CLPs than TED).

Troubleshooting and Fixing Errors for TED Administrators:
1. View “User Properties” to see if the “IDP Master Key” is populated. To establish, click on “Army Acquisition Workforce”
checkbox and hit “Update User” — the “IDP Master Key” will instantly populate, if the user has a CAPPMIS account.

2. Ask employee to export their CAPPMIS IDP history to Excel (see next slide for instructions). Compare their CAPPMIS IDP
history with the TED history. Identify which TED records didn’t flow to CAPPMIS. Resend the TED records by either:

a.Deleting the TED history items that didn’t flow to CAPPMIS and re-adding them to TED history (with CLPs). After their
TED supervisor approves the CLPs, the TED CLPs will flow to the CAPPMIS IDP history.

b.Alternate method for adding a large number of TED history items — ask the AMC TED team to do a “history push” for the
employee. Email requests to: <DAMI_TED@conus.army.mil>.

3. If none of the corrective actions outlined above fix the problem, contact the AMC TED team at
<DAMI_TED@conus.army.mil> for assistance.

IMPORTANT NOTE: If the associate already has 80 or more CLPs in CAPPMIS, DO NOT initiate corrective actions.
There is no benefit to the employee to document greater than 80 CLPs during a 2-year cycle.

Noo k~w D



7. CLP Troubleshooting - How Employees can
Export CAPPMIS IDP History to Excel

1.
CAPPMIS
IDP Tab

History

2. Export
History to
an Excel
file

CAMP | CAPPMIS |

| Help Links | Help Request | Feedback | Logout

E!_?_Pm supporting the

cquisi

tion werkforce ﬁ‘

Home Pl i Histo Supervisor IDP Documents

— ntinuous Learning cles

Continuous Learning Period

10/01/2008 - 09/30/2010
10/01/2006 - 09/20/2008
10/01/2004 - 09/30/2006
12/16/2002 - 09/30/2004
12/16/2000 - 12/15/2002
12/15/1998 - 12/15/2000

Continuous Learning Cycles

Total CLPs

0

]
O
]
[l
a
]

—

[click calumn header to sort)

[[] TACOM-Warren Annual SAEDA, OPSEC,

AT/FP, informat
05 CSRS RETIREMENT CLASS

14TH TACOM/INDUSTRY LOGISTICS
SYMPOSIUM

15TH TACOM/INDUSTRY LOGISTICS
SYMPOSIUM

2004 ANNUAL ETHICS TRAINING (ACQ
ONLY)

2005 Annual Ethics Training

2009 COMBATING TRAFFICKING IN
PERSON

ABC REPORTING AND ANALYSIS USING
EXCEL (AND OROS)

Download/ Print IDP History

Other

Other
Other

Other

Other

Other
Other

Other

Completed Items

0

11/04/2005

08/23/2005
03/15/2005

03/14/2006

11/18/2004

09/13/2005
10/17/2008

10/14/2002

-
=
m
-
=
=
=
o
-
=
=
- | B9
=
m
= 0
11/04/2005 WEB TED NiA 5
=
=
08/23/2005 WEB TED NiA L
03/15/2005 WEB TED NiA
03/16/2006 WEB TED N/A
11/18/2004 WEB TED NiA
09/13/2005 WEB TED NiA
02/10/2009 WEB TED NiA
10/13/2002 WEB TED N/A

https://rda.altess.army.mil/camp




U.S. ARMY ACQUISITION SUPPORT CENTER

7. Troubleshooting Tips - TED to CAPPMIS
Interface Problems

If careerist class requests are not flowing to CAPPMIS, the most common
reasons:

1 Employee TED User Properties - AAW check box is not checked OR
no IDP Master Key code.

2 Employee has not requested class in TED OR
Employee supervisor has not approved in TED

3  TED to CAPPMIS disconnect (CAPPMIS may have been down
during TED update)

4 Employee CAPPMIS IDP problems (no supervisor in CAPPMIS)
) Employee is not an acquisition workforce member.

http://asc.army.mil
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U.S. ARMY ACQUISITION SUPPORT CENTER

7. Troubleshooting Tips for TED administrators

Last Name‘: MAGUIRE

First Namej EDWARD

Middle
Initial:

Comm coc 82 6276
Phone:

AKO E-
mail: * edward maguire@us_army.mil

Superviser: ogES JOAN - WA

Center:

Required

Cert Level: 2

Active Cert
Level:
Acq Career
Field: NONE

Employes Government
Type

Major
Command:
uic: wa27P12 -

ASA(ALT) =

Specialty
Position:

Army Acquisition Workforce:
Comments:

Userid: MAGUIREEB066
IDP Master Key: 49038

Last Access Date: Oct 16 2009 8:40AM
Inactive Date:

-

Training ‘v, 0XT TACOM CONTRACTING CENTER

Inveqn: [

Edit User Properties

Position /
Title: * ACM

Career
Program:

Pay Plan:* GS ~

CP-00 Mot in a Career Program

Grade: * 12 -
DSHN Phone:

Series:* 0301 ~

Office Symboli SFAC-AC .

- Business gre_ srarF
Center:

Primary Role Administrator +

Secondary Finance
Role
Supervisar
- Third Role

Training Nons
Group:

Concentration: MNone
MSC: HQ -
CMD Code: AE -

Total CLP: 60 Inactive User: []

Grade Level: 2

Site: WARREN
Last Updated: Nov 19 2009 9:14AM
Date Created: Jul 1 2008 2:40PM

* Required fields

[ Update User ] [ Reset Password ] [Cancs\]

Step 1. TED administrator to
check Employee User Properties.

a. Army Acquisition Workforce
box should be checked and IDP
Master Key populated.

b. If Army Acquisition Workforce is
checked, but IDP Master Key is
blank, hit “Update User” button

to refresh record.

c. Once the IDP Master Key is
populated, go to step 3 and refresh
all their DAU class requests.

http://asc.army.mil
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U.S. ARMY ACQUISITION SUPPORT CENTER

7. Troubleshooting Tips — TED Administrators

Artiy Training Library

Name: JOAN MOSES  Grade: 02  Series: 0301  Posttion Title: ACQUISITION CAREER MGR Supenisor: ARTHUR SIIRILA ‘
Course Course e el
) |c0n 100 I}ate| [}atel
Title: Number:
From: To:
Last First Training
v \endor:
Name:| Name:| Cemer:l J I
Qanrnh |
our Search Found 42 Classes. = |
DEFENSE ACQUISITION UNIVERSITY (DAL) | SHAPING SHART BUSINESS ARRANGENENTS (COMN 100) - TBA - CLazs Roster Count - 148 ‘
M?TZTG SHARTELIENES: ARRANGIEN Copy Class Delefe Closs Cancel Class Class Properties Bulk Email Add Enployee fo Closs
g [ Mame | Ofice | Sous [ Submited | PRNumber [SION] |
- I03/17/2003 — | I I |
04072003 | |ADOLHL NAN. | - i
05012003 < uLey, o0RoTHY. | QAT ovEy oHmE et | it elete o >
:g?ﬁgﬁgi | |aus a0 s0mE D AISASACS APPROVED 03072087 | ] —
- [06/23/2003 | ‘ﬁ.NDEQSGN, ARDELLA . AQ-AR ‘APPROVED ‘10!0242006 | ‘ ‘
gnlalﬁgﬁgg ANGUAY, DEBRA A v vmRAM ot | L |
0004 |4PLING KETTH R o OvEME i E Ty
- [ln4/18/2004
= A5 NATHAN T | ASILQAP APROVED  [90BEI04 | | | |

Step 2. Check to see if supervisor has approved the DAU “TBA” course request.

Step 3.

If TED supervisor has approved, TED administrator can “refresh” the record by using the

“‘Move” button to “Move” the employee record to the same “TBA” class. That action will re-send the

request to CAPPMIS.

SEPTEMBER 2010
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7. Troubleshooting Tips - TED to CAPPMIS
Interface Problems

ACODISITION SUPPORT CENTER

GAPPMIS®  supporting the adquisition werkidrce

Home Planning History Supervisor IDP Documents

IDP Plan Last Updated: 08/07/2008 View/Print Current Plan (= L1 # Current IDP Supervisor: HORMNADAY SHIRLEY J

ITAL

POR

Current CL Cycle: 10/01/2006 - 09/30/2008 CLPs: 331 * Supervisor Email: shirlev.hornaday@us.army.mil

Certification Status: Due 04/13/2010 [3) H‘I:anl-cDE zure the |d?1|:1t|flggr5cun|:$$5;[l a.la'lrn_:lwemall addre=s |: Changc;.
T

(=). Once corrected, the new information will reflect here. Flease
click here for Supervisor instructions.

i

MANAGEMENT

If vou need assistance on your IDP, please contact vour designated

Acquisition Career Manager (ACM]. s Per the latest CL Policy, vou may only receive CL points for
o college courses towards a degree and not for a degree itself. If
= * Welcome to the Individual Development Flan module. yvou completed a degree and would like to get a degree added to
o CAPPMIS, please contact vour Acguisition Career Manager with a
— tranzeript.

u

Step 4. If steps 1-3 are completed and problem persists, ask the employee to look at their CAPPMIS :
IDP to see if their current supervisor is correct. If supervisor is wrong, ask their current supervisor to

add them to the IDP/ Supervisor module in CAPPMIS.

Step 5. If steps 1-4 don'’t solve the problem, contact the AMC TED team at

<DAMI_TED@conus.army.mil> for assistance..

http://asc.army.mil
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» Designed for OAP reference — not available to general workforce at this time
» First stop for FAQs and copies of briefing slides

U.S. ARMY ACQUISITION SUPPORT CENTER

8. USAASC OAP SharePointe Site

<https://portal2.tacom.army.mil/sites/usaasc/usaascwarrencustomersupportoffice/default.aspx>

» Contact DAMI_AskAnACM@conus.army.mil to request access or to receive training on the site

Home | CDG - AAF

ACOM LCMC Intranet Portal Home > TACOM Acquisition Support Center

i@ USAASC Warren Customer Support Office

ogram Si USAASC Warren Customer Support Office

Welcome Moses, Joan M Mrs CIV USA AMC ~ | My Site | MyLinks ~ |

This Site: USAASC Warren Cus = |

o]

Site Actions -

View All Site Content
Documents

= Shared Documents

= 3. Shared Documents

= USAASC Document
Library

= Web Pages
Lists

= Calendar

= Tasks

= *Instructor
Information

= 1. Announcements
= 4, Point of Contacts
= * Course Information

= 5. DAU Course
Schedule

= Events Calendar
Discussions
= Team Discussion

Sites
People and Groups

12/ Recycle Bin

TACOM Acquisition Support Center > USAASC Warren Customer Support Office

TACOM Warren Acguisiton Career Manager's Collaboration site

APC - Acquisition Position Coding
Briefings

CAPPMIS

Certification

CLPs

DAU - Defense Acquisition University
FAQs - Frequently Asked Questions
Fulfilment

Help Desks and POCs

IDP

Metrics

Military

Non-AAW

OAPs

Palicy, Guidance and Procedures
SRPE

Supervisors

TED

USAAST

Waivers

2 Add new document

E Add new event

Current AAPDS Announcements

OAP Reference Guide - Click on the Subject Headings for Info Events Calendar -
Name [}
Acquisition Corps ACMA Meeting with DACM ! Hew VTC 10/13/2010 3:00 PM 10/19/2010 4:00 PM
Rad 4 Previous Mext ¥
AETE

CDG-AAF
Program

FY-11,
Naval Post
Grad,
Masters in
Contract
Mgmt
Trew
FY-11,
Federal

Cxec
Institute

(FED)
Leadership
for
Demacractic
Sode
Prgmt‘{nsu

* Previous

USAASC POC: Chandra Evans-Mitchell
For G5 12-13/payband equivalents

http:/fasc.army.mil fcareer fjprogramsfcdgaaf/cdgaaf_2011.cfm

Apply in AAPDS

USAASC POC: Mary Souviney, mary,souviney @us,army.mi;

703.805.1246

(G511 and above, CP14 only (1101, 1102, 1103, 1150)
Apply using ACTEDS process - see Announcement Details

below.

USAASC POC: Mary Souviney, mary,souviney @us,army.mi,

DSM 655.1246

For G315/5C5 - CF14 OMLY (1101, 1102, 1103, 1150)
https://fwww. leadership.opm.gov /programs/Executive-
Leadership-Development/LDS Index.aspx

Apply in AAPDS

E Add new event

AAPDS Announcement Details

10/29/2010 11:59 PM

11/8/2010 11:59 PM

11/8/2010 11:59 PM

Next *

DAU Course Schedule - Check AITAS for most up-to-date schedule

JAN 2011

http://asc.army.mil
USAASC OAP Manual Email: DAMI_AskAnACM@conus.army.mil
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8. Where to Find Copies of CURRENT
Briefings

Our current briefing slide package is posted on the USAASC SHAREPOINT SITE
under “Briefings.”

<https://portal2.tacom.army.mil/sites/usaasc/usaascwarrencustomersupportoffice/default.aspx>

[ACOM LCMC Intranet Portal Home = TACOM Acquisition Support Center

ﬁ USAASC Warren Customer Support Office

=

| CDG - AAF Program Site | USAASC Warren Customer Support Office

This List: USAASC Document Li v |

Welcome Moses, Joan M Mrs CIV USA AMC ~ | My Site | MyLinks ~ | @

(2]

Site Actions ~

TACOM Acguisition Support Center > USAASC Warren Customer Support Office = USAASC Document Library

USAASC Document Library

View All Site Content
Documents

= Shared Documents

= 3, Shared Documents

= USAASC Document
Library

= Web Pages
Lists

= Calendar

= Tasks

= *Instructor
Information

= 1. Announcements
= 4, Point of Contacts
= *Course Information

= 5. DAU Course
Schedule

= Events Calendar
Discussions

= Team Discussion
Sites

People and Groups

& Recycle Bin

All of our PowerPoint, Word, Excel, etc. documents

New ~ | Upload v| Actions ~ ‘ Settings ~

<http://asc.army.mil/docs jregions/OAP_Training_Manual.pdf>

However, the version on SharePoint is always the most current version of the QAP manual.
<https: ffportal 2. tacom..army.mil fsites fusaasc/usaascwarrencustomersupportoffice /default.aspx > and search
under the subject Briefings.”

An advantage of using the SharePoint version is that you can print in multiple formats (handouts vs slides) and
you can also copy/paste slides to supplement your own organization briefings.

view: Briefings -
Type Title Hyperlink Modified Modified By
Fi] Briefing, This acquisition workforce briefing answers commenly-asked questions about DAWIA, CAPPMIS and 9f27/2010 3:18 PM Moses, Joan _} Briefings
Acquisition certifications. M Mrs CIV
Workforce USA AMC
General Info
EI;] Briefing, Briefing package provided to Supervisors in Supervisor CAPPMIS workshops. Contains screen prints and 9f30/2010 7:26 AM Folden, Liesel _} Briefings;
Supervisor instructions for all the supervisor functions in CAPPMIS, CIV US USA Supervisors
CAPPMIS
Eﬂ QAP Manual Link to PDF The OAP Manual was developed by USAASC for daily use and indudes detailed instructions on CAPPMIS, DAL, 10/1/2010 3:22 AM Moses, Joan _} Briefings; OAPs
version on DAWTA, FAQs, etc. M Mrs CIV
USAASC USA AMC
web site USAASC publishes a .pdf version on the USAASC web site at
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9. Help Desks - Acquisition Career Mgt

* DAU Applications/Reservations — = Acquisition Career Manager (ACM)

AITAS Help Desk = ACMs answer questions on certification, acquisition corps
membership, or CAPPMIS processes - ACRB, AAPDS, CLPs, IDP,
Reports, SRPE, etc.

®= AskAnACM helpdesk can also perform ACRB edits for Sections VI
or VIIL.

®" However, first read CAPPMIS instruction guides at
https://rda.altess.army.mil/camp/, OR

® Contact your first line supervisor, organization training

f ACOUISITION SUPPORT CENTER

= All questions related to DAU applications (whether
pending, reservation, wait or disapproved)

" Questions related to the priority designation of
reservation or wait.

® DAU budget or travel voucher questions

Steps to initiate an AITAS help desk ticket: coordinators, or TED administrators for advice before contacting
1. Go to AITAS at an ACM.

https://www.atrrs.army.mil/CHANNELS/AITAS/ Email: DAM'_AskAnACM@conus_army_m“
2. Click on the “AITAS Help Desk” link on the bottom left-hand Call: 575-678-2247 or DSN 258-2247

side, under the "Help!" menu.

3. If prompted by system, “Agree” and log-in by selecting a = CAPPMIS Svst | i}
cateqaory and sian in obtion. ystem Issues - CAPPMIS password problems
4. Click or?ce};gain 0?1 the “ZITAS Help Desk’ link. or CAPPMIS report/query issues
; . ) Email: CustomerSupportCenter@conus.army.mil
5. Select “Create Help Desk Ticket Call: 800.981.3234
6. Select your Subject from the drop down list that most likely atl I
describes the issue . . .
7. Describe your issue/question with as much detail as possible. " Education Corrections to ACRB (SeCtlon V")
8. Submit. You will receive a reply within 2 business days. ﬁgsﬁci?t;?;mﬂatgéﬁﬁ ::I:rTe((::tl?OL I My Biz, Web link:
1. View MyBiz education records.
® DAU On-Line Class Problems 2. If MyBiz records need correction, click on Helpdesk icon on upper right
*  Problems with on-line DAU class logons or accessing corner of http://cpol.army.mil site to generate a helpdesk ticket.
modules
= NOTE: Contact instructor (s) listed on the “welcome = TED He|p Desk, Email: DAMI_ted@conus.mil

letter” if you do not pass any test within 2 tries or if you
need to cancel an on-line class.

Email: dauhelp@dau.mil
Call: 866.568.6924 (DSN 655.3459)

® Your TED administrator should report TED and CAPPMIS interface
issues (e.g. CLPs or TED classes not posting) to TED Help Desk.

http://asc.army.mil
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9. Useful Web Sites

» USAASC Home Page (includes news, publications, policies and procedures,
FAQs, career development, contacts, etc):

http://asc.army.mil

http://asc.army.mil/policies/default.cfm

» AITAS, for registering for DAU classes, to view current course schedule and
generate help desk tickets with questions on reservations, waits, pending
applications, travel vouchers, etc.

https://www.atrrs.army.mil/channel/aitas

» CAPPMIS/CAMP Website (includes ACRB, IDP, CMS, AAPDS, AAC MS, SRPE)
https:/Irda.altess.army.mil/camp

» Civilian Personnel On-Line, for Education Updates to CPOL/My Biz:
http://cpol.army.mil

» Defense Acquisition University Interactive Catalog:

http://icatalog.dau.mil/
» Certification requirements
» DAU courses and prerequisites
» Equivalent courses
» Fulfillment process
» Transcripts (under Student Services) http://asc.army.mil
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ASC

B 10. When to contact your Acquisition

Career Manager (ACM) for assistance
(DAMI_AskAnACM@conus.army.mil)

" The instructions published in the USAASC Warren Customer Support Office
SharePoint site, CAPPMIS, or ASC website do not answer your questions.

" To schedule CAPPMIS training for supervisors.
" To schedule new or refresher training for Organization Acquisition POCs (OAPs).
" To nominate a new Organization Acquisition POC (OAP).

" To nominate a new Acquisition Functional Representative (AFR) or Acquisition
Career Management Advocate (ACMA).

" Need assistance related to an employee’s IDP or SRPE (ACMs can view with IDP
Mirror or SRPE Mirror)

" To submit requests for DAU fulfillment credit.
" To request an ACRB update for sections not editable by the careerist

" To update ACRB to document DAU equivalency, or to post a DAU class which
has not posted to the ACRB within 30 days after completion

" Torequest a DAU pre-requisite waiver or out-of-sequence course waiver.
" To request a CAP waiver.
" To add a non-acquisition employee to CAPPMIS for certification purposes
' http://asc.army.mil _
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1 10. Frequently Asked Questions

Q1 CAPPMIS doesn’t recognize the employee’s SSN.

A:

5.

NOTE: AFTER the CAPPMIS account is built, civilian Army careerists should notify both their supervisor and their TED Administrator (if

There are four reasons why CAPPMIS may not have an employee’s SSN.

Brand —new acquisition workforce members. It takes about 2-3 weeks before their CAPPMIS accounts are
built. CAPPMIS receives DCPDS builds (updates) twice a month on Thursday mornings. Ask your employee to
check on Thursday afternoons until they see that their account is built.

Army civilians assigned to non-acquisition positions. CAPPMIS accounts are not automatically built for
civilians who are assigned to non-acquisition positions. USAASC can manually build a CAPPMIS account for non-
AAW civilians who are applying for certification. Ask the careerists to call the “Ask An ACM” helpdesk at 575-678-
2247 or DSN 258-2247 to request a CAPPMIS account build.  We will need their SSN to build their CAPPMIS
accounts.

Non-Army civilians (e.g. Air Force, DLA, etc.) who need a CAPPMIS account because they are a supervisor or
senior rater of an Army acquisition workforce member can request a “Non-DACM” CAPPMIS account at
https://rda.altess.army.mil/camp/index.cfm?fuseaction=gateway.nonDacmForm .

Active-duty Army military on a non-acquisition assignment who need CAPPMIS access because they are a
supervisor or senior rater of an Army acquisition workforce member can request a “Non-DACM” CAPPMIS account
at https://rda.altess.army.mil/camp/index.cfm?fuseaction=gateway.nonDacmForm .

Contractors and non-federal-government employees cannot obtain a CAPPMIS account.

in a TED organization).
a) Supervisors will add the employee to their CAPPMIS IDP Supervisor module.

b) TED administrators must update TED personnel records to link their TED and CAPPMIS accounts. Process: Check the
"AAW" box and hit “Update" to insert the "IDP Master Key". Their TED records won't be linked to CAPPMIS until they
have a "IDP Master Key" in TED. Note: Previous TED requests will need to be resent to CAPPMIS by using the “move”

feature. htt'p;l/aS'G.army-m“
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10. Frequently Asked Questions

Q2: ACRB - How to Edit Section IX — Assignment History
A: Employees can edit their ACRB Section IX.

How to Edit Your ACRB Section IX, Assignment History:

1.

6.

Go to CAPPMIS <https://rda.altess.army.mil/camp >

2. ACRB tab

3. Edit ACRB

4.

5. Agree to tell the truth.

Click on title bar of the section you want to edit (e.g. Section IX, Assignment History)

Use the edit screen to add, edit or delete history. Have your ACRB and resume match as closely as

possible. You may code private industry and military experience with the acquisition codes you feel are appropriate
for the work that you did.

If you are not sure if your work would be considered acquisition-related or not, here is a link to DoD guidance on
this topic. <http://www.dau.mil/workforce/pages/pcds.aspx>

Note: The system is very picky about start and end dates - it won't let them overlap. You may have to do some
back and forth editing of start and end dates of assignments, in order to get them in line with their resume.

The ACRB will automatically sort your career experience in date order.

JAN 2011
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10. Frequently Asked Questions

3: ACRB - How to Update/Correct ACRB Section VIl — Education

A: There are two ways to get new degree(s) corrected or added to your ACRB Section VII.

The best way is to update your civilian personnel records (DCPDS) in CPOL/ My Biz, as your CAPPMIS/ACRB education data
come from your DCPDS records.

1. Preferred update method — My Biz. <http://cpol.army.mil > See the next two slides for a picture illustration of the screens.

ACOUISITION SUPPORT CENTER

a. Goto My Biz/ Update My Information/ Education Information to view what is in My Biz. You can add new degrees which
are not already recorded. If your My Biz entries are not correct, initiate a CPOL help desk ticket to correct the entries.

b. The complete CPOL instructions for adding degrees or correcting My Biz entries are posted
at: <http://cpol.army.mil/library/news/docs/QG-My Biz Education short.pdf>

c. If you experience difficulty accessing your My Biz records, initiate a “Help Desk” ticket from CPOL main page or contact your
CPAC/CPOC representative for assistance.

d. It usually takes about 4 weeks before your MyBiz changes will post to your ACRB. If your MY BIZ education records are
CORRECT and it has been at least one month since updated and your ACRB still is not correct, see step 2 below.

2. Urgent ACRB updates. If you have an URGENT need to get your degree posted to your ACRB (e.g. applying for certification,
Acquisition Corps membership, Army board-select program, etc.), or your MY BIZ education updates do not post after a month:

a. Scan your college transcript (unofficial copy is fine) and email it to <DAMI _AskAnACM@conus.army.mil>

b. IMPORTANT NOTES:
1) Manual ACRB updates by USAASC DO NOT update DCPDS or My Biz.
2) When USAASC does a manual update to your ACRB and it doesn't exactly match the data that is My Biz, you may end up with
multiple degree entries posting to your ACRB.
3) We will only enter degrees obtained from accredited institutions. The accreditation website that we used to verify colleges

is: <http://www.ope.ed.gov/accreditation/Search.aspx> http . // asc.arm y m | |
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1 FAQ 3 - Education Updates - Correcting

In “My Biz”

http://cpol.army.mil

1. Use CAC log-in option

2. On employee tab, view your employee data.

a. Goto My Biz/ Update My Information/ Education
Information to view current information stored in My Biz.

b. If you want to add a new degree, follow the
instructions on the next page to add to My Biz.

c. If the My Biz information is not correct, logout of all
session windows until you return to CPOL Employee
Page (see below).

3. Initiate a Helpdesk ticket to request corrections to your

My Biz education fields.

® o | @ o | @ vovsom >3
=
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For more detailed instructions, go to:
http://cpol.army.mil/library/news/docs/QG-
My Biz_Education_short.pdf
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FAQ 3 - My Biz Education Updates -
How to Add a NEW Degree to My Biz

__._.ASC

f ACOUISITION SUPPORT CENTER

Fducation Information http://cpol_army_mil
e Indicates required field
Emp.uyez a. Goto My Biz/ Update My Information/ Education Information.

yployes Hameer _ b. If there is NO degree information in My Biz, select the "Add"

This section displays your education. By updating this information, you are self button

[E addis f hat i d di Education Inf i a 3 . 3
oy ot el o s e g ™ e, If there is already SOME degree information in My Biz, select the
l/pdates are only needed upon obtaining an additional degree or vocational certifl Update bUtton to add your new Degree
(¥ TIP *ou will nat be able to remove or update education information of Termina d After addlng your NEW degree, |f you want to correct Other
than a Bachelor's degree from your education record. Once this educatio . . . . - .
education information in My Biz, generate a help desk ticket.

To search for your specific education information, select the "Ij flashlig frerrcorer e ooreramor rerayomrareopwnTyE

Education Information /‘ BaChQIOTS, MasterS’ etc.
o)

= Education Level

Instructional Pragram * Major Field Of Study

‘fear Degree / Cert Attained

{example: 1972) Semester or Quarter

Credit Hours

University or

{example: 1510) /
Credit Type s ‘? F Vocational School
Type Of School '.,S?

¥

Name of Institution ICE MyBiz | ICE PAAYS | Home | Logout | Preferences

College-Major-Minar

Academic Institution Mame

Major or Minor Field of Study =U

For more detailed instructions, go to:
JAN 2011 ue http://cpol.army.mil/library/news/docs/QG-My_Biz_Education_short.pdf




