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Introduction

The Acquisition Workforce Qualification Initiative (AWQI) is an employee development tool used
to capture demonstrated acquisition experience of the workforce. As a key element of Better
Buying Power, AWQI aims to ensure that everyone who touches acquisition has the skills
required to ensure successful acquisition outcomes.

Subject matter experts, beginning with the DAWIA career field competencies established by the
OSD acquisition functional leaders, translated the acquisition competencies into measurable on-
the-job products and their corresponding tasks. The products and their associated tasks
together are the AWQI standards. This work focused only on the acquisition competencies for
each career field and these acquisition standards are documented in the AWQI eWorkbook tool.

Workforce members can leverage the tool to gauge their proficiency against the standards and
see the breadth of the acquisition outcomes they may encounter over their career. When fully
implemented with independent assessors overseeing progress, the employee can also earn
required continuous learning points.

Additionally, AWQI provides a common set of standards for organizations. This information can
be used by organizations to mitigate skill gaps by leveraging developmental opportunities or
targeting strategic hiring.

Additional information can be found on the AWQI website: www.dau.mil/AWQI

Purpose

The eWorkbook is an electronic tool which contains acquisition competencies, competency
elements and the AWQI standards (products and tasks).

Standards can be searched and applied to an individual for tracking and/or assessment of
demonstrated experience as it applies to that individual's acquisition experience within the
current job requirements.

The purpose of this guide is to instruct the end user on how to use the eWorkbook as an
individual’s tracking tool for AWQI.
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Using the eWorkbook

eWorkbook Layout

The eWorkbook is a Microsoft Excel application. It is organized using tabs/worksheets. The first
tab/worksheet contains a ‘Quick Start’ guide; a brief tutorial on how to use the eWorkbook. The
following career field/functional area tabs/worksheets contain the standards for each acquisition
career field/functional area organized by competency.

A unigue number has been assigned to each competency, which flows to associated
competency elements and the standards (products and tasks). These numbers are not part of
an official methodology, but rather a means to organize. Note that numbers assigned to the
standards may not always appear in perfect numerical order due to periodic updates to the
eWorkbook but will always be grouped with the appropriate competency and competency
element.

There are 12 career field and 2 functional area tabs. There is one tab/worksheet named “My
Standards.” This is where an individual’s selected standards will be located.

Note that updates to the eWorkbook can result in not only changes to a standard but the
removal of a standard from a career field tab/worksheet. However, standards that have been
copied to an individual’'s “My Standards” tab/worksheet will remain there permanently and
progress documented towards them will never be lost. Where changes have been made to a
standard that has been copied to the “My Standards” tab, a notification saying the standard has
been updated will be displayed in the comment field. Simply go to the career field/functional
area tab from where the standard was originally copied to see the updated standard.

The following are the career fields/functional areas:

BUS — Business LOG - Logistics

CON - Contracting PM — Program Management

ENG — Engineering PQM - Production, Quality, and Manufacturing
EVM — Earned Value Management PUR — Purchasing

FAC - Facilities Engineering Small Biz — Small Business

IND — Industrial Property STM — Science and Technology Management
IT — Information Technology T&E — Test and Evaluation

Tabs/worksheets containing the career fields/functional areas and “My Standards” are located
across the bottom of the workbook as seen below in Figure 1.
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Figure 1: Acquisition Career Fields/Functional Areas Tabs/Worksheets

Each acquisition career field/functional area is organized by competency, competency element,
product, and tasks. The column descriptions are located at the top of each worksheet as seen in

Figure 2.
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Accessing the AWQI eWorkbook

The eWorkbook is located on the AWQI website at www.dau.mil/awqi. Select ‘eWorkbook’ from
the menu options located at the top of the homepage. Click the ‘AWQI eWorkbook Download’
button. Save the file to your computer.

Opening the eWorkbook

When opening the AWQI eWorkbook for the first time, there may be a warning banner on the
top left hand corner under the ribbon. The security warning states “macros have been disabled”
as depicted in Figure 3. The macro is digitally signed by a trusted publisher, making the active
content in this file secure and safe to run on your computer.

MR o [ i e Seien ek e e T e oo

[ DETHIIY W R T Ganart

Bsu-ise oA EEE e Glewaten $c % 0 WA oo fems [Glaision Evpionatory . [iHBGR

oI Y

Figure 3: Security Warning

Click [ Enable Content

Enable Content button. (Figure 3)

The following security warning may appear. (Figure 4)

Security Warning M1

@ Do you want to make this file a Trusted Document?

This file is on a network location. Other users who have access to this
network location may be able to tamper with this file.

| What's the risk?
||

Do not ask me again for network files Yes ] l No I

Figure 4: Security Warning

Click the Yes button. You are now ready to begin using the eWorkbook.
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The eWorkbook will open to the ‘Quick Start’ guide (Figure 5). Click one of the following career
field/functional area tabs to begin browsing the eWorkbook.

w . . 3 S eartbock - Lace T M -0 %
HOME  BAEST  FAGELACUT  FORMULIS  DATA  REVIBN VI ACROIAT

b serod bar e the

s eWorkbook Quick Start
= Al g gaishe s b Roun 81 e AWGCH wekiits
1. Navigating the eWorkbook
Th AWCH sWeribeok contises of for gach A i O nd 188 naeseed | "

Whien cpsnirg See SWEH sWerkBook, thare will be & warming: "Maceos hive been Sisabled,” Click “Ensble Content” sed allow the fike 15 be a “lrusted docimnt”
i 6 COPY 10 YOUF CEMpUli S0 You CN Have your caasgis ard sccess your file i the future.

To navigte thrcugh the 1 I aned the Lo

2. Selecting Standards

Tochoase o stardird, click the “Select” bty of the seandard, . copled %0 o My Standards” tab, Uisers may selict a5 many steadinds &5 spalic
the career fields.

3. Using the My Standards
Sebected staadads ¢23 be fousd on the “My Sandaeds” tab, Wisr varwing this 135, the AW rubric will apohss i a sepaate window, The i 5 ased 19 elasily gmoficlency at toe il
Huntter diicussed in section faur.

Bkt i the "My Stassdarci” tab 14 colbuen Giied "My Tasks™, w socifi o gty 1o them.
4. Docurmnenting Assessed Proficiercy
Fird thee on the "My Standards” tab, 2 maesaca], b e 66 Tt ceerancongs with th ik baieg mipessed, ¢

Ittt 1 5. waleg the rubric 1o determiag tue swoficiency. (f at ary teme vou vould llke 1 clove the rubric. Sebect the s’ in the 105 Aight had comar of the ribeis window, The rubric &
oened again by puabing the Rubeie’ buttien locatid 31 the top of the worksseet. 1o the beft of the Task' colume headiog.)

Vers ean ol e the rubel form 1o inpet your preficiemcy level With tee rubric form coea, highBight the Des Exa, call that ecrresponds with the sk aed dlick o the nusibar b the rubrl
e, That rumiste will sctematically populate the Hghighted eall,

Thue signature fild and comment fiekd are frae form fiekds, Thay can be uned 1o capture documantation on the sisessed proficeacy,

5. fram "My

Terremaove staedands from the My Suaesdands 148, fisd the owels) 1o be deleted, and click on the "Delets” button, The vtandard wil be remove from S My Standseds 183 but remia in 1
figid.

Figure 5: Open eWorkbook

Browsing and Searching

Browsing
To browse the standards within a career field/functional area, use the scroll bar on the right and
bottom of the workbook. (Figure 6)
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Figure 6: Using the Scroll Bars
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Searching within a Career Field/Functional Area
At the top of each career field/functional area worksheet, there is keyword search functionality
as depicted in Figure 7.

Enter Keyword(s) to search this career field: | |

Figure 7: Keyword Search

This keyword search functionality only searches the content within the career field/functional
area tab/worksheet currently open. The keyword search may be performed using a single word,
multiple words, or phrases.

Single Keyword Search:

To perform a single keyword search, enter a keyword in the space provided and click the

Filter
Apply Filter button. (Figure 8)

Figure 8: Single Keyword Search

The standards that contain the keyword searched will be displayed as shown in Figure 9.
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2
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2
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Figure 9: Single Keyword Search Results
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To clear a search and see the full list of standards, delete the keyword from the search box and

Filt
click the Apply Filter button. The full list of standards for that career
field/functional area will be displayed.

Multiple Keyword Search

To perform a multiple keyword search, follow the steps outlined in the ‘Single Keyword Search’
section, and insert a comma (,) between your words. (Figure 10)

This search will display standards containing both or either of the keywords.

Enter Keyword(s) to search this career field: |C0”traa’ budget ‘ Apply Filter

Figure 10: Multiple Keyword Search

Phrase Search

To perform a phrase search, follow the steps outlined in the ‘Single Keyword Search’ section,
and enter the phrase instead of a single keyword. (Figure 11)

This search will only display standards containing the phrase entered.

Enter Keyword(s) to search this career field:

cost benefit analysis | Apply Filter

Figure 11: Phrase Search

Searching the entire eWorkbook using ‘Find & Select’

3

Find &
Select =

An inherent functionality of Microsoft Excel is ‘Find and Select’. This tool can be used
to perform a search across the entire eWorkbook, in all career field/functional areas.

Note: when using ‘Find and Select’, search results will include instances found in hidden cells
within the eWorkbook.
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Selecting My Standards

el
To select the standards which apply to the individual, click the = Select Button to the left

of the standard you wish to choose. (Figure 12)
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= Managemen|
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> | Quick Start | BUS | CON | ENG | EVM ‘ FAC | IND ‘ m | LOG | PM ‘ PQM ‘ PUR | Small Biz ‘ @ : [« ] 3

Figure 12: Selecting Standards

el
Upon clicking the = select Button, the selected standard will be copied to the “My

Standards” tab and the button will change to coped copied. (Figure 13)

Note: the application allows the user to select as many standards as they wish across all career
fields.

10
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To review and assess yourself against the standards selected, click the “My Standards” tab.
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Figure 13: Selected Standards

Upon clicking the “My Standards” tab, the “My Standards” worksheet will open (Figure 14)

The “My Standards” worksheet also contains the AWQI Rubric.

Note: the “My Standards” tab and the AWQI Rubric may appear smaller or larger on your screen
depending on your “Zoom” setting in Excel and your computer’s screen resolution settings.
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Acquisitions Workforce Qualifications Initiative Rubric
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Figure 14: My Standards Tab
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Rubric

The AWQI Rubric is a tool designed to clarify the developmental levels of performance, and to
facilitate understanding progress towards achieving those standards. The AWQI Rubric has five
achievement levels. The descriptors under each level will help the employee determine whether
there is a need for additional development prior to achieving proficiency. (Figure 15)
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response to the
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organized
response to the
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aspects of the
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developed
response to the
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logical and
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aspects of the
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logical and
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Figure 15: AWQI Rubric
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The rubric is located at the bottom left side of the “My Standards” tab when first opened and can
be moved to anywhere on the screen. (Figure 16)

.
.
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activity clearly organized| response to the
response to the | activity My Standards
“ activity

Figure 16: Rubric

Moving the Rubric Form

To move the rubric form, place your cursor on the title bar; click, hold and drag to the desired

location. (Figure 17) The rubric can be closed at any time by clicking the ‘x’ in the top right hand

corner.

Acquisitions Workforce Qualifications Initiative Rubric
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a major response to the limited way developed developed
weakness in activity * Provides a response to the response to the
organization * Lacking focus satisfactory activity, but may | activity

- B r
| * Provides little response tothe | supportall | e Consistently
or no accurate activity aspects of the demonstrates a
response to » Demonstrates a .
o task evenly logical and
the activity generally
. * Demonstrates a | clearly
organized logical and zed
response to the Tg":? an ed organize h
e clearly organize res!}(?nse to the
response to the activity
activity

Figure 17: Rubric Form Title Bar
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The rubric can be reopened anytime by selecting the ‘Rubric’ button at the top of the “My
Standards” page. (Figure 18)

o mmmmwwmnmm—n
deads a5 dfiwdin the 120, CO0. CFO, APE
] fer program daa colection.
|2 Evahiste APE changes hom me iecert POMBES cycle.
3
T Pt e+ a0 i GO 180 1L v S4ue 0o WCapAPAson 140
. -
X4 " 050 T T Lwie
. : o
.
. to . to * Add most ddi all * Add all
£ complete the address the task | aspects of the aspects of the aspects of the
. task, but * Provides a poorly]  task or addresses] task task Jps ot omissions.
demonstrates organized allaspectsina  fo provides a well- | » Provides a well- "]
R a major response to the | limited way developed developed | I
weakness in activity * Provides a to the to the ™
. organization + Lacking focus satisfactory activity, but may | activity
| = Provides little response to the el | oG a bt ity e ot e e ot o s B
bl :m;:ﬂe . ;‘:": Yo aspects of the demonstrates a
::?:ﬂﬁl :a]:y 353 | rask evenly logical and
v - * Demonstratesa | clearly
organized logical and ized
response to the At s . A
activity clearly organized| response to the -
4 response to the |  activity My Standards @ t 4 N
“ activity

Figure 18: Rubric

Deleting My Standards

To remove standards from the “My Standards” tab/worksheet, click on the “My Standards” tab.
Find the standard(s) to be deleted and click on the Delete button. (Figure 19)

The standard will be removed from the “My Standards” tab and again will become selectable
from the career field/functional area tab.

-
1
peiete ||EUS |Financisl 2: Budget -4 Dewsloprequirsments | 2-1-1 Guidance for data calls and budgst 1. Aesess whether bud it
Management: Formulation details and budget guidelines | submissions as defined in the ICO, COD, CPD, APE.
2 General fer program data collection.
2. Evaluate APE changes fiom most recent POMIBES cycle.
s
3. Review fin |-related datainunit UCR) and el d tion repeort
. |15aR)
4. In acoordance with 050 integrated program/budget guidance and the FYR. wiite
s ol
o Toremueaand [Theemneton o [T o oo [ coneo e corame s S ien CUSIOME! 1eUIEMENIS GOCUMENS 10 (QENtl} & 1E0OmMEnQes bUS eSS SPPIoac:
A ar How Bestto Satisfy | business advice on procurement request package with al
Requiremerts for the | requirements P o with
Mission Area based on analysis of procurement
requiremerts and
performance-based
[ approachesto find the best
Z. Determirs t o b h.
.
¥ documentationin order to id=ntity
ny 38ps of omissions.
.
4, Advise requiring activity on omissions and deliciencies and obtain a conrected
procurementrenuest
s
5. Establish a cortract file that reflects all the communication and documentation in support
of an accepted procurement request package,
0
P L o e L i e e N e e e s e e e e e e
integration M and I i repert identiied, and conect any discrepanciss.
planning: Ability tom the user capability needs
to develop both a statement and CONDPs per
short andlong Joint Capabilities Integration
range. innovative and Development System
‘acquizition plan ! CIDS) outpues or functional
stiategy that problem statements (for
provides industry business systems) to establish
with the frame the acquisition program -
! bl FAF
4 .| EVM | FAC | IND | IT | LOG | PM | PQM | PUR | SmallBiz | STM | T&E | My Standards ® i 4 3

Figure 19: Standard to be deleted
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Selecting Tasks

To select the tasks that are applicable to you:

1) Click in the box to the left of the task you would like to select.
2) A v check mark will be placed in the box. (Figure 20)

PM | M Capabily

v

evaluatedior cost,

H hedule, pefarmance, and rik! spporturity.

the CAPE Ao
s v

Document Aed findings in Ao Feport and pravids ta decision ik -

! 4 | EVM ‘ FAC ‘ IND | IT | LOG ‘ PM | PQM | PUR ‘ Small Biz | STM ‘ T&E | My Standards @® i (4 »

Figure 20: Selecting a Task

To deselect a task:

1) Click in the box to the left of the task you would like to deselect.
2) The v’ check mark will be removed.
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Documenting Assessed Proficiency

To record the assessed proficiency received from an assessment go to the “My Standards” tab.

1) Find the applicable standard and task.

2) Go to the column named Dem. Exp. (Demonstrated Experience) in the cell that
corresponds with the standard and task being assessed.

3) Using the rubric, place a number corresponding to the assessed proficiency in the cell
between 1 and 5.

Demonstrated Experience ratings of a 4 or 5 indicates an individual is proficient in that task and
the cell will turn green. (Figure 21) All other scores will remain white.

I

144 conractils o

araainin,
request package with all clements necessar g

avaluatedfor o,
schedule, pe and rish/ cpporturit
3 Prep in the CAPE Ao

4 Document A Findings in Aok Fisport and provids to decizion mak -

4 | EVM ‘ FAC ‘ IND | IT | LOG ‘ PM | PQM | PUR ‘ Small Biz ‘ STM ‘ T&E | My Standards ® 4 »

Figure 21: Documenting Assessed Proficiency
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Demonstrated Experience ratings can also be entered utilizing the rubric form.

Highlight the cell where the rating will be entered and click on the title box of the desired rating.
(Figure 22) The cell will automatically be populated with the selected rating.

a B o E F o | L M u o

1. Review customer requirements documents to identity d buzsiness

Pre-Awardand |t
Anard approac}

Z. Determine dacumentation suppon h

ment package against necessary documentation in order to ideritity

g activity on amizsians and defieienaies and obtan = canected

procun uest
s v
S Establish 2 I althe tion ard insupport
| 2 | o o I ae. |
¢ | Acquisitions Workforce Qualifications Initiative Rubric

usercapab a documentation have been
o, 2nd conect any discrepancies.

* Attempts to * Attempts to * Addresses most | eAddresses all ¢ Addresses all
complete the address the task | aspects of the aspects of the aspects of the
task, but s Provides a poorly| task or addresses| task task
demonstrates organized all aspectsina |e provides a well- | ® Provides a well-
a major response to the limited way developed developed
! weakness in activity * Provides a response to the | response to the alaedior
s organization e Lacking focus satisfactory activity, but may | activity A

® Provides ||tt|: re;!ac_)nse to the not support all « Consistently My Standards 4 | [»
I or no accurate Y aspects of the demonstrates a I
racnnnea tn ® Namnnectratac a

Figure 22: Document Assessed Proficiency Utilizing Rubric

If a score is placed in the Demonstrated Experience column that is not between 1 and 5, the
following error will appear: (Figure 23)

[T .

Sl

| @ Please enter a whole number between 1 and 5.

[ | I Retry I [ Cancel ] [ Help

b B — T .

Figure 23: Document Assessed Proficiency Error

Click the Retry Button to take you back to the cell to change the score.

Click the Cancel Button to take you back to the cell to continue working.
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Populating the Signature Block

The signature field is a free form field. The signature field can be used to capture the assessor’s
name and date for each task. (Figure 24)

Adding a Comment

The comment field is a free form field. The comment field can be used to capture a description
of the documentation on which the assessed proficiency was given. (Figure 24) (i.e., Program
XYZ, acquisition report; dated XX/XX/XXXX.)

D

3 Tt i ings [ |1 Revieu
How Biestto Satisfy | b dvice an
Fi he

ge with all

p
elements
of procurement

Missian frea

ed
2 approaches o find the best

st ication and i suppo
rocLement request package.

T Pequiements iogram | 1111, Frepared analysis of atematves
™. nt repart

errequiements documentation have been

Jai tior

i stia
and Development System
(JCIDS) ourputs o functionsl
probl "

pmentof a

technclogy or
weapon, and
- manulactuing
Z fesess the poter Ttions taen cualatedion
s cost, schedule, performance, andrisk | opporturi -
4 - | EVM | FAC | IND | IT | LOG | PM | PQM | PUR | Small Biz | STM | T&E My Standards ® 4 »

Figure 24: Signature and Comment Columns

You are now ready to use the AWQI eWorkbook.

Questions? Comments?

Visit the AWQI website at www.dau.mil/awqgi or send an email to awgi@dau.mil

18


http://www.dau.mil/awqi
mailto:awqi@dau.mil

	Introduction
	Purpose
	Using the eWorkbook
	eWorkbook Layout
	Accessing the AWQI eWorkbook
	Opening the eWorkbook
	Browsing and Searching
	Browsing
	Searching within a Career Field/Functional Area
	Multiple Keyword Search
	Searching the entire eWorkbook using ‘Find & Select’


	Selecting My Standards
	My Standards
	Rubric
	Moving the Rubric Form
	Deleting My Standards
	Selecting Tasks
	Documenting Assessed Proficiency
	Populating the Signature Block
	Adding a Comment



