Section A—Position Requirement Information

This data is automatically populated with your
position title and number. Errors in position
title or number should be corrected through
your personnel office.

Section B—Acquisition Requirement Details

This section contains your current acquisition
position designation. Administrators can cor-
rect any errors in this section. This data re-
flects the requirements of the position, not
the qualifications of the employee in the posi-

tion.
Section C—Civilian Requirement Details

This data reflects civilian personnel system
requirements for the position and are not edit-

able.

Section D—Personnel Holding This Position

This field identifies the person currently hold-
ing the position.

Note: To navigate back to the Person Infor-
mation page, click on your Name.
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Section A—Person Information
Section B—Civilian Details

This data is automatically pulled from your per-
sonnel files. You will not be able to edit them.
If you see any errors, please contact your per-
sonnel office for corrective actions. Click Posi-
tion Number to see detailed information on your
position.

Note: To navigate back to the Person Infor-
mation page, click on your Name at the bot-
tom of the Position Requirements screen.

Section C—Special Programs

This block indicates your participation in a Co-
Op, Intern, or Tuition program. Select “Yes” in
appropriate boxes, if you have participated in
these programs in the current reporting year.

Section D-Contact Emails

You must enter your and your supervisor email
address in these blocks. You cannot submit
your information without them.

Section E—Support Documentation

You must upload any supporting documentation
to support a request for corrections. Docu-
ments such as course completion certificates,
degrees, resumes, and other information to
support qualifications should be scanned and
uploaded here.

Important Note: Supervisors should ensure em-
ployees requesting qualification changes have
attached scanned documents and/or creden-
tials to support changes.
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Section F — Acquisition Data

The Current Primary Career Field indicates the
Defense Acquisition Workforce Improvement Act
(DAWIA) / Acquisition Professional Development
Program (APDP) / Career Field certification
achieved based on your current position.

Secondary and tertiary career fields are for
other DAWIA/APDP certifications achieved
throughout your acquisition career.

You must upload supporting documentations to
support a request for corrections.

Section G — Acquisition Position Requirements

The data contained in this section is your cur-
rent acquisition position designation. This infor-
mation is used to determine your current qualifi-
cation status by comparing it to your certifica-
tion data in Section F. You will not be able to
edit this data. If you see any errors, please con-
tact your personnel office or your acquisition
career manager for corrective actions.

Section H — Current ACAT Program Information

This section is only applicable if you are cur-
rently involved in ACAT | or Il programs.

This section will only be visible if you are in an
organization which has ACAT | and/or ACAT II
programs.

This data element applies only to those mem-
bers encumbering a Critical Acquisition Position
(CAP), normally given within ACAT | or Il pro-
grams. All CAPs require selectees to sign an
agreement (known as a “tenure agreement”)
indicating their intent to remain in the position
for a specified period of time.

e If you are not in ACAT | or Il program, ig-
nore this section.

e If you encumber a CAP, then indicate the
start/end dates as stated in your tenure
agreement in this data element.

Section | — Contracting Officer Information

This only applies to personnel currently occupy-
ing a Contracting Officer position with a warrant.

This section will only be visible if your Occupa-
tional Series is 1102.

If you have previously held a Contracting Officer
position but currently are not a Contracting Offi-
cer with a warrant, please ignore this section.



