Updating Acquisition Data Fields under Military Personnel Data System (MILPDS)
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Section 1.  Introduction:  MILPDS has opened new doors in the way we update acquisition data into a member’s file.  These instructions will assist you in determining the correct source document provided for the update, explain navigating from one area to another, and will explain where to find the “help” screens to assist you in updating the data.  Most data contained in the acquisition fields will be available for viewing but only those areas you have responsibility for will allow updating.  New terminology specific to MILPDS should be reviewed prior to starting any update procedure until you become familiar with the terms and their purpose

a.  Terms:  This is not a complete list of new terms; a complete list is under MILPDS tutorials:


Legacy.  This is the personnel data system (PDS) utilized prior to 1 Jun 2001.  Under Legacy either PTIs or din data was used to update data fields.  


MILPDS.  This is the current system being utilized to house all of the personnel information on Air Force members (regular, reserve and guard).  Oracle HR is the database we used to create the military system and modification to the Oracle HR requires a learning process to understand the terms (i.e., SSAN is called National Identifier field.)


Responsibility.  Refers to the areas you have authority to update.  It is similar to the access your USERCODE under Legacy gave you to update certain areas.


List of Values (LOV).  These are drop-down menus providing the codes and clear-text (converted from the Tables in Legacy).  LOVs are available for all data fields using codes for storing information.

b.  Point of Contact (POC):  http://www.safaq.hq.af.mil/acq_workf/career_training/apdp/poc.html  this page lists the POCs who handle APDP policy and data.  

Section 2.  Navigating through the windows:  Once you have accessed the database, the first screen will be the responsibility window.  Here you will see all actions you have responsibility (updating capability) for.  The next window is Navigator and you will see Acquisition Actions – click the open button.  Once you have identified the member, you have two options: 1st the Assignment button and next to it is the Extra Information button.  We’ll start with the Extra Information button.

Section 3.  Extra Information:  The following fields are available for updating from this area, they are: Acquisition Certifications, Acquisition Contracting Qualification, Acquisition Experience, Acquisition Job Specialty, Acquisition Record Review, Acquisition Training.  A brief explanation of the fields, how it was done in the past and how to do it in the current system will be shown for each area.

a.  Acquisition Certification.  This data was previously updated at MAJCOM or higher level. With MILPDS on-line, updating can be done at HQ, MAJCOM and MPF level.  Certifications are processed through a functional manager in one of the acquisition functional areas.  Each functional manager will write the level being awarded (level 1, 2, or 3), the functional area (contracting, etc), the certification data, and the SSAN of the member for ease of identification.  Only the certificate will be used as a source document and must have the signature of the functional manager granting the certification before it is considered authentic.  Do not update certification data without an authentic certificate.

OLD WAY (Legacy):  Under PDS only three certifications could be entered in the certification fields (PTI 41E, PTI 41G) and once a certification was entered for level 1, additional levels overwrote the entry; thus always showing the most current level. Certifications were undated at MAJCOM or HAF only. 

NEW WAY:  Under MILPDS there is unlimited space for listing certifications.  Each certification will be entered with the date as noted on the certificate.  Thus in a member’s record, level 1, 2, and 3 for the same functional area would show up with three different dates…this is a major change from the way we did business in the past.  Base level MPFs will now have access to updating certifications.

HOW TO:  There are extensive help screens provided to navigate you from one step to the next.  You should familiarize yourself with the help screens available as they step you through in easy to understand language.  Each coded area updated has a List of Values (LOV) button that will show you the code available and the clear text explaining the code.  In updating certifications, using the LOV button you will see that “C” = Contracting and you would enter the code “C” if applicable.  Entering dates has changed, all dates are shown as DD-MMM-YYYY (i.e., 19 Dec 2000).

Acquisition Contract Qualification. Contracting has data fields directly related to the position that can be updated into the member’s record.  

Contractor Qualification:  This area is currently not being used.  Information shown in this block was automatically moved into this area based on data contained in Legacy.

c. Acquisition Experience.  The following blocks are displayed in this window:  

Experience Months:  Update at MAJCOM or headquarters level.  This field shows the current number of months acquisition experience as defined by the number of months an individual occupied an acquisition coded position.  This is an automatic counter and does not require updating.

Special Acquisition Assignment:  This area identifies officers (typically Colonels and above) who are serving in special acquisition positions, specifically, General Officer acquisition positions, Program Element Officer, System Program Director or Deputy System Program Director for programs identified as Acquisition Category I or II.  It field is not currently being used.

Experience Past.  Update at MAJCOM and headquarters level.  Used to identify any acquisition experience not coded, i.e., prior enlisted acquisition experience not transferred to officer records.

Qualifying Experience Month:  This field is not currently being used.

SPO:  Update at MAJCOM and above.  Source document is an APSP SURF verified and signed by functional manager and annotated with the number months accrued.  Only months under 24 will show in this field, after 24 months, field will show “yes” as met requirements and no further updating should occur.

d. Acquisition Job Specialty.  Three fields are available for updating: 

Career Field.  This field is the career field the member is working in. 

Primary Orientation (Job Specialty 1).  This field is not used at present.  

Secondary Orientation (Job Specialty 2).  This field is not used at present.  

e.  Record Review.  This area is not currently being utilized.  Description of window will be completed once this area is utilized.

f.  Acquisition Training. This is the area containing all acquisition courses completed.  This is not OTA (Oracle Training Administrator) formerly updated by PTI 50A under AFTMS.  The process to match the course entered into the professional specialty area (utilizing OTA) and move the appropriate code into the acquisition training area is still working.  The acquisition training fields are available for updates, changes, and deletions to maintain and display all acquisition training.  The only source document is the graduation certificate showing completion of the course.  Training cannot be duplicated in this area.  If you input a course and date currently listed in this area, the transaction will reject.  You can, however, make changes to the entry, i.e., incorrect date can be changed, source and mode added, etc. 

OLD WAY:  PTI 50E/F was utilized to update/change/delete training in the acquisition training area not processed automatically as stated above.  Each PTI was processed during the end of day routine and depending on the flow into HAF, the update could be seen in the member’s record within a week.  The PTI updated only the acquisition training area, not the professional specialty area.

NEW WAY:  Utilizing the certificate of completion of training, the following fields are available in the window for updating:  Civilian Course ID, Date Completed, Training Source, and Training Mode.

Civilian Course ID.  Utilizing the LOV, identify the course from the certificate and input appropriate civilian code.

Date Completed.  Format is DD-MMM-YYYY.

Training Source.  Utilizing the LOV, identify the source where the training was accomplished.

Training Mode.  Utilizing the LOV, identify the mode (method) utilized to take the course.

Additional Information. Updates from DD Form 2518, Fulfillment of DoD Mandatory Training Requirements. This form gives personnel credit for acquisition training courses based on work experience, on education, or from alternative training courses. It must be approved at all levels (block 16a and block 22a of the form) before it can be used as a source document. 

OLD WAY:  In PTI50E, the acquisition training mode (DIN OTC) reflected equivalency (A--alternative fulfillment), and the source (DIN OTD was (98--Approved non-college or non-university offeror).  Section I of the form provided the course identification to be used for data input (DIN OTB) and was listed in Central Table 531.  DD Form 2518 was not updated through AFTMS.

NEW WAY:  Utilizing the DD Form 2518, update all applicable blocks listed in Section 3 b above.

Section 4.  Assignment.  Under the assignment block, click on the Extra Information button and the following window will appear:  Acquisition Contracting Limit, Acquisition Corps ID, Acquisition Duty Information and Acquisition waiver.

a.  Acquisition Contract Limit (Contracting Warrants).  Members in contracting fields receive warrants showing the type of warrant and the spending limits they can approve.  When a member leaves a base, this data will automatically be deleted from the record since warrants are issued only for a specific job while assigned to the base.  We have two areas necessary to update warrants 1) type and 2) limit. The only source document is the warrant issued by the Contracting office stating the type and limit of the warrant issued to the member.  

OLD WAY:  Under Legacy, these fields were din data update fields.  The member took the warrant to the MPF where the following sample was used to update these fields (Sample: UROANA123456789OTFA.OTG6. (OTF=Warrant Type, OTG=Warrant Amount)). Once updated, this data remained until a new warrant was issued and updated or the member left the base.

NEW WAY: The following fields are available for update:

Start date:  date the warrant was issued

End Date:  Leave this field blank

Warrant Type:  Check LOV to determine code

Warrant Limit:  Check LOV to determine code

Contracting Job Site:  Leave this field blank as it is not currently being used.

b.  Acquisition Corps.  General Information. The Defense Acquisition Workforce Improvement Act (DAWIA) requires that an Acquisition Corps be established in each of the military departments.  Membership in the acquisition corps is based on an individual meeting the following qualifications.  

Grade Requirements (for military). Must be in the grade of major or above (enlisted members are ineligible).

  Education Requirements - a minimum of a baccalaureate degree.

  24/12 - Twenty-four semester hours (or equivalent) of study from an accredited institution from among the following disciplines: accounting, business, finance, law, contracts, purchasing, economics, industrial management, marketing, quantitative methods, and organization and management; or at least 24 semester hours (or equivalent) from an accredited institution of higher education in the person's career field and 12 semester hours from such an institution from among the disciplines listed above.

  Experience Requirements.  Four years (48 months) of coded acquisition experience. 

Additional Air Force Requirements – Level II certified and the officer has to be occupying a critical acquisition position (CAP) to receive corps membership.  Hq USAF/CV Letter, Acquisition Position Revalidation, 18 Sep 97, disallowed coding of majors' positions as critical. Based on this memo, majors' positions requiring Level III certification will be coded as Level III, non-critical. Further, critical positions must be in the authorized grade of lieutenant colonel or above or GS-14 or above. Thus, an officer must be occupying a CAP with the authorized grade of lieutenant colonel to receive corps membership.  Majors or lieutenant colonels that meet all criteria except for occupying a CAP will be coded as “Corps Eligible” until assignment to a CAP.  
OLD WAY:  Acquisition Corps Data Elements. All data elements necessary to determine corps membership are available in PDS. These elements are automatically updated as the event occurs (i.e., promotion to major, field updates to eligible).  Only one field required updating and that was 24/12 Data. PTI 41J was available to update the education requirement for 24/12. The functional manager verifies the 24/12 data, indicates the appropriate code, and then provides the source document to personnel for updating. An action ID was added for PTI 41J to allow deletions. To delete an erroneous entry, use the action ID = "D"; otherwise the instructions remain the same. 

NEW WAY:  The following fields are shown under Corps ID:

Corps ID:  This area is updated by AFPC/DPASA or SAF/AQXD.  The LOV provides codes available to update this area.

Degree Basis:  Automatically updated when entering AF.

Experience basis:  Once member has 48 months experience, this area will automatically update.

Grade:  Once member is promoted to major, this field will automatically update.

Qualification Hours (24/12).  This area is not automatically updated.  Source document is the transcript or a member’s SURF with the functional manager’s signature and annotation of 24 or 24/12.  LOV will provide the codes.

Corps Appointment Date.  As with Corps ID, this area is updated by AFPC/DPASA or SAF/AQXD only.  The date the member attained acquisition corps membership will be displayed otherwise this field is blank.

c.  Acquisition Duty Information.  The following fields are listed under this heading:

Acquisition Experience Counter. A system to count acquisition experience has been continued in MILPDS. The counter works off the Acquisition Position Category and automatically increments at the end of the month when a member is assigned to an acquisition position. No acquisition experience is credited for non-coded positions. In the duty history, this field is generated from the position code and is introduced into the duty history through a system program.

*Historical Data. To account for previous acquisition experience, the member must indicate on, an APDP SURF, which duty entries were acquisition positions. The member must submit the APDP SURF with supporting documentation (copies of OPRs) to the MAJCOM or HQ/USAF functional manager for verification. After updating, the counter will automatically recalculate the total acquisition experience counter at the end of the month. Do not update acquisition experience unless it is verified in writing by an appropriate functional manager.

*We have no plans to update historical acquisition experience for enlisted members.  

OLD WAY:  After verification, the source document was sent to the MPF for updating via PTI 44C.  The only mandatory DIN was the DUTY-EFF-DATE. Do not attempt to change or update acquisition data in the current duty entry (first entry), as the data fields are generated from another file. To update the position category, the following actions are required: 

PTI 44C 

· HIST-DY-EFF-DATE--must equal the date that corresponds to the duty entry you are updating. 

· HIST-ACQ-POSN-CAT--enter code on source document (DIN JCY) 

	PRIVATE
Sample: URJOANA123456789PTI44CJBD901001.JCY/014.

	(Input JCY/01 on all updates; this is mandatory regardless of which duty entry you update.)


NEW WAY:  The following fields are available for update once you receive the SURF with the functional manager’s signature and coding instructions:

Start Date:  This is the date the duty entry begins and must match the duty entry you are correcting.

End Date:  

Acquisition Position Type (Level and type):  LOV is available to determine this code.

Acquisition Position Category:  LOV is available to determine this code.

d.  Waivers:  Only SAF/AQXD will update waiver data.  The following fields are available for update:

Date approved.  DD-MMM-YYYY is used for this field

Expiration Date:  Enter only if applicable.

Category:  The following categories of waivers are identified: 

Contracting Officer. This field is the only waiver field available for use with both the officer and enlisted files.

Acquisition Corps.  This field is used to update waiver data for officers who are assigned to CAPs but are not corps members. 
Tenure: This field is used to update waiver data for tenure requirements on CAPs

Program Manager/Deputy Program Manager (PM/DPM).  This field is used for PM/DPMs only.

Program Executive Officer (PEO):  This field is used for PEOs only, 

General Flag/Civilian Equivalent Critical Position.  This field is used for general officers only. 

Senior Contracting Officer.  This field is used to update waiver data for senior contracting officers.  
 Critical Acquisition Position (CAP).  This waiver pertains to officers in critical positions who do not fall into the following waiver categories:  Senior Contracting Officer and Contracting Officer.  
Exception to Qualification Requirements for CAP.  This waiver is used to identify an exception to acquisition corps membership or education, training, and experience requirements for CAPs

Appropriate codes are listed in the LOV.  

Waiver Type:  Indicates if absence of education was waived.
Status:  Indicates if acquisition education or training or experience waiver was granted – LOV is yes/no response.
Authority Level. Identifies level which granted waiver
Waiver Reason.  

Reason Authority (as listed in Public Law 101.510).

