
Acquisition, Technology and Logistics (AT&L)  
Mass Update Process for  

Continuous Learning, Pay Pool, and Demo Date 
 

As part of the AT&L Statement of Work (SOW), there are six new mass update processes for 
AT&L that were implemented in Patch 52.16 on 18 Apr 04.  This document provides instruction 
on three of the six new mass update processes.  The remaining three processes have not been 
completely tested, are not ready to use.  Users are cautioned not to use them until further 
information and instructions are released to the field  
 
The following instructions should be followed and applied to properly manage and execute the 
mass update process.  While routine AT&L business rules are embedded with the mass update 
process, the user is cautioned that it is possible to unintentionally update an employee or position 
record with sensitive acquisition program information that might not apply to that record by 
using the wrong person or wrong position data. 
 
Creating File for Upload 
The first step in mass updates is to create an upload file.  It is recommended that users build it as 
a spreadsheet and save it as a comma delimited (.csv) file.  Users can also create files in Notepad 
(txt); however, the samples provided below are for spreadsheets.  The following outlines the file 
build: 
 
The file layout for each of the six mass update processes is outlined below.  The first file layout 
is for the mass update to Position or Employee Data.  This allows the mass update of either 
employee data or position data in the same mass file update. 
 
 

Acquisition Mass Update Structure 
Continuous Learning, Pay Pool, Demo Date 

 
ACQ Continuous Learning 
 
Item 
Nr 

Data Length Data Field Left 
Prompt 

Navigation Path SIT/Flexfield 

1 11 Social Security   
2 3 Continuous Learning 

Points 
People/Enter and Maintain  
/Special Information 

ACQ Continuous 
Learning 

3 4 Continuous Learning 
Fiscal Year Cycle 

People/Enter and Maintain 
/Special Information 

ACQ Continuous 
Learning 

4  File Source POC – 
Name, Telephone 
Number, e-mail 

  

 
 
 
 



 
Pay Pool Identifier for ACQ Demo Participants 
 
Item 
Nr 

Data Length Data Value Navigation Path SIT/Flexfield 

1 2 SOID Work Structure/Position 
/Description 

Additional 
Position Info 

2 31 Psn Desc Nr + “.” + 
Seq Nr 

Work Structure/Position Position Nr and 
Sequence Nr must 
be separated with a 

period 
3 6 Pay Pool Identifier Work Structure/Position /Extra 

Position Information 
Demo Project 
Information 

Note:  Position is valid after mass update. 
 
Demo Date Information 
 
Item 
Nr 

Data Length Data Value Navigation Path SIT/Flexfield 

1 2 SOID Work Structure/Position  Additional 
Position Info 

2 11 Social Security   
3 1 Demo Location 

Code* 
People/Enter and Maintain 

/Special Information 
Demo Date 
Information 

4 11 Date Entered Demo People/Enter and Maintain 
/Special Information 

Demo Date 
Information 

Note 1:  Position remains valid after mass update. 
Note 2:  *Item Nr 3 is listed as "Demo Location Code" and in DCPDS it is listed as "Demo Type".



Enter data on a spreadsheet; save as a comma delimited file, click  

 
 

Save messages, Click . 

 
 



 
Save the file in a location that you can readily locate 

 

Click  

 
 



Optionally, after saving the file you can view it using Notepad.  Saving the spreadsheet as a 
comma delimited file and opening the file in Notepad will allow the user to see the structure. 
Any record changes can be made either through Notepad or the spreadsheet and saved for later 
file update.  User can open Notepad as follows: 
 
Right click, select ‘Open With’ 

 
Select ‘Choose Program’ 

 
 



Select ‘Notepad’. 

 
ENTERING MASS UPDATE INTO DCPDS 
 
Next you must sign into DCPDS using the CIVDOD Demo Process Administrator 
responsibility and then into Mass AT&L Update. A picture of that screen is outlined below. 

 
 



Click on the Mass AT&L Update to view the request page as shown below. 
 

 
 
Mass AT&L Name – provide a unique name for each update. 
Mass Process Type – click on the List of Value table to select one of the six AT&L mass 
processes. 
Input File Name – Click the Browse button to find the appropriate ASCII file (either a .csv or .txt 
file) that is to be loaded that matches the Mass Process Type. 
File Source POC – Type name and DSN phone number of the person providing the source file. 
Process Date – Select a current date or a date in the future in which the mass file needs to be 
processed. 



Once you have identified the Mass Process Type, selected the input file, and the process date, 
press the Load ASCII File button. This will result in the following screen display. 
 

 
 
The Status Details will indicate that the mass update has been partially processed (file format 
correct and accepted). At this point the user can view the preview screen to view the layout of 
each record in the file load. This preview process can allow the user to identify error conditions 
or any data anomalies before the file is executed.  If there is an error message in the Status 
Details, user must change the file format, change the file name, and attempt the update again. 
 



 
 
This preview screen will show each data column with the name of the data field and the unique 
data that will be updated for each record (row).  Once the user is satisfied that the data is ready to 
be updated, the Execute button can be depressed. The result is shown below. 

 
 



As this screen shows the status has been updated to reflect that the file has been submitted for 
execution. At this point the user can click on VIEW requests on menu bar and click Requests on 
the drop down list to see the results of the mass file update. This will show the Mass AT&L 
Update with a parameter number and 3 other reports (Completed, Error Listing, Warning) all 
with the same parameter number. When key acquisition information is updated on an employee, 
a Acquisition Employee Career Brief will be automatically generated. A copy of each report is 
shown below. 
 
Mass AT&L Update Screen (Note:  Not a printable file) 

 
 



Completion Report for Mass Update Capability (printable) 

 
Acquisition Data Mass Update Error List (printable) 

 
 



 
Acquisition Data Mass Update Warning List (printable) 
A warning report would be generated when an alert is produced during the processing of an 
action.  This would be the decision notices you would receive if you were working online and 
processing an action that caused an alert.  Most of the alerts we have in AT&L are associated 
with RPA processing so there might be very limited conditions in which we would encounter one 
during a mass update on AT&L.  The error report identifies all of those conditions in which a 
business rule was encountered where the transaction could not be processed. 

 



Acquisition Employee Career Brief  (printable, page 1 of 6) 
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