Step by Step:

Log into CPOL, Manager Tab and access the Self Service
Position Hierarchy Tool (SSPH) through the Org Structure or
Employee Data Portlets

Supervisors/Admins

In the instructions below, individuals with a CSU account will navigate to
the Manager tab after logging into CPOL. The Self Service Hierarchy Tool
(SSPH) resides within the Employee Data and Org Structure Portlets, and
will allow them to view and update supervisors for each employee in their
organizational hierarchy.

Accessing the Self Service Position Hierarchy Tool (SSPH)

The SSPH tool is located under the Employee Data and Org Structure
Portlets, which are accessed through the CPOL Portal. Supervisors and
Admins who have a CSU account will follow the same steps, and will have
a choice of updating numerous supervisors through the Org Structure
portlet, or view and update a single employee’s supervisor through the
Employee Data portlet.

Step Action
1 Open your web browser and navigate to
http://cpol.army.mil.
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http://cpol.army.mil/

2 Log into the Employee Portal using your CAC.
You will be prompted to enter your PIN number.
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Site Updates

Nov Updates - ACTEDS Catalog
FY12 updates for DSLDP Checklist ACFP, Chap03,
Chap04 ELDP , Chap04 SLS and related checklist

Nov 10 - Plans & Strategic Analysis Branch
Fiscal Year 2010 - Annual Evaluation

Oct 26 - Army NSPS
Updated NSPS Guidance posted

Oct Updates - ACTEDS Catalog

FY12 updates for Chap01 SDC , CP-28, CP-29 , Chap02
SSC/PME Programs dix A, Army War College , Army
War College Distant Education , and Industrial College of
the Army Forces plus DSLDP and LDS at FEI

Sep 30 - Army BRAC

BRAC 2005 completed on 15 Sep 2011

Sept Updates! - FY12 ACTEDS Catalog

FY12 updates for CP-13 , CP-17 , and CP-24 , plus CP-16 ,
CP-18 , CP-27 , CP-31 , CP-34 , CP-35 0
CP-51, CP-53 , CP-55, C

, CP-36, CP
6, CP-60 , CP-61 and CP-64

Sept 26 - ACTEDS Update
ACTEDS Career Plan Homepage has been Updated

Sept 20 - Management Employee Relations
Hiring Reform Mandatory Performance Objective
Memorandum

Sep 16 - Labor Relations
Labor Relations Bulletin #427 posted
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Choose a digital certificate
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The website you want to view requests identification.
Please choose a certificate.
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Federal Benefits Open Season is here!

Nov 14, 2011 - The Federal Benefits Open Season began
Monday, 14 Noverber 2011 and runs through midnight on
Monday, 12 December 2011, Read more

U.S. Army Europe to cut more than 1,000 n jobs

Nov 8, 2011 - The U.S, Army in Europe will cut more than
1,000 civilian jobs in the next year in what's expected to be
just the first round of reductions amid stark budgetary times

and as two wars wind down ... Read more (+ video)

OPM Releases Results of the OPM 2011 Federal Employee
Viewpoint Survey
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screen.

3 Click on the “Manager” tab at the top of the
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CPOL > HOME

3. Manager Tab

@ Library
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The CPOL PORTAL is a one-stop site that provid
information you may need as a Civilian Personnel

Welcome, terri.wren to the new CPOL
‘ Portal! You have successfully logged

ploy
Portal provides you with access to applications, information, news,

knowledge and information.

= Benefits

= Civilian Expeditionary Workforce

Welcome to the CPOL Library, your resource for

= ako

=D Account Request Information

=D Career Management

Welcome to
Links.
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Accessing the Self Service Position Hierarchy Tool (SSPH)
through the Org Structure Portlet

In order to update numerous supervisors within an organization, you must
access the tool under the Org Structure portlet. It will display all employees
within an org structure, regardless of spiral code, and allow you to choose
from a list of valid supervisors within that organization down to the UIC
level. If the valid supervisor is not available in the dropdown, you will have
an option to search for a supervisor by Name at the bottom of the page.

Step Action
1 Navigate to the Org Structure portlet within your
Manager tab:

OB cviuanpersonneL onune

HOME W(EMPLOYEE LU s eiBia gl REPORTS

CPOL > HR Specialist Info

Bl

@ Library

&) Employee Data {® InBox Statistics E]
@ Open in New Window @ Open in New Window

Conveniently view employee information from one . “ ”
L 1- CI ICk on Go tify where the action stands,

= Obtain information for yourself or for your employees

<L | I under the Org

= \liew Appraisal, Benefits, Awards, and Training
information,

khrough different Inboxes,

ninimize sxcess results,

ay Data, Org Structure, Ticket History, StrUCtu re po rtlet

= Access Pa
NPA/RPA& History and Position information,

V). @ open in New Window
Org Structure - ) )
% 9 Gol = Track the progress of all RPAs in one location.
9 Open in New Window 7. = Addnotes to an RPA and view responses entered by other users,

View all positions within an Organization. @—I = Yiew the entire contents of RPA and monitor the approval process.

= See the total number of positions an Organization has, = See the Appro nature, Status Remarks, and Current/Last Inbox

= information for an RPA,

% = Search for an Organization by its name or code,

= View the position information for a position within an Q Helpdesk E]

Organization,

= T il
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2 To open a list of all available organizations, click on Org
Code tab.

TR cviuan personeL onvane

HOME EMPLOYEE LU e ARy gl REPORTS

CPOL > HR Specialist Info

@Libmry 9 Help | Helpdesk

¢ tern

@ Edit Accol

& Org Structure

Search Browse Components @

Org Code

I@ Filters In Place /

uic

O CPAC Location: FORT SAM HOUSTON

CPAC Location

2. Click on Org

G Component List

CPAC Location Total Org W/

orgs Pos
FORT SAM HOUSTOMN 7 7 0 o7 EE 132
Totals: 7 7 0 94 38 132

Command
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the far right.

CAVILIAN PERSONNEL ONUNE

HOME EMPLOYEE LU IS gl REPORTS

CPOL > HR Specialist Info

3 To enter a particular organization, click on the Total Positions number at

@ Library 9 Help

TTonaay, NOVErNDer 28,

Helpdesk

01T

[$8

@ Edit A

&= Org Structure

Search Browse Components

e [

@ Filters In Place

CPAC Location: FORT SAM HOUSTON

1 UIC: WeD306

i Component List

Org Code

FRSEWED30638AAAAA

OFC OF THE DEPUTY CHIEF OF STAFF, G1
CIVILIAN HUMAN RESOURCES AGENCY {CHRA)
MORTH CENTRAL REGIONAL DIRECTOR'S OFC
FT SAM HOUSTON CIV PERS ADVISORY CTR
FORT SAM HOUSTON, TX 38AAAAA
FRSEWED30638BAAAA

OFC OF THE DEPUTY CHIEF OF STAFF, G1
CIVILIAN HUMAN RESOURCES AGENCY {CHRA)
MORTH CENTRAL REGIOMAL DIRECTOR'S OFC
FT SAM HOUSTOM CIV PERS ADVISORY CTR
LABOR/MANAGEMENT EMP RELATIONS BRANCH
FORT SAM HOUSTON, TX 38BAAAA
FRSEWED30638CAAAA

OFC OF THE DEPUTY CHIEF OF STAFF, G1
CIVILIAN HUMAN RESOURCES AGENCY (CHRA)
MORTH CENTRAL REGIONAL DIRECTOR'S OFC
FT SAM HOUSTON CIV PERS ADVISORY CTR
PROGRAM MANAGEMENT, TNG, INFO SYS BR
FORT SAM HOUSTON, TX 38CAAAA

Org Code

uic

CPAC Location

Total Total Org W/ Org W/O Encumb Vacant Total
Unrated Pos  Orags Pos Pos Pos Pos Pas
0 1 1 0 4 0 4
2 1 1 i} 8 2 10
o 1 1

0 13 %’Q
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4 This screen displays the position data corresponding to the selected
organization and the current supervisor attached to each position. There are
three different options for selecting a new valid supervisor:

o Choosing a supervisor from within the organization down to the UIC
level

o Choosing the Add Supervisor By Name button at the bottom right of
the screen, which will allow you to search for a valid supervisor outside the
organization

o Choosing the Add Military or External Supervisor button which
allows you to input data for military or external supervisors that need to be
built under the organization and do not currently exist in the database.

S CPOL Portal 10.32 Desktop - Windows Internet Explorer
2 P

acpal.army.mil/ako/cpalmain/ cpalmain partal?_nfpb=true & windowlabel=orgstructure_L 28 state=maximized@_pagelabel=page3 ~ G | B | 43 | x {7 Live Search » -

File Edit View Favorites Tools Help
¢ Favorites | 53 @) Free Hotmail

- »
CPOL Portal 10.32 Desktop fi v B v L = v Pagev Safety~ Toalsw @+

T& Org Structure E‘ -
-

[0 Filters In Place

CPAC Location: FORT SAM HOUSTON
UIC: weD306
Org Code: FRSEWED3I063ECAAAR

TG Hierarc hy Change Form

“our listing is limited to 1000 results
Current Prev PP-SERI- Supw BUS
Supereisor Superisor Hew Superuisor CPCH il 5 Position Title code  Employee Mame 9 UIC RPA
GRIDER, Show » Of 203207.1911325  G5-0203- HR ASSISTANT (O#) ] MACHAC, BILLY R 8882  WeD306 N
DAVID £ 08
GRIDER., Show > O 2251811911941  G5-0303- ADMINISTRATIVE SUPPORT TECH (OA] ] BROCTOR. 8888 WeD306 N
DAVID & o7 TORBY Q
GRIDER, Shaw - Of 237302.2130303 G5-0201- HUMAN RESOURGES SPECIALIST 8 PRICE, MILICENT 8888  W&D306 N
DAVID & 12 M
GRIDER, Show -+ O 355153.2034153 G5-0201- HR SPECIALIST (INFORMATION SYSTEMS) & KENT, DIANA 8888  WeD306 N
DAVID £ 11
GRIDER, Show - 087903 G5 0203 HR ASSISTANT (EMPLOVEE BENCFIT: 1 GARZA, RUDY C0306 I
DAVID A

CASE, MARIE A [ ghow

Ll
R

4a. Choosing from within Organization

GRIDER, -
DAVID A IM
GRIDER., -
DAVID A IM 1
GRIDER, - g8 THOMPSON BE8E WeD30e N
DAVID A IM JOHH W,
GRIDER,, Show - 8 HUMTER, JENELL 8888  W&D306 N
DAVID A I—/
SZ‘\I;?SPK Show - =) HILL, EUGENE 8288 WeD306 N
GRIDER, Shaw - (1912013 G5-0203- HR ASSISTANT (HRD/ QA =) BOUTELLE, LENA S8388 WeD306 N
DAVID A L Ll
GRIDER, Shaw - | 4% cHooizs M
e — 4c. Adding Mili E I
) no SUpErvisor; ]
. C in itlitary or Externa
wport aptions: ¥ Excel / G5 BLAKE ALUDREY R
CASE, MARIE A
Encumbered:13 DOE, JOHN J Q
FERMANDEZ, ALEIDA u erv‘sor
GRIDER, DAVID A
Yacant :0 JENKINS, ROSALINDA N
PETERSON, LINDSET N.
REISER, LOU ANN

SANTOS, KEELEE M
__Submit Changes [ Add ATy or External Supervisor ] £dd Supervisor By Mame )

/Z / Trusted sites | Pratected Mode: OFf G- K mu%- - :
4b. Searching outside

Organization
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5 Choosing a supervisor from within the currently selected organization -
Choose the supervisor’s name from the dropdown selection, which contains all
valid supervisors down to the UIC level, and click on the Submit Changes
button at the bottom of the screen.

You can select numerous supervisor changes before selecting the Submit

Changes button.

Note: After a supervisor selection has been made, the phrase (pending) will appear behind
the supervisor’s name until the update has been processed and the nightly Database refresh
has occurred.

,’f ‘CPOL Portal 10.32 Desktop - Windows Internet Explorer
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File Edit View Favorites Tools Help
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CPOL Portal 10,32 Desktop f - B v [ @ v Pagev Safetyv Toolsv @~ ”
[ ‘& Org Structure E‘i

@ Filters In Place

CPAC Location: FORT SAM HOUSTON
uic: wsD306
Org Code: FREEWEDI0AIECAAAR

REIZER, LOL ANMN

SANTOS, KEELEE M

@ Hierarchy Change Form
our listing is limited to 1000 results
Current Prav PR-SERI- . Supe BUS
Suparisor Superisoy MW Supemiser CPCH i = Position Titls Cede  Employes Mame O UIC REA
GRIDER., Shaw - ".li 203307.1911825 G5-0203- HR ASSISTANT [CA° g8 MACHAC, BILLY R 2828 WeD306e M
DAVID £ ’ s
GRIDER, - Df 2251811914941 GE-0303- ADMINISTRATIVE SUPPORT TECH [OA) & PROCTOR, &85 WED3DE N
CAVID A o7 TOBBY
GRIDER, Show - D 337302.2130303 G5-0201- HUMAN RESOURCES SPECIALIST ] PRICE, MILICENT £385  WeD306 N
DAVID & 1z "
GRIDER, Show + O 255153.203415% §S-0201- HR SPECIALIST (INFORMATION SYSTEMS] & KENT. DIANA 8888 WED30E N
DAVID & i1
GRIDER, Shaw -+ Of 280894.2087903 G5-0203- HR ASSISTANT (EMPLOVEE BEMEFITS/OA) & GARZA, RUDY 8888 WeD306 N
DAVID A 08
CASE, MARIE & [ Show O 386638.2142910 G5-0201- SUPERVISORY HUMAN RESOURCES z GRIDER, DAVID & 5885  WeD3I0E N |
M 13 SPECIALIST 3
GRIDER, Show - D@ 269330.2178152 §5-0299- STUDENT TRAINEE (HUMAN RESOURCES & LOWERY, LIONEL 2888  W&D3I06 X E
e -
GRIDER,, Show WEDE06 N
R ch li . f
cRiER,  [Show d. 0o0se a valld supervisor rrom | o «
CAVID A
GRIDER, Show WED30E N
DAVID &
the dropdown weosos
DAVID &
GRIDER, Show . Di CHD BISTANT (HRDJ OA & BOUTELLE, LENA 8888 WED3DE N
CAVID A M
GRIDER, Show - 125.1911929 G5-0201- HR SPECIALIST (INFORMATION SYSTEMS) & WREN, TERRI BE8E  WED3IDE N
DAVID &
Export options: X sxcel / ooy 19 SPErisar) . .
CASE, NARIE a. Click the Submit anges
Encumbered:13 DOE, JoHN J
FERMANDEZ, ALEIDA
GRIDER, DAWID A . .
Yacant :0 JENKINS, ROSALINDA N b tt h f h d
RS A urtton wnen rinisne

Add Military or External Supervisor ] [ Add Supervisor By Name ]
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Hint: Clicking on a column heading once will filter the data in ascending order, and clicking
the heading twice will filter the data in descending order.
Hint: Once you have completed your supervisor changes, you can click on the middle tab at the
top of the screen labeled Browse Components, which will take you back to your original org

search and allow you to navigate to a new Org Component.
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6 Choosing a supervisor that is outside of the currently selected
organization - choose the Add Supervisor by Name button at the bottom
right of the screen, which will take you to a Name search option. This path is
used to search for a supervisor that is in a different org component, or is a
military or external supervisor that has already been built into the database.
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Org Code: FRSEWED3063BCAAAA
T Hierarchy Change Form
“four listing is limited to 1000 results
i t P PP-SERI- & BUS
S'u‘;':xlsm SLED'EMSW Mew Supervisor CPCH i Position Title C‘;‘;‘; Employes Name o5 UIC RPA
GRIDER, Shaw - P 303307.1911825 G5-0203- HR ASSISTANT (OA =) MACHAC, BILLY R S888 WeD306 N
DAVID A 08
GRIDER, v P $29181,1911941  G5-0303- ADMINISTRATIVE SUPPQRT TECH [QA) g8 PROCTOR, BEEE WeD30e N
DAVID A o7 TOEBBY O
GRIDER, - B 237302.2130203 E5-0201- HUMAN RESCURCES SPECIALIST 8 PRICE, MILICENT 2888 WeD306 N
DAVID A 1z M
GRIDER, v B 255153.2034159  G5-0201- HR SPECIALIST (INFORMATION SYSTEMS] & KEMT, DIANA 8288 WeD306 N
DAVID A 11
GRIDER, - P 260894.2087903 G5-0203- HR ASSISTANT (EMPLOYEE BENEFITS/OAY & GARZA, RUDY 8288 WeD306 N
DAVID A o
CASE, MARIE A - B 366638.2142910 E5-0201- SUPERVISCORY HUMAM RESCURCES 2 GRIDER, DAVID A 82888 WeD306 N -
13 SPECIALIST L
GRIDER, -~ B B69330,2178152 G5-0299- STUDENT TRAIMEE (HUMAN RESOURCES =] LOWER™Y, LIONEL 88388 WeD306 Y =
DAVID A MGMT/OA Q
GRIDER, v P 370523.2160705 G5-0201- HUMAN RESOURCES SPECIALIST =) ERYMAN, LAURIE S888 WeD306 N
DAVID A INFORMATION SYSTEMS 1
GRIDER, - P CHOO062.13113:! G5-0201- HR SPECIALIST (HR DEVELOPMENT] 8 THOMPSOM, s888 WeD306e M
DAVID A JOHH W,
GRIDER, - B CHOO078.1311347 G5-0201- HR SPECIALIST (CLASSIFICATION] ] HUNTER, JEMELL 28388 WeD306 N
DAVID A 12
GRIDER, - P CHOOD7£,2401703 G5-0201- HR SPECIALIST (CLASSIFICATION) =) HILL, EUGENE 8288 WeD306 N
DAVID A iz
GRIDER, v P CHO0109.1912013 GS-0203- HR ASSISTANT (HRDSOA) ) BOUTELLE LENA S538 WeD30e N
DAVID A
GRIDER, Shaw .| Of CHO0125.1211379 G5-0201- HR SPECIALIST (INFORMATION SYSTE . .
6. Click on Add Supervisor B
{no supervisar) °
Export aptions: X Excel / C3 BLAKE, AUDREY R
CASE, MARIE A
Encumbered:13 DOE, JGHN 1 N m
FERNANDEZ, ALEIDA
GRIDER, DAVID A
vacant :0 JENKINS, ROSALINDA N
PETERSON, LINDSET N.
REISER, LOU ANN
SANTOS, KEELEE M - -
|__Submit Changes [ Add Military or External Supervisor ) ( Add Supervisor By Mame |
/" Trusted sites | Protected Made: Off fa v BB -
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6 After clicking on the Add Supervisor by Name button, a name search screen
will appear. Enter the name of the supervisor you would like to search for
starting with the last name, the % sign, and the first name. If you are having
trouble finding the supervisor, it could be due to a couple different reasons:

The name that you are searching for is not a valid supervisor. Only
positions with supervisory code of 2 or 4 are included in the drop down list.

The name entered does not match the name structure that has been built
in the database. Try narrowing your search down to last name only or partial
sections of the name separated by the % sign. (ex. DOE%JOH%) Don’t forget
that military positions have the rank in between the last and first names, so
searching by last name and first name only will not include them in the results.

The supervisor that you are searching for is a military or external position
that has not been built yet. If you need to proceed with having them built into
the database, please see below in 3c for instructions.

¥ CPOL Portal 10:32 Desktop - Windows Internet Explorer

htps
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the supervisor outside

the organization

N 6b. Click on name and select

o
o entral CFB FORT SAM HOUSTON
ORT 5AM HOUSTON button

rfo
Supervisor to Hew Supervisor Drapdowns

WARNING!!! Pay close attention to the
organization that the supervisor belongs to

— otherwise the incorrect supervisor may
be attached!
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Once the correct name has been found in the listing, highlight the name and click
on the Add Supervisor to New Supervisor Dropdowns button.
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Once the supervisor has been found in the name search area, you will return to
the original page, where you will be able to find the newly added name at the
bottom of the dropdown for selecting a new supervisor. This name will be
populated in all dropdowns for this page, but will disappear once you have
navigated to another section of the Portal.

% CPOL Portal 10.32 Desktop - Windows Internet Explorer

I
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o
CPOL Portal 10.32 Desktop i~ B ~ ) d= v Pagev Safety~ Toolsv @~
1@ Filters In Place
CPAC Location: FORT SAM HOUSTON
UIC: W5D306
Org Code: FREEWED3I063ECAAAR
TG Hierarchy Change Form
“four listing is limited to 1000 results
Current r . PP-SERI- . Supe BUS
Superuisor Superisoy MW Supemiser CPCH i Pasition Titls code  Employes Mame 8 uIC REA
GRIDER., Show - 203307.1911825 G5-0203- HR ASSISTANT [CA° g8 MACHAC, BILLY R 2828 WeD306e M
CAVID A 08
GRIDER, Show - 3251611941941 G5-0303- ADMINISTRATIVE SURPORT TECH (0A) & PROCTOR, 8888 WED3DE N
CAVID A TOBBY
GRIDER, Show - 337302.2130303  G$-0201- HUMAN RESOURCES SPECIALIST ] PRICE, MILICENT 2888  WED306 N
DAVID A 12 i)
GRIDER., Show - 255153.2034159 GS5-0201- HR SPECIALIST (INFORMATION SYSTEMS] & KEMT, DIAMA sg888 WeD30e M
DAVID & 11
GRIDER, Show - 3608942087903 G5-D203- HR ASSISTANT (EMPLOYEE BENEFITS/OA) & GARZA, RUDY  &383  WED3DE N
CAVID A 08
CASE, MARIE & [ Show - 3666382142910 G5-0201- SUPERVISORY HUMAN RESOURCES z GRIDER, DAVID & 5885  WeD3I0E N :
13 SPECIALIST b
GRIDER., Shaw - 2692302178152 GS-0299- STUDENT TRAIMEE (HUMAN RESOURCES g8 LOWERY, LIOMEL 2828 WeD30e T
DAVID & 05 MGMTS OAY )
GRIDER, Show - 3705882460705  GE-0201- HUMAN RESOURCES SPECTALIST & FRYMAM, LAURTE 8882  WED3DE N
CAVID A os INFORMATION SYSTEMS a
SRIDER, == nnes 1a11e 0204 R SDEctaIteT (R DEVEl oMENTY TrmEson s888  WeD30E N 3
DAVID & .
GRIDER, Show ° [FER. JENELL 2833  WED30& N
DAYID 6c¢. Click on new y adae
L]
GRIDER, Shaw EUGENE 2888 WED306 N
DAVID A (esiow]
GRIDER, Show . TELLE, LENs 5883  WeD30E N
paio & supervisor name
GRIDER, Show N, TERRI BE8E  WED3IDE N
DAVID A [shew ]
{no supervis:

Export options: ¥ Excel / C3 BUAKE, ALDREY R

CASE, MARIE A

DOE, JOHM 1
FERNANDEZ, ALEIDA
GRIDER, DAVID A
JENKINS, ROSALINDA N
PETERZOM, LINDSEY N,
REISER, LOU ANMN

Encumbered:13

¥acant :0

6d. Click Submit Changes

SANTOS, KEELEE M

|__Submit Changes Hz-mj Military or External Supervisor ] (

Add Supervisor By Mame ]

/" Trusted sites | Protected Made: Off
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Once you have selected the newly added external supervisor, click on the Submit
Changes button at the bottom of the screen. You will then see the new supervisor’s
name with the phrase (Pending) behind it under the current supervisor column.
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7 Choosing to add a Military or External supervisor that is not currently in
the database - Choose the Add Military or External Supervisor button in
the bottom center of the screen, which will pop up an additional window to
input the new individual’s information.

Note: It is recommended that you search for the individual through the Add Supervisor By
Name option mentioned above in 5b before you fill out the form to request an addition.

{_; CPOL Portal 10.32 Desktop - Windows Internet Explorer
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o Filters In Place
CPAC Location: FORT SAM HOUSTON
uic: wsD306
Org Code: FREEWEDI0AIECAAAR

@ Hierarchy Change Form

our listing is limited to 1000 results

Current Prev . PR-SERI- . Supw BUS
Superisor Superdicar MW Supamiser CPCH Wl 55 Position Titls torle  Employes Mame 9 UIC REA
GRIDER, Show - D@ 203307.1911825 §S-0203- HR ASSISTANT (0A) E MACHAC, BILLY R 8888  WED306 N
DAVID A 08
GRIDER, Shaw - 3251811911941 GE-0303- ADMINISTRATIVE SUPPORT TECH (0A) & PROCTOR, 8888 WEDSDE N
DAVID A 07 ToBEY O
GRIDER, Show v D 337302.2130303 G5-0201- HUMAN RESOURCES SPECIALIST ] PRICE, MILICENT £385  WED3I06 N
CAVID £ 1z ™
GRIDER, Show - Of 355153.203415% G5-0201- HR SPECIALIST (INFORMATION SYSTEMS) & KENT, DIAWA 5888 WED3DE N
DAVID & i1
GRIDER, Shaw - 3608942087908  GS-0203- HR ASSISTANT (EMPLOYEE BENEFITS/0A) & GARZA, RUDY 8888 WED30E N
DAVID & 08
CASE, MARIE & [ghow - 3666382142910 G5-0201- SUPERVISORY HUMAM RESOURCES z GRIDER, DAVID A 8385  WED3DE N |
13 SPECIALIST 3
GRIDER, Show - D 389330.2178152 G5-0299- STUDENT TRAINEE (HUMAN RESOURCES & LOWERY, LIONEL £888  WeD3I0& ¥
DAVID A 05 MGMTS OAY Q
GRIDER, - 370589.2160705 GS-0201- HUMAN RESOURCES SPECIALIST £l ERYMAMN, LAURIE 888  W&D30&6 N
DAVID & 03 IHFORMATION SYSTEMS 1
GRIDER, Zhaw - CHODDE2,1911982 G5-0201- HR SPECIALIST (HR DEVELOPMENT) ] THOMPSON 8888 WED30E N E
CAVID £ 11 JOHM W,
GRIDER, Shom - 0& cHoon7mgo1joe S0201- HE SPECIALIGT [ClASSIFICATION] HUNTER, JENELL 5885  WeD30E N
S
GRIDER, Show - ° oge 8888 WED30E N
7. Click on Add Military or
.
GRIDER, Shaw - Fus =888 WeED30E N
DAVID & leshos)
GRIDER, Show . BE8E  WED3IDE N
et "| External Superwsor
Export options: ¥ Excel / CSY

Encumbered:13

Yacant :0

Submit Changes | [ add Military or External Supervisar ) [ Add Supervisor By Name

J/ Trusted sites | Protected Mode: Off v EH 0% <
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7 The form to request the addition of the military or external supervisor has nine
fields, seven of which are required to be filled out properly to ensure proper
access into the My Workplace system. Incorrect data entered into these fields
will affect the capability of this individual to enter the My Workplace
system. The following fields are included in this form:

First Name — Individual’s first name

Last Name — Individual’s last name

MI — Individual’s middle initial (not required)

Rank — Current rank if requested individual is military

Gender —Individual’s gender

DOB — Individual’s Date of Birth

SSN — Individual’s social security number (IMPORTANT —THIS
FIELD MUST BE A MATCH TO WHAT IS IN AKO - CHECK FOR
ACCURACY BEFORE SUBMITTING REQUEST)

Org Component — This will consist of a dropdown of all available org
component codes within the UIC of the original organization selected. If the
individual is a supervisor for more than one org component, only one needs to
be selected. Supervisors many times cross numerous org component codes, but
the position can only be built under one. This will not affect the capability of
the individual to access the My Workplace tool or their employee’s records.

Email — Individual’s email address (preferably the AKO email address)

& Request to Add Military/External Rater - Windows Internet Explorer |E|_|ﬂ_hj
i | https://acpaol.army.mil/aka/app - ﬂ ‘ el | "f| A | |:T Live Search £ |

o Form to Request Addition of Military fExternal Supervisor

*First Mame: | *Last Mame:
MI:
Fank.: - *Eender:  male -
*DOBIMM/DDM™ ™) 01 » 01 = 1097 = #SEM;

*Org Componentt  FRSEwWEDIDEISCAALA v

*Ernail:

[ submit Request | [ cancel |

@ All * Fields are Required.
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Once all of the required information has been entered, click the Submit Request
button. If the individual exists in the database you will receive a message asking
you to search under the Add Supervisor By Name function. If the request to build
the individual has been recently submitted, you will receive a message stating that
the process has not been completed yet.

It will take at least 24 hours for the record to be built into the database. At that time
you will be able to find them in the Add Supervisor By Name option mentioned
in 5b.

Accessing the Self Service Position Hierarchy Tool (SSPH)
through the Employee Data Portlet

e In order to locate the supervisor for a specific employee or to view the
employees that a supervisor currently supervises, you must access
the tool under the Employee Data portlet.

Step Action
1 Navigate to the Employee portlet within your Manager
tab

. N
A 6 A
m CIVILLAN PE RSOMNNE L OMNCLINE
HOME \IrrEMPLOYEE W HR SPECIALIST REPORTS

CPOL > HR Specialist Info

@ Lizrary

& Employee Data § {® InBox Statistics ﬁ
[~

—

@ Cpen in Mew Windg .
ceeninen M 9 . Click on “Go”

Conveniently view employee information from one

W@ Open in New Window

location. - dantife o X ) J
identity where the action stands.
= Obtain information for yourself or for your employees under the Employee
éa = with just ane click, Evels through different Inbones,
= View &ppraisal, Benefits, Awards, and Training po rtlet to minimize eucess results,
information,

= Access Pay Data, Org Structure, Ticket History, 7 FFA Tracker lf‘
MP&/RPA& History and Position infarmation,

@ Open in New Window

Org Structure
% L E‘ Track the progress of all RPAs in one location.

@ Open in Mew Window = Add notes to an RPA and view responses enterad by other users,
View all pasitions within an Organization, = iew the entire contents of RP& and monitor the approwval process,
= Szethe Approver Signature, Status Remarks, and CurrentfLast Inbox

= See the total number of positions an Crganization has,
information for an RP&,

% = Search for an Grganization by its name or code,

= View the position information for 2 position within an (;) Helpdesk ﬁ
Cirganization,

sl H A H|
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2 Select the employee. Highlight the appropriate name and click on the small
green globe next to the Employee Info link.

/2 CPOL Portal 1032 Desktop - Windows Internet Explorer

htps://acpal.amy.mil/ako/ cpelmain/cpolmain portal?_nfpb=true&_windowlabel=EmployeeData_L_L&_ulType=action®l_pageLabel=page? = 5 | [ | 42 | X ) &Y Live Search P~

File Edit View Favorites Tools Help

< Favarites | 55 @ Free Hotmail
€POL Portal 1032 Desktop f3 v B v = dh v Pagev Safetyv Toalsv @~

Monday, Movember 28, 2011 m
Cf,o 0 —
Lusiir ] :J‘U.\V.FEFSMLW.A;C

HOME EMPLOYEE HR SPECIALIST (W15 5]

CPOL > HR Specialist Info

€ terri.wren

Library 9 Help | Helpdesk @ Edit Account Info

G Employee Data HE

< Please Select an Employee

e - &3] 2a. Select employee to update  |su-

ou would

€ Apphcation List. To wiew the application in a new window click the globe to the night of the
Terri Ann application name. This will allow you te wiew multiple applications at one time, or allow you to wiew the application
in a larger window.

9
)

n

ATTENTION: The information contamns Personal Information protected by the Privacy Act (5 USC 552a)
Safeguard n accordance with Federal Register, 32 CFR Part 505, The Army Privacy Program, Final Ruling, 10
August 2006 az codified by AR 340-21 paragraphs 4-4c (personal information must be afforded at least the
protection recuired for information designated "For Official Use Only." (See AR 340-17, chap TV) to be protected
in the same manner as For Official Use Only)

Wren Terri Ann

North Central CPOC

North Central CFD ¥

North Central CFB FORT SAM HOUSTON
FORT SAM HOUSTON

G5-0201-11/02

e @ 2b. Click on the Green globe to

@NPA/ RPA History @
@ Helpdesk History W&
@opF Tracker Info @
Q Org Structure @

launch the Employee Info window N

Dane /' Tiusted sites | Protected Mode: Off fa v ®L0B: v
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3 Once the Employee Info screen appears, you will see the Current
Supervisor field appear next to the Position Title. To change the supervisor
for this individual, click on the SSPH tab near the bottom of the tabbed
listing.

/= CPOL Portal 10.32 Desktop - Windows Internet Explorer (=)

e ®

https://acpal.army.mil/ako/ cpolmain/cpalmain portal? nfph=true& windowl abel=EmployeeData_L 18 urlType=action®_pagelabel=page? = 1 | i3 | 45 | X )£ Live Search o ~

File Edit View Favorites Tools Help

<z Favarites | 55 @] Free Hotmail

CPOL Portal 10.32 Desktop i v B v = d=® v Pagev Safety~ Toalsv @~ >
RO [ EME O e G R REPORTS | N
GPOL > HR Specialist Info € terriwren

@ Liorary 9 Help Helpdesk @ Edit Account Info
4 Employee Data E3[a

Please Select an Employee -
& ploy Employse Info =

BY name -
1+ Search Employeas <« Name: WREN, TERRL, ANN PS-Occ Code-PB:  GS-0201-11/02

General

Title: HR_SPECIALIST (INFORMATION Current Supervisor: CTDER, DAUID A Appraizal
- SYSTEMS) Benefits =
g::::l:clnq Infa Assurance
Servicing L@ & Overseas
CcPOC: Salary
sCh

TGeneral Data Training
Retained

Security
Edlucation

n

Wren Terri Ann

North Central CPOC

North Central CFD ¥

North Central CFB FORT SAM HOUSTON
FORT SAM HOUSTON

G5-0201-11/02

Employes Info &

S 3. Click the SSPH tab

ENPA/ RPA History @
@ Helpdesk History @

(o to navigate to the

Brorooe Change Supervisor

@8 sFs0 1nformation @

Dane /" Trusted sites | Protected Made: Off fa v H100% -
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4a Employee is not a supervisor: If the Employee that you have searched on is
a non-supervisory employee, you will be taken directly to the Hierarchy
Change Form for the employee’s organization. This page has the same
functionality as searching through the Org Structure portlet and will allow
you to either select new supervisors from the dropdown, add a supervisor
from another organization to the dropdown to be selected, or request to have
new Military or External users built in the database.

Detailed instructions for these three steps are described above.

& Organizational Structure - Windows Internet Explorer =HECEL X
T PECLALLIS T N
GRIDER, = — 355153.2034159  GS-  HR SPECIALIST g KENT, 2828 WED:
CoAWID A v 0z01- [IMFORMATION D LAMA
11 SYSTEMS]
SRIDER, = — - JE0894,2087902  G5- HR ASSISTANT g GARFA 2828 WED:
DA ID A 0z03- [EMPLOYEE ELDY
i BEMEFITS{ A
CASE, Show & 266638.2142910 G5- SUPERWISORY 2 SRIDER 8888 WD
MARIE A v 0z01- HUMAN CAVID A
13 RESOURCES
SPECIALIST
GRIDER., Show - 369330,217¥8152 G5- STUDENWT TRAIMEE & Lo ERY 28838 WeD:I
CoAWID A 0239- [HUMAN LISHEL O
[1}=] RESOURCES
MG T 0]
GRICER., Show 370589, 2160705  G5- HLIPAN g ER A 8888 WEDE
LA A v 0201- RESOURCES LAURIE 1
a3 SPECIALTIST
INFORMATION
SWSTEMS
GRICER., Show - CHOOO&2.19131 382 §5- HE SPECIALIST g THOMPSOM, 28588 WaDE
LA A 0z01- [HR JOHM i,
i1 CEWELOPMMEMT
GRIDER., - CHOOOY2. 1911967 G5- HFE SPECIALIST =3 HUMTEF. 2282 WEDZT
DaVID A 0201- [CLASSIFICATION] JEMELL
iz
ERIDER., Show - P CHOOOYS, 2101702 G5- HE SPECIALIST 2 HILL 2282 WeDI
DavID A 0201- [CLASSIFICATION] ELISEME
iz
GRIDER., Show - CHOQ109,1912013 G5- HE ASSISTAMT = BOUTELLE 28838 WeDI
CoAWID A 0203- [HRDS O LEMA 1 L
o7 =
SRIDER, = — - CHO0125.1911929 G5-  HR SPECIALIST 5 WMIREM Ae2E WED
CoAWID A 0z01- [IMFORMATION TERRT MMM
11 SYSTEMS]
Export options: 3] Excel / Sy
Encumbered:13
¥acant :0
[ Submit Changes ] [ Add Military or External Supervisor J I add Supervisor By Mame J il
4 m 3
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4b

Employee is a Supervisor: If the searched Employee is a valid supervisor
with employees currently attached in the hierarchy, you will first be taken to
the Rated Employee Listing page containing a list of all subordinate
employees.

Two main functions that can be completed on this page are changing the
supervisor for one of the subordinate employees or adding additional
employees to the employee’s hierarchy.

1.) Changing the Rater for one of the subordinate employees: To navigate
to the Hierarchy Change form for a specific subordinate employee, click on
the Org Component link in the second column, this will take you to the
Hierarchy Change Form for that Org Component.

iz o W | (]
é Organizational Structure - Windows Internet Explclrer cogillhmuar iU -l-.h -
PP- -~
Current Frew Ermployee's _ - " Supw Ernployee BEUS
Supervisor Supervisor OrgCormponent ElEl 1 gERRI Presliion Tl Code Mame Code e R
ERIDER., Show FREEWEDINE 2B CAMNA (O 2023307,1911225 GE5- HE ASSISTANT 2 MACHAT ez WweDz0e N
DavID A 0203- [oA) EILLY R
g
GRIDER., FRESEWSDINGIECAMAA (O 2251%51.19131941 G§5- ADMIMISTRATIVE £ PROCTOR soes weD30e N
CoAWID A 0303- SUPPORT TECH TOBRBY O
o7 Lo 1)
SRIDER, = — FRSEWED30638CAARS (& 337302,2130303 G5%-  HUMAN 2 FRICE 2828 WeD306 N
CoAWID A 0z01- RESCURCES MILICEMT M
12 SPECIALIST
GRIDER, = — FRSEWED30638CAAAY (O 355153.2034159 GS-  HR SPECIALIST 2 KEMT 2828 WED306 N
CoAWID A 0201- [IMFORMATION CrIAMA
11 STSTEMS]
SRIDER, = — FRESEWED30638CAMA (O 260894, 2087903 G5- HR ASSISTANT 2 GARTA 2828 WED306 N
CoAawID A 0z0z- [EMPLOYEE E.LLC
0 BEMEFITS/ 0]
SRICER, Show FREEWEDINE28CAMMN (O 269330, 2178152  G§5- STUDEMT TRAIMEE & LOw ERY 2888 WeD30e Y
CoAVID A 0z299- [HUMAN LICHEL O
o5 RESOURCES
PGPS oty
SRIDER, = — FRSEWED30638CAARS & 370589.2160705 G5%-  HUMAN 2 FRMAN 2828 WeD306 N
CoAWID A 0z01- RESCURCES LALIRIE 1
o9 SPECIALIST
INFORMATICN
SYSTEMS
SRIDER, = — FRSEweD30632CcAaa OF CHOODES.1911987 G5-  HR SPECIALIST 2 THOMPSON, 5838 WED306 N |-
CoAWID A ’ 0z01- [HE JOHM W, J
o
GRIDER, FREEWED3I0E32CAsY g WEDI0E M
Show 1. Click on the Org Component
DA ID A
o .
SRIDER, FREEWED30632CAAY ||nk to change the super\"sor for ad (g weDpzoe
CoAVID A
o
SRICER. [ Shom FRSEWED30638 CAMN SUbordInate employee & weD208 N
CoAavID A
GRICER., FREEWEDINESE CANAA—S 00125.19131929 &G5- HFE SPECIALIST a8 W REM 388 WeD30e N
LA A 0201- [INFORMATION TERRI ANN
i1 SWSTEMS
[ Add External Employees I
4 i b
L
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4b 2.) Adding Additional Subordinate Employee to the Supervisor’s
hierarchy: To add someone to the Employee’s hierarchy, click on the Add
External Employees button.

& Organizational Structure - Windows Internet Explorer = | (50
Current Freu Ermplopes's L= Supu Ernployes BEUS i
: . CPCH it SERI- Position Title uIc RP£
Supervizor Supervizor OrgComponent GR Code Mame Code
GRIDER, Show FREEWADINE3ECAANY (Of 303307.1911825 &5-  HR ASSISTANT ] MACHAT 2535 WED30E N
LA A 0203- (O8] EILLY R
o
SRIDER, FREEWEDSDEISCAANY O 225181.1911941  &5-  ADMINISTRATIVE 8 PROCTOR, S535 WeD306 N
DaVID A 0303- SUPPORT TECH TOBEY
a7 (oA
GRIDER, Show FREEWEDI0EIRCAANY (O 237202, 2120308  GE- HUMAN o PRICE 2288 WeD306 N
DavID A 0201- RESOURCES MILICENT M
1z SPECIALIST
GRIDER, FREEWED3063SCAANY O 355153, 2034159 &5-  HR SPECIALIST g KENT 5585 WeD306 N
DaVID A 0201- [INFORMATION DIans
11 SYSTEMS]
GRIDER, FREEWED30638CAAN (O 360894, 2087903 &5-  HR ASSISTANT S GARZA, 2888 WeD306 N
DavID A 0203- [EMPLOWEE EUCY
0 BEMEFITS/ O]
H - .
GRIDER, = — FRSEWEDIN6IECAAMA (If 369330.2178152 G5-  STUDENT TRAINEE 8 L ERLY 2828 WED306 ¥
DavID A 0229- [HUMAN LIOHEL O
as RESOURCES
MEMT S
GRIDER, ERESEWED3063BCAMA (O 270529, 2160705  G5- HUMAN o ERvMAN 2288 WeD306 N
CaWID A - 0201 BECOIIRCE LolIBTE J
o
2. Click on the Add External
GRIDER, FREEWED PSON, 2228 WED208 N |
BAVID A Employees button to add A
GRIDER, Show FRSEWSD . ER, 5585 WeD306 N
S subordinate employees to the :
SRIDER, = — FRSEWED . 2828 WeD306 N
e 1 hierarchy e
GRIDER, e — FREEWED3I0EISCAALS /2013 §5-  HR ASSISTANT 2 EOUTELLE, 2828 WED306 N
I DavID A 0203 [HRD oA LEfA M
a7
SRIDER, = — FREEWED3I0E32CAAMS 11929 G5-  HR SPECIALIST 2 W REN 2828 WED306 N
DaID A 0201- [INFORMATION TERRI AMM
11 STSTEMS]
[ &dd External Employees ]
i
£l LU 3
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Search for and navigate to the appropriate organization the additional employee is
in.

E Crganizational Structure - Windows Internet Explorer = = il m m"-m Wil ERIg E@g

J Search ‘ @ it
Org Cods + FREEWEDI063IECAAAA

Begin by entering a search string in the form above.
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Click on the employees that you wish to reassign to new Hierarchy. This will take

you to their Change Hierarchy Form.

.
@ Crganizational Structure - Windows Internet Explorer = | B
T Trmnmers 1 rracoe
o~
Org Code: FRSEWEDI0AIGCAALR
o Change Hierarchy Form
our listing is limited to 1000 results
lick h i
3. Click on the Reassign button
| - . Reassign? 1c FLP
Supervisor Supervisor
o o
SRIDER,  (Shom to navigate to their Change esoe
.
GRIDER, Show H hy p g D306 M o
ERBER = ierarc age =
GRIDER, Shaw 33TI02.2130302  GS-  HUMAM g PRICE 888 WeD3I06 N
DA I0 A |:| 0z01- RESOURCES MILICEMT M
1z SPECIALIST
SRIDER, Shaw Qg 355153.2034159 GS-  HR SPECIALIST g KENT, 888 WeD30s N
LAy I A I:‘ 0201- [ITHFORMATION Do LA M~
11 STSTEMS]
GRICER., Show o) 260894, 2087903 G5- HE ASSISTAMT a2 EAR A 2888 walbz06 M
LA I A I:‘ 0z032- [EMPLOYEE ELUDY
S BEMEFITS Al
CASE, Show o) 66638, 2142910  G5- SUPERWISORY b SRIDER 88588 waD306 M
MARIE A I:‘ 0z201- HUMAN CAVID A
1z BESOLURCES
SPECIALIST
SRIDER, Show T8 369330.2178152  GS-  STUDENT TRAINEE 2 LOWERY, 2888 WeD306 ¥
LA I0 A I:‘ ’ 0z239- [HUMAN LISMEL O
as RESOURCES
MGMTS Cf
GRIDER., Show ) 270529, 2160705 G5- HURMAN =3 ER AN 2288 webz0e M
DavID A (] 0201- RESOURCES LAURIE 1
a3 SPECTALIST
[INFORMATION
SYSTEMS
ERIDER., Show & CHOOOER, 1911985 G5- HE _SPECIALIST 2 THOMPSOM, 2222 WeDz0se M
DavID A B 0z01- [HR JOHN W
i1 CEVELOPMEMT 5
L

Problems?

If you have a Military or External user that has changed organizations or
has retired, please contact your CPAC Information Systems Division with
detailed information and they will be able to assist you.

If you have problems with your access in the Portal (supervisors showing

wrong employees, etc.), contact your CPAC Information Systems Division:

FSH CPAC fsh.cpac.dcpds.helpdesk@conus.army.mil 221-0862
221-0963
221-0388

20

SSPH_Tool_Step_Guide



mailto:fsh.cpac.dcpds.helpdesk@conus.army.mil

