
AcqDemo-to-AcqDemo 

This Job Aid offers losing pay pools instructions on providing payout funds to 
departing employees moving “AcqDemo-to-AcqDemo,” between 1 Oct and 
the effective date of the payout . 
 
For guidance on processing awards for retiring/separating employees, contact 
your Human Resources Servicing Center. 

AcqDemo Job Aid 12-01 
27 Nov 12 

NOTE:  For the 1 February 2013 Payout to be available to the departing 
employee on time, the updating of the CCPO Code must occur before           
4 January 2013, in preparation of DoD’s uploading of the appraisal file.  
However, the employee’s file must remain with the losing organization in 
CAS2Net, until the payout occurs.  After the payout, the employee’s file is to 
be placed in transfer for access by the gaining organization. 



 1.  The losing organization’s Pay Pool Administrator begins this process by 
entering CAS2Net and selecting “Data Maintenance” from the Pay Pool 
Administrator Menu. 



 
2.  Next, the Pay Pool Administrator selects to Modify an employee record 
using the query form option on the Employee Maintenance Menu. 



 3.  The Pay Pool Administrator then searches for the record of the 
departing employee by entering the employee’s name or SSN under “Look 
for Employee(s),” and clicking “Find.” 



 

DN 

4.  The Pay Pool Administrator then selects the departing employee from the list of 
names by clicking the appropriate name. 



 

123456789 

DOE 

JOHN 

7289 

5.  Next, the Pay Pool Administrator confirms that the field has been populated with 
information on the correct employee, and scrolls down to Part 2 to locate the “CCPO 
Code.” 



85000 

11/15/2011 

DN – FORT BRAGG FAYETTEVILLE NC 28307  

6.  The Pay Pool Administrator then selects the “CCPO Code” dropdown 
arrow to display the list of available CCPO Codes.  If unsure as to which code 
to select, contact the local Human Resources Section for assistance. 



 

7.  Next, the Pay Pool Administrator selects the appropriate “CCPO Code” 
from the list.   



85000 

11/15/2011 

9L – AIR FORCE PENTAGON, WASH DC 20333 

8.  The  “CCPO Code” for the gaining organization should now be displayed.  
Next, scroll the page down to update the file. 



12345678910 

(transfer)0 

0 

1st – By 4 January 2013 

2nd – After Payout, 1 February 2013 

9.  Prior to the payout date, only the “Update” button at the bottom left 
should be clicked to accept the change of the CCPO code.  After the 
payout date, the Pay Pool Administrator enters “(transfer)” under the “Paypool 
Code” section.  The final step will be to again “Update” the record by clicking the 
button at the bottom left.  Caution:  Upon updating this record the Pay 
Pool Administrator will lose access to the employee’s information.  
Additionally, update prior to the payout date will uncertify your 
spreadsheet, requiring it to be re-uploaded and certified. 



Please direct all questions to:  

AcqDemo.Contact@dau.mil  

mailto:AcqDemo.Contact@dau.mil

