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Topic: Improved Employee Access to the CCAS Part | in eDocuments

Discussion: CAS2Net has been enhanced to allow the employee and the supervisor to electronically sign
the Part | in Adobe and store it in the new eDocuments module. The supervisor will need to generate the
form, however once generated, both will have access. Prior to the enhancement, the employee did not
have access to the form via the eDocuments module until later in January after the CAS2Net database is
turned to prepare for the 2016 appraisal cycle. This situation required supervisors and employees to
exchange the form via alternative methods such as emails to obtain the needed signatures. We've
updated the module to allow the exchange to take place within CAS2Net.

Action: Advise your workforce that supervisors must begin the process for managing digital signatures
via the eDocuments module. Either the employee or supervisor can sign first, but only the supervisor has
the ability to start the process.
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To upload a signed document, use the browse button below to locate your saved document and click
“Upload File",

2) Supervisors may then download the PDF to add their
signature in Adobe first or upload the generated PDF file for the
employee to sign first. (See the Fall 2015 CAS2Net training slides
for instructions for using Adobe to sign the appraisal.)

File to upload: Browse

eDocument Status - Annual Appraisal(s) for Amy Artis

eDocument Employee Supervisor

Manage:
2 . Signature
Status Signature Signature oy

Year

3) The employee will see file icons on their eDocuments Status <> & & &

webpage next to 2015 (which is now an active link) that indicates = - - o
they have a PDF file available for download and signature. The !s o et i oy A sy S
employee clicks on 2015 to access the appraisal. e
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5) The supervisor adds his/her signature if they have not done so
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