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Training Audience and Expected Outcomes

= Audience

Pay Pool Administrators

= Training outcomes

Understand how to logon to CAS2Net

Understand how to create non-demo and demo supervisor user accounts
Learn how to establish the supervisory structure for a pay pool
Understand how to use CAS2Net reports

Learn how to move employees from transfer pay pool to correct pay pool
Understand eDocuments

Become familiar with the Contribution Planning and Annual Appraisal
modules for employees and supervisors in CAS2Net
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Training Topics:

= Login

=  Welcome Screen Features

= Employee Roster Report

= Inserting Employee Records (Demo and non-Demo)
= Modifying Employee Record and Transfer Pay Pool

= Creating Supervisory Structure

= (Generating Reports

= Enabling Mandatory Objectives

= Superuser — Change Role

= eDocuments Module
— Obtaining Digital Signatures
= CAS2Net for Employees and Supervisors
— Contribution Planning
— Annual Appraisal
All records shown are fictitious so there is no Pll in this briefing




- Login

= Access the CAS2Net site by going to the following URL: https://acgdemoii.army.mil
= For initial login CAS2Net redirects to the ALTESS single sign-on site

= The Usage Policy screen is shown

= (Click “I Agree” button to continue

Usage Policy

YOU ARE ACCESSING A LS. GOVERNMENT (USG) INFORMATION SYSTEM (I5) THAT IS PROVIDED FOR USG-AUTHORIZED
LUSE OMLY.
By using this 1S (which includes any device attached to this 13), you consent to the following conditions:

* The U3G routinely intercepts and monitors communications on this I3 for purposes including, but not limited to, penetration
testing, COMSEC monitaring, network operations and defense, personnel misconduct (PM), law enforcement (LE), and
counterintelligence (Cl) investigations.

* At any time, the USG may inspect and seize data stored on this 1S,

* Communications using, or data stored on, this 1S are not private, are subject to routine monitoring, interception, and search,
and may be disclosed or used for any USG-authorized purpose.

*This IS includes security measures (e.g., authentication and access controls) to protect USG interests—not for your personal
henefit or privacy.

* Motwithstanding the above, using this IS does not constitute consentto PM, LE or Clinvestigative searching or monitoring of
the content of privileged communications, or work product, related to personal representation or services by attorneys,
psychotherapists, or clergy, and their assistants. Such communications and work praduct are private and confidential. See User
Agreement for details.

To continue, you must agree to the above terms and conditions.




- Login — ALTESS Single Sign-On

Choose sign-in method below:

CAC Login

ACQDEMO




- Login — ALTESS Single Sign-On

= Select one of your installed CAC digital certificates and click the OK button

Windows Securi
Select a Certificate

= BOEHM.KARLM.12928602...
Issuer: DOD EMAIL CA-32 |
Valid From: 1/27/2016 to 1/31/2017

Click here to view certificate prope... I

~ BOEHM.KARL.M.12928602...
Issuer: DOD CA-32
Valid From: 1/27/2016 to 1/31/2017
- BOEHM.KARL.M.12928602...
| Issuer: DOD CA-32
Valid From: 1/27/2016 to 1/31/2017

= If prompted, enter your CAC PIN

Actividentity
ActivClient

Please enter your PIN.

PIN




| Successful Login Screen
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CAS2Net successfully logs the user in and displays the Welcome Screen (this screen displays the “Welcome Screen
for a Full Access User)

First time login requests for email address
The Navigation Bar is on the left and the modules listed depend on user role

Acq. You are acting as Frands Freeman
.. (Email not stored Set Email)
Revert | Change Session | Logout

MDemo - o

Welcome to CAS2Net

This software supports the Department of Defense Civilian Acquisition Workforce Personnel Demonstration Program with the Contribution-based
Compensation and Appraisal System (CCAS). CCAS is the process under which Demonstration employees are evaluated and compensated based on
their contribution to the acquisition community mission. CCAS is arguably the cornerstone of the Demonstration program, being the central
intervention from the Title-V civil-service system around which most of the other initiatives revolve. Simplified classification processes facilitate
assignment of employees to the Demonstration program. Similarly, the Federal Employees Pay Comparability Act, Developmental Opportunities
Program and Voluntary Emeritus Corps interventions address employee acquisition and retention issues. These and other interventions supplement
Annual Appraisal the CCAS process and taken together, form a cohesive system for improving the quality of personnel management.

Self-Assessment

Contribution
Planning

Mid-Point Review
Self-Assessment

Closeout
Self-Assessment

Reports

eDocuments

Pay Pool Administrator
Menu

Welcome

Appraisal Status
and Lock

Reports
Data Maintenance

Offline Interface

The information contained herein is covered by the Privacy Act of 1974.




User Group
modules

Navigation

—

Contribution
Planning

Mid-Point Review
Self-Assessment

Annual Appraisal
Self-Assessment

Closeout
Self-Assessment

Reports

eDocuments

Pay Pool Administrator

Menu

Welcome

Appraisal Status
and Lock

Reports
Data Maintenance

Offline Interface

\

Welcome to CAS2Net

This software supports the Department of Defense Civilian Acquisition Workforce Personnel Demonstratior
Compensation and Appraisal System (CCAS). CCAS is the process under which Demonstration employees
their contribution to the acquisition community mission. CCAS is arguably the cornerstone of the Demons!
intervention from the Title-V civil-service system around which most of the other initiatives revolve. Simp
assignment of employees to the Demonstration program. Similarly, the Federal Employees Pay Comparab
Program and Voluntary Emeritus Corps interventions address employee acquisition and retention issues. 1
the CCAS process and taken together, form a cohesive system for improving the quality of personnel mar

The information contained herein is covered by the Privacy Act of 1974.
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Once entered, employees have an opportunity to edit their own email address from the
“Welcome Screen”: click on “Set Email”, enter new email, then “submit”

ACCI. You are acting as Francis Freeman
.. (Email not stored Set Email)
Hevert | Cnange session | L I

EDemo 9

Welcome to CAS2Net

This software supports the Department of Defense Civilian Acquisition Workforce Personnel Demonstration Program with the Contribution-b
Compensation and Appraisal Systemn (CCAS). CCAS is the process under which Demonstration employees are evaluated and compensated | 1on
their contribution to the acquisition community mission. CCAS is arguably the cornerstone of the Demonstration program, being the central
intervention from the Title-V civil-service system around which most of the other initiatives revolve. Simplified classification processes facili
assignment of employees to the Demonstration program. Similarly, the Federal Employees Pay Comparability Act, Developmental Opportur
Program and Voluntary Emeritus Corps interventions address employee acquisition and retention issues. These and other interventions sup ent
Annual Appraisal the CCAS process and taken together, form a cohesive system for improving the quality of personnel management.

Self-Assessment

Contribution
Planning

Mid-Point Review
Self-Assessment

Closeout
Self-Assessment

Reports
S You are acting as Francis Freeman
Email Address: Submit
—
Menu
Welcome

Appraisal Status
and Lock

Reports
Data Maintenance

Offline Interface

The information contained herein is covered by the Privacy Act of 1974.




AcqDemo Program Office Lin

AcgDemo Program Office web site is http://acqdemo.hci.mil/ and is linked
from the logo atop CAS2Net pages:

Contributio
Planning

Acq

Department of Defense Civilian Acquisition F e R ——
Workforce Personnel Demonstration Project e —

HE™Demo

o AboutAcqDemo ¥ Tools = Training % Multimedia @ Library (B Blog @ Faas B ContactUs

Strengthening
the Quality and
Capabilities of
the Acquisition
Workforce

oo —~ -

Welcome to the AcgDemo Home Page! AcaDemo News

AcqDemo was developed and implemented to

provide the DoD Acquisition Community with Mar7, 2016

initiatives designed 1o enhance the effectiveness of eDocuments Module and

personnel programs and processes. Please spend AutoNOA — a Winning

some time becoming familiar with our project, and Combination

feel free to contact us at

AcqDemo.Contact@hei.mil with your comments Jan 19,2016
AcgDemo Attitude Survey

Respectfully 2016 - Available Now! .

Dyl Burgan T o 4

Program Dector, AcqDemo Nov 23, 2015 Wekome Message from
Updated FRN Plus

Program Director,

Amendments el e

Oct 12,2015
New Organizations Join
AcqDemo

»» Previous Wetcasts

Is Your Organization Looking to

Enter AcqDemo? Sept 10, 2015

CAS2Net Ennancements Giving and
Released ‘ F Recetieg
July 10, 2015 e Feedback

Three New Organizations Join
AcqDemo

More News

HC 2AU
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http://acqdemo.hci.mil/
http://acqdemo.hci.mil/
http://acqdemo.hci.mil/

Employee Menu

Contribution
Planning

Mid-Point Review
Self-Assessment

Annual Appraisal
Self-Assessment

Reports

Closeout Self-
Assessment

eDocuments

Pay Pool Administrator
Menu

Contribution
Planning

Additional
Feedback

Mid-Point Review
Annual Appraisal

Closeout
Assessment

Welcome

Appraisal Status
and Lock

Reports

Data Maintenance

Viewing the Employee Roster Report

Reports

Pay Pool Administrator Reports

Appraisal Form Parts I, II and 111 - Single Employees
Appraisal Form Parts I, IT and III - All Employees
CAS2Net Status Report & Excel Spreadsheet
Mid-Point Review - Single Employee
Mid-Point Review - All Employees
Closeout Assessment - Single Employee
Closeout Assessment - All Employees
Appraisal Form Part I1 By Employee
Appraisal Form Part IT By Supervisor
Appraisal Status Report
Download Employee Data
Employvee Roster
Post-Cycle Activity Report
Supervisor Roster by Employee
Supervisor Roster by Supervisor
Zone A/CIP Report

Use the Employee
Roster Report to
print and review the
list of employees
assigned to your pay
pool. Check to see if
any demo employees
are missing from
your pay pool. If
they are, they may
be in “transfer pay
pool”

Click “Reports” from
the Navigation Bar.
CAS2Net refreshes
the screen to display
the list of reports

Click the “Employee
Roster” link from the

If an employee needs to transfer in from another PP; contact Alison "6POrts list

Stogsdill or Nate Kussman -



L[ Viewing the Employee Roster Report

CAS2Net refreshes to display the “Employee Roster Report” screen

Select your pay pool from the “Paypool Selection” dropdown if you are an administrator for more than
one pay pool

You have the option to sort the data by Name, Office Symbol, or ID. Select the desired “Sort By” radio
button

Click the “Generate” button

Acqm
[ [ ]
BDemo

Planning

. . . Pay Pool Selection: AMC/LH V|
Mid-Point Review
Self-Assessment = USAR
Option:
- ® All other
Annual Appraisal

Self-Assessment Report Format: ® PDF

) Excel
Reports

® Name
Closeout Self- Sort By: ) Office Symbol
Assessment ) ID
eDocuments Command:

Return to Reports Menu|
Pay Pool Administrator
Menu

Contribution
Planning

Additional
Feedback 12




Viewing the Employee Roster Report

= CAS2Net refreshes to display the Employee Roster Report

Acam
B |
BDemo

GV AMC/LH

Employee Roster

ID  LastName FirstName MI Suffix SSN Office Presumptive ~ Retain Career BB Occ  Base Locality CCPO Prev Start Date
(last4)  Symbol Status Pay Path Level Series Salary Code ocs
2612 Appleton Adam A 4445 AMCILHA  None N NH 3 1550 69,561 AS 69  D01-JAN-11
43 Amdt Aaron 0138 AMC/LHXTA Circum (recertify) N NK 2 0322 §38005 41 9L 37 01-FEB-99
19 Artis Amy 3720 AMC/LHXTA None N NH 2 0318 57,827 9L 61 01-FEB-99
15 DBabbitt Chris 0912 AMGILHXSA None N NH 3 0803 565,665 T 65 24-0CT-00
1843 Bums Barry 6289 AMC/LHACA None N NH 2 1515 §57,851 41 9oL 58 12-AUG-01
44 Butler Bryce 0219 AMC/LHXTA None N NH 4 0025 595665 41 9L 85 01-FEB-99
45 Cavasos Carmen 7986 AMCILHXTB None N NH 2 0246 §50503 41 9oL 63 01-FEB99
21 Celon Connie 4913 AMG/LHACA None N NH 3 0334 §76,232 41 9L 73 01-AUG-03
4 Curtiss Dan 9047 AMCILHA  None N NH 4 0830 $96,030 41 9oL 85 01-FEB-99
16 Dangy Dyanne 0943 AMCILHXTB None N NK 1 0322 §230961 41 oL 15 01-FEB99
22 Donaldson Dennis 3941 AMC/LHACBE None N NK 2 0318 $36,538 41 9L 40 01-FEB-99
47  Emerson Erica 8834 AMGILHXTB Gircum (recertify) N NH 2 0341 $64,723 41 9L 64 01-FEB-99
23 Evans Erin 3175 AMCILHACB None N NH 3 0830 §65,182 41 9oL 69 01-FEB99
5 Evans Francis 9045 AMC/ILHX  None N NH 4 0830 $111,896 41 9L 93 01-FEB-99
24 Famsworth Fred 7422 AMC/LHACB None N NH 2 0830 §51,758 41 9L 57 01-FEB-99
17 Fites George 8173 AMC/LHXTA None N NH 3 0896 §92,748 41 9L 82 01-FEB-99
2 Freeman Francis 9153 AMCILH None Y NK 2 0318 $29713 41 9L 26 01-FEB-99
3 Garfield George 8079 AMCILH None N NJ 4 0856 594,186 41 oL 83 01-FEB-99
6 Gonzalez Helen 0075 AMC/ILHAC  None N NH 4 0340 5110691 41 9L 93  15-MAY-03
25  Grimes Garth 5297 AMC/LHACBE None N NH 2 0850 §35702 41 9L 36 01-FEB-99
18 Hansen Ike 3651 AMC/LHXTE None N NH 3 0830 $67,375 41 9L 68 01-FEB-99
26 Harmis Henry 3813 AMC/LHADA None N NH 2 0830 559,570 ETH 60 01-FEB-99
2571 Hoang Andrew 1234 AMCILH None N NJ 1 0019 §29130 80 77X 27 26-JAN-11
2572 Danielle AMCILH None N NH 3 0025 $66,683 80 T7X 67 07-JUL-10

Hoang

1234

Always advisable to download in Excel format, because it allows for sorting

13



=  Click “Data Maintenance” from the Navigation Bar. CAS2Net refreshes the screen to display the Employee

Maintenance Menu

Insert Employee Record

=  Click the “Insert New Employee Record” link

Acom
[ | |
BMDemo

Contribution
Planning

Mid-Point Review
Self-Assessment

Annual Appraisal
Self-Assessment

Reports

Closeout Self-
Assessment

eDocuments

Pay Pool Administratq
Menu

Contribution
Planning

Additional
Feedback

Mid-Point Review
Annual Appraisal

Closeout
Assessment

Welcome

Appraisal Status
and Lock

Reports

Data Maintenance

——

Data Maintenance

Data Maintenance Menu

Modify/Archive employee record using query form

Madifv /Archive emnlovee record usina auick nick list

¢ Insert New Employee Record

Assign Supervisors to an Employee
Assign Employees to a Supervisor

Replace Supervisor Assignments
eDocuments Maintenance

Replace PAS Code
Replace Office Symbol

Maintain Pay Pool




- Insert Employee Record: Form

Part 1: Employee name, SSN (demo only) and email
Complete for all demo and non-demo records

Part 2: Demo employee details:

« start/end dates,

« salary,

« presumptive rating status,

« CCPO code, locality,

» PAS code (AF only)

« career path, broadband level, series, office symbol

» Pay Pool (complete for non-demo records too!)

Part 3: User account details (EDIPI and user group)
Complete for all demo and non-demo records

Note: This is for employees who on-board after
mass conversion. All non-AcqDemo
Supervisors/Pay Pool and Sub Pay Pool Managers
will have to be entered

Clear
[Data Maintenance Menu] [Back to Home Page]

15
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] Insert Employee Record: Part 1
BDemo

Add an Employee Record

Enter values for a new employee record.
Required fields for non-demo employees are colored green and marked with an asterisk (*).

All fields except for middle initial, suffix, and end date are required for demo employee records. u SSN Cu rrently reqL"red for some
DCPDS transaction interfaces

Part 1 - Complete this section for all Demo and Non-Demo employees

orefin, = When inserting an employee
e — record, click “"Check Duplicate”
L“a::':::m":' : button to confirm that employee
cuffn, does not have another record in
SSN: * 123456789 m CAS2Net

EMail Address:

Duplicate found in CAS2Net ID# 10831 NATHAN KUSSMAN.

Close

16




Acqm Insert Employee Record: Part 2
Demo record

olored green and marked with an asterisk (*).
end date are required for demo emplayee records.

Part 1 tion for all Demo and Non

EMail Address:

S — =  Complete Part 2 of the form:

(mmy/dd/yyvy)?

End Date: (mm/dd T3 mmyddivryy)
IV

The information contained herein is covered by the Privacy Act of 1974,
I Check the “Demo” checkbox to mark a record Demo, start date,

s basic pay, retained pay status if applicable, presumptive status, CCPO
= code, locality code and service

Insert the New Employee Record first. T
the link to supervisor assignments il be
enabled.

Skip supervisors section which is read-only. Assignments can be made
once the record is saved.

[Assign Supervisors]

Career path, broadband, pay pool, office symbol (optional), series

AMC/LH [v
PAS Code (Air Force anly):

Office Symbol:
Lov




Acqm
|
BDemo

Insert Employee Record: Part 2
non-Demo Record

= In Part 2 of the form:

Add an Employee Record

Entes v

@

Requi
Al field

Uncheck the “"Demo” checkbox to mark a record Non-Demo
Only data items marked with asterisk and colored green are needed

Part 2: Complete this section for all Demo employees

Demo: * [1Demo

“IDemo
3 (mmiddivyyy)

T3 mmyddivryy)

The information contained herein is covered by the Privacy Act of 1974.
e Pay

Start Date: (mm/dd/yyyy)?
End Date: (mm/dd/yyyy)?

Basic Pay:

T (mmyddiyyyy)
T (mmyddiyyyy)

Retained Pay Status: [IRretainzd Pay

Presumptive Rating Status: & Nope
Due to time
'i:i' Due to circumstance (expected)
' Due to circumstance (recertify)

Scroll to the “Organization” section of the form to the “Paypool Code”
i dropdown list. Select Pay Pool number to put employee into

[Assign Supervisors]

Insert the New Employee Record first. Then
Supervisor assigm

TN DU auve JUP'.JUI L
@ Not Assigned
Level 1
Level 2
Level 3
Level 4
Paypool Code: *
AMC/LH [~]
PAS Code (Air Force only):

Broadband Level:

AMC/LH [v
PAS Code (Air Force anly):

Organization:

requiring accounts

Office Symbol:
LoV

Series: LOV

18



Acqm Insert Employee Record: Part 3
BDemo User Account

In Part 3 of the form:
— Enter the user’s EDIPI in the provided text box

— Check Duplicate to make sure user does not have another
record with same EDIPI

— Select desired User Group from list
Click the “Add” button at the bottom of the page

e @
d end date are required for demo empleyee records,

2 mmivyyy)

T3 mmyddivryy)

The information contained herein is covered by the Privacy Act of 1974,
ad p;

Part 3: Complete this section for all employees requiring CAS2ZNet user accounts
"CAS2Net Access™ field should be checked.

the li

enabled.

[Assign Supervisors]

CASZNetl Access: * W CASZNet Access

s EDIPI: * Check Duplicate

Group: * ® Employee
) Supervisor 1
- Sub-Panel Manager
offce Symbot (_'Pay Pool Manager
seric: o ) Pay Pool Administrator

] [Fiear

[Data Maintenance Menu] [Back to Home Page]

19



] Insert Employee Record - Complete

= (CAS2Net refreshes the screen to display a successful update
= Confirms record has been successfully inserted

Employee Inserted

Successfully Inserted

[Insert Another Employee]
[Edit Inserted Record]

[Data Maintenance Menu]

20



From Data Maintenance, select “Insert
New Employee Record”

Enter the following information in the
form for the non-demo record:

— First Name

— Last Name

— Pay Pool Number

— EDIPI

— User Group (either Supervisor or PPA)

Unselect "Demo” field

Click “Add” at the bottom of the form and
see “Successfully Inserted” message

Exercise 1

Create a Non-Demo Record

Add an Employee Record

Enter values for a new employee record.
Required fields for non-demo employees are colored green and marked with an asterisk (*).
All fields except for middle initial, suffix, and end date are required for demo employee records.

Part 1 - Complete this section for all Demo and Non-Demo employees

Prefix:
First Name: *
Middle Initial:

Last Name: *
Suffix:

SSN: * Check Duplicate
SSN required only for Demo employees
EMail Address:

Part 2: Complete this section for all Demo employees

Demo: * [IDemo

Start Date: T (mmy/dd/yyyy)
Level 3
OlLevel 4

Organization: Pay Pool Code: *
(transfer) ﬂ

PAS Code (Air Force only):

Part 3: Complete this section for all employees requiring CAS2Net user accounts
"CAS2Net Access" field should be checked.

CAS2Net Access: * MICAS2Net Access
EDIPI: * Check Duplicate
Group: * O Employee

O Supervisor I

O Supervisor II

@® Sub-Panel Manager
O Supervisor III

O Supervisor IV

O Pay Pool Manager

O Pay Pool Administrator
O Quinariicar




| Obtaining Employee EDIPI

Ask for “"DoD ID Number” on back of CAC

PIV Certificate details from
— Digitally signed email
— https://www.whitepages.mil

22
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Acqm
] Modify Employee Record: Transfer Pay Pool
BDemo

= (Click “Data Maintenance” from the Navigation Bar. CAS2Net refreshes the screen to display the
Employee Maintenance Menu

=  (Click the “Modify/Archive employee record using query form” link

Acqm
[ ]
HEDemo

Data Maintenance

Contribution o
Planning Data Maintenance Menu
Mid-Point Review

Self-Assessment ) ) )
Modify/Archive employee record using query form
Annual Appraisal

Self-Assessment p— Meodify/Archive employee record using quick pick list

Reports Insert New Employee Record
Closeout Self-

Assessment Assign Supervisors to an Employee
eDocuments Assign Employees to a Supervisor

Replace Supervisor Assignments

Pay Pool Administratq
Menu eDocuments Maintenance

Contri_bution Replace PAS Code
Planning

Additional Replace Office Symbol
Feedback

Mid-Point Review Maintain Pay Pool

Annual Appraisal

Closeout
Assessment

Welcome

Appraisal Status
and Lock

Reports
—

Data Maintenance

23



Acqm
] Modify Employee Record: Transfer Pay Pool
BDemo

= CAS2Net refreshes the screen to display the Look for Employee(s) screen (“search” screen)
=  Enter the information of the employee you want to find
. The “Archive” button allows the user to pick active demo and non-demo records, archived records, or both

Acqm
[ [ |
HEDemo

Look for Employee(s)

- - In text fields you may use the % symbol as a wildcard. Text fields are not case sensitive.
Contribution

Planning Find
Mid-Point Review
Self-Assessment Select Group: ® Active Only
B ) Archived Only
Annual Appraisal Oal
Self-Assessment -
Reports Person ID:
Closeout Self- First Name:
Assessment Middle Initial:
eDocuments Last Name:

Social Security Num:

Pay Pool Administrator .
Menu Demo: @Al
CDemo

Contribution ® -
Planning

Presumptive Rating Status: @ Al
Additional ONone
Feedback

O Due to time
CDue to circumstance (recertify)

Mid-Point Review = 5
) Due to circumstance (expected)

Annual Appraisal

T — Servicing CPO: All v
Assessment
Welcome SSces Al K4
:Egﬁi:la(l CEE Broadband Level: @ All
' Not Assigned
Reports ‘Z;'Level 1
O level 2
Data Maintenance OlLevel 3
OlLevel 4

Offline Interface

24



Acqm
] Modify Employee Record: Transfer Pay Pool

Contribution
Planning

Mid-Point Review
Self-Assessment

Annual Appralsal
Self-Assessment

Reports

Closeout Seif-
Assessment

eDocuments

Pay Pool Administrator
Manu

Contribution
Planning

Additional
Feedback

Mid-Foint Review

Annual Appralsal

BDemo

Look for Employee(s)

In text flelds you may use the % symbol as a wildcard. Text fleids are not case sensitve.

R = Scroll to the “Organization” section of the form

e and select “(transfer)” from the “Pay Pool Code”

Middie Initial:

Last Name:

S dropdown list.

Dema: -
(' oema
O Men-Demao

Fresumptive Rating Status: & o
O ene
O Due to time
0 Duse to crcumstance [recertify)
O Due to crcumstance [expected)

Servicing CPO:
Closaout = Al &
Assessment
Welcome Service: Al |

Status )
and Lack Lewel: o

© ot Assigned

Reports OLevel 1

Data Maintenance
Offline Interface
Pay Pool Motices

eDocuments

Olevel 2

e s Organization: Paypool Code:

Organization: ::y Paal Cﬂo\‘l:: (t ran Sfe r) .V.

Office Symbal:

(Lo bl | S— Office Symbol:
Sorer T Fhre g LOV (Leave blank for all)

Ci Buslness Management and Technlca| Management Arofessiona
{0 Technical Management Support
O Administrative Suppor

Series: LOV (Leave biari for )
Login Mame:

Group:

01 Pay Paol Manager

O Suparusar

0 Pay Pocd Administratar
CIRT dnline Viewer
QAT user

VAT Superuser
O Supervisor I

Retained Pay Status: -
Cives
One

Find
[Add an Record ] [Data Menu]
[Back to Home Page]
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Acqm
] Modify Employee Record: Transfer Pay Pool
BDemo

m Look for Employee(s)

En text flelds you may use the % symbol as a wildcard. Text flelds are not case sensitive.

Contribution
Planning Find

Mid-Foint Review

RS e — Look for Employee(s) s

Annual Appraisal
Self-Assessment

Reports Person ID: T — —

tinssnn gat First Name: In text fields you may use the % symbol as a wildcard. Text fields are not case sensitive.
Assessment Middie Initial:
eDocuments Last Name:

Social Security Num:

Pool Administrator
e Dema: ®a
O pema

Contribution O Non-Dema
Planning

Presumptive Rating Status: @ &
Additional O ene
Feediack O Duse ta time

Mid-Point Review (D' Duse to chrcumstance [recertify)
(0 Dse to chrcumstance [expected)
Annual Appralsal

Servicing CPO:
Closeaut = Al ™

Assessment

e = = (Click the “Find” button (located at the top and/or

Appraisal Status

Broadband Level: Y

O Not Assigned

ottom of the screen
OlLevel 2

Data Maintenance OLevel 3
OlLavel 4

Offline Interface

Pay Pool Notices Organdization: Pay Pool Code:!
Al ﬂ

eDocuments office Symbol:

LOV (Leave Giank far all)
Career Path: -
Dot Assigned
O Business Management and Technical Management Arofessiona

) Technkcal Management Support
O Administrative Support

Series: LOV (Leave biznk for ail)
Login Name:

Group: Ba

Supervisor T
O Sub-Panel Manager
O\ Pay Po! Manager
O Superuser

O Pay Poct Administratar
AT anline Viewer Fl n d
CIRT user
AT Superuser
O Supervisor 11
Retaimed Pay Status: -

[Add an Employee Record] [Data Maintenance Menu]

> — [Back to Home Page]

[Add an Employee Record] [Data Maintenance Menu]
[Back to Home Page]
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Acqm
- Modify Employee Record: Transfer Pay Pool
BDemo

= CAS2Net refreshes the screen to display a list of employees in the transfer
pay Bool. (This means the employee is waiting to be put into a pay pool
and be given supervisor assignments)

= Select an employee you would like to modify by clicking their row

= If you entered a hame to search for, only people with that name will be
displayed

Acqm
[ | |
MDemo
Employee(s) Matching Criteria
Contribution ‘Quer\,lr criteria: Paypool: (transfer) (active records only) Requeryl |New Query”
Planning 1 Show 10|v| records per page
Mid-Point Review B -
Self-Assessment | D SSN Arch Name Home Org Career Path Level CPO Series  Salary Group Ser\.rlce_
) | 2612  -4445 Appleton, Adam A AMC/LHA NH III  AS 1550  $69,561 Employee AF
Annual Appraisal
Self-Assessment 1 Show 10|/v| records per page

R rt .
. [Add an Employee Record] [Data Maintenance Menu]

Closeout Self-
Assessment
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Acqm
] Modify Employee Record: Transfer Pay Pool
BDemo

= CAS2Net opens a new internet browser window to display the Employee
Detail Screen for the select employee
Acqm
.=Demo

Employee Detail

BOTTOM

Part 1 - Complete this section for all Demo and Non-Demo employees

ID: 2612

Prefix:

First Name: Adam
Middle Initial: A

Last Name: Appleton
Suffix:

SSN: 222-11-4445

EMail Address::

Part 2: Complete this section for all Demo employees

In Demo: ¥ Demo

Start Date: (mm/dd/yyyy) ? 01/01/2011 = (mm/dd/yyyy)

End Date: (mm/dd/yyyy)? T (mm/ddfyyyy)
Basic Pay: 69561

Retained Pay Status: O

Presumptive Rating Status: @ None
) Due to time
) Due to circumstance (expected)
)Due to circumstance (recertify)

Last OCS: 69

Post-Cycle Activity: ® None What to do if employee is...
) Temporary Promotion [ D|'0"_10t6d?
) Permanent Promotion I_e_av_mg??
() Demotion joining?

D Crdfes AS - FORT BELVOIR FT BELVOIR VA 22060 M
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Acam

] Modify Employee Record: Transfer Pay Pool
BDemo
R — = Scroll down to the “Organization”
section of the Employee Detail
Form and select the “Pay Pool

EMail Adaress::

Code” dropdown list

= Choose the pay pool you want to
move the selected employee to

= (lick "OK"” to message from

webpage
Organization: Paypool Code:
AMC/LH |+
PAS Code (Air Force only):
::f:: ====== t B CASINet Access Ofﬁce S‘fmbﬂl:
Group: Emplavee ™~

AMC/LHACA LoV
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Acqm
] Modify Employee Record: Transfer Pay Pool
BDemo

— Employee Detail

.=Del||u
Employee Detail BD-IT'DM
+ Row updated
R . Click the “"Update” button located at the bottom of the
e s screen.

(mm /dd/yyyy)? T (mmyddlyyyr) |View Loss

=  (lick the “Archive” button to archive record — deleting the
record is no longer an option

o7 =  CAS2Net displays the a message at the toP of the

S Employee Detail screen indicating successful updates
z =  The “History” button opens the Employee History Data
interface for that employee

=  (lick the “Close” button at the bottom of the Employee
Detail Screen.

*  Generate the Employee Roster report from time to
time to check your progress in cleaning up the pay
,,,,,,,,,, pool database.

©CPO Code:
Lacallity Cade:

Servica:

Broadband Level:

Series: LOV

Part 4: Mid-Point Review Unlock

Organization:

Status: Save Date:
Conducted:
Released:
Unlock Mid-Point Review

Fart 3: Complete this cection for ail employees requiring CASZNet user accounts

CAS2Net Access: @
:,D::: =mplovee =) |Update‘ ‘Archwe”R&verl‘ ‘H[storyHeDocuments‘
[update] [Archive| [Revert] [Hisiory] [soocuments] [Eioss —
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Acqm
] Creating the Supervisory Structure

BDemo

Make sure you have added all non-demo supervisors and have assigned them the
highest supervisory user role they will have.

— Pay Pool Manager (PPM) is highest (each pay pool can have only one PPM)

— Sub-Panel Manager is the next highest and reviews the contribution ratings of
employees for fair consideration, and consistency across appraising supervisors

— Supervisor 1 is the first level of supervisor and provides contribution ratings of
employees

= Note each level of supervisor can also act as lower levels of supervisor.
— PPM can be assigned as Sub-Panel Manager and Supervisor 1
— Sub-Panel Manager can be assigned as Supervisor 1

= You create your own sub-panels or sub-pay pools when you assign Sub-Panel Managers.
You will be able to download these into the Sub-Panel version of the CMS spreadsheet,
which allows the sub-panel to review ratings, but does not allow them to assign payouts.

= Make sure that you have created records for all non-demo supervisors and have assigned
all supervisor roles before assigning supervisors to an employee or employees to a

Supervisor.
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Assign Supervisors to an Employee

= (lick “Data Maintenance Menu”. CAS2Net refreshes the screen to display the Employee
Maintenance Menu

=  Select the “Assign Supervisors to an Employee” link

\cqm
n
MDemo

Contribution
Planning

Mid-Point Review
Self-Assessment

Annual Appraisal
Self-Assessment

Reporits

Closeout Self-
Assessment

eDocuments

Welcome

Appraisal Status
and Lock

Reporis
e
Data Maintenance

Session
Maintenance

Offline Interface
Pay Pool Notices
Demo Reset

eDocuments

Data Maintenance

Data Maintenance Menu

Modify/ Archive employee record using query form
Modify f Archive employee record using quick pick list

Inseri New Employee Record

Assign Supervisors to an Employee
Assign Employees to a Supervisor

Replace Supervisor Assignmenis
eDocuments Maintenance

Replace PAS Code

Replace Office Symbol

Maintain Pay Pool
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Assign Supervisors to an Employee

= The Assign Supervisor to an Employee screen is displayed
= Select an employee’s name from the dropdown list

\cqm
[ ]
MDemo

Contribution
Planning

Mid-Point Review
Self-Assessment

Annual Appraisal
Self-Assessment

Reports

Closeout Self-
Assessment

eDocuments

Welcome

Appraisal Status
and Lock

Reports
Data Maintenance

Session
Maintenance

Offline Interface
Pay Pool Notices
Demo Reset

eDocuments

Assign Supervisors to an Employee

Please select an Employee to Assign Supervisors

Supervisor Assignments

Cycle Year: 2015

Employee: [(null)

Level 1 Supervisor: (null)

Level 2 Supervisor: (null)

Sub-Panel Manager: (null)

Pay Pool Manager: (null)

Center Senior Functional: (null)

Ilililililjlili

[ Data Maintenance Menu ]

Please send comments/suggestions about this form to CAS2Net Support
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] Assign Supervisors to an Employee

=  CAS2Net refreshes the

BE o supervisor dropdown lists
) i to display the selected
Assign Supervisors to an Employee employee’s current
supervisors
anning

Mid-Point Review Cycle Year: 2015 >
Self-Assessment Employee: Appleton, Adam A (AMC/LH) >
Annual Appraisal proveS oee ; L SeleCt the deSII'Ed
Self-Assessment Level 1 Supervisor: Hansen, Ike (AMC/LH])1 ﬂ . i,
Reports Level 2 Supervisor: Arnold, Bob (AMC/LH)3 > su perV|sorS to aSS|g n to the
gLC;ZES‘;T‘::n‘i"' Sub-Panel Manager: Babbitt, Chris {AMC/LH)1 i seIeCted em ployee US| ng
eDocuments Pay Pool Manager: Arnold, Bob (AMC/LH)3 ﬂ the prOVidEd d I'OdeWﬂ ||StS

Center Senior Functional: Flynn, Trish (AMC/LH)6 ﬂ

-
: = To undo selections made,
Welcome Data Maintenance Menu -
_ s ene ] and view the current

Appraisal Status Please send comments/suggestions about this form to CAS2Met Support . .
and Lock supervisor assignments,
reports click the “Reset” button

Data Maintenance

Session

=  Select the desired
supervisors to assign to the
selected employee and click
the “Assign” button
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] Assign Supervisors to an Employee

Acqm
[ ]|

MDemo

Contribution
Planning

Mid-Point Review
Self-Assessment

Annual Appraisal
Self-Assessment

Reports

Closeout Self-
Assessment

eDocuments

Welcome

Appraisal Status
and Lock

Reports
Data Maintenance

Session
Maintenance

Offline Interface
Pay Pool Notices
Demo Reset

eDocuments

Assign Supervisors to an Employee

Supervisor(s) successfully assigned.

Supervisor Assignments -

Cycle Year: 2015
Employee: Appleton, Adam A (AMC/LH)
Level 1 Supervisor: Hoang, Eric (AMC/LH)3
Level 2 Supervisor: Arnold, Bob (AMC/LH)3
Sub-Panel Manager: Babbitt, Chriz (AMC/LH)1
Pay Pool Manager: Arnold, Bob (AMC/LH)3

Center Senior Functional: Flynn, Trish {AMC/LH)6

Elilililililili

[ Data Maintenance Menu ]

Please send comments/suggestions about this form to CAS2Net Support

*Contact Alison Stogsdill or Nate Kussman, if
you need to assign a supervisor to an
employee in another pay pool.

Once you click the “Assign”
button, CAS2Net displays
the following message:
“Supervisor(s) successfully
assigned”

If no supervisor
assignments have been
changed and the “Assign”
button is clicked, the
following message is
displayed: “"No supervisor
changes made”

Note that above pay pool
superusers need to assign
supervisors who are in a
different pay pool than the
employee using this
module*
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Contribution
Planning

Mid-Point Review
Self-Assessment

Annual Appraisal
Self-Assessment

Reporis

Closeout Self-
Assessment

eDocuments

Contribution
Planning

Additional
Feedback

Mid-Point Review
Annual Appraisal

Closeout
Assessment

Welcome

Appraisal Status
and Lock

Renorts

y——

Data Maintenance

Session
Maintenance

Offline Interface
Pay Pool Notices
Demo Reset

eDocuments

Assign Employees to a Supervisor

Data Maintenance

Data Maintenance Menu

Modify/Archive employee record using gquery form
Modify/ Archive employee record using quick pick list

Insert New Employee Record

Accinn € Semee Fo e

Assign Employees to a Supervisor

Replace Supervisor Assignments

eDocuments Maintenance

Replace PAS Code

Replace Office Symbol

Maintain Pay Pool

Click “Data Maintenance”
from the Navigation Bar.
CAS2Net refreshes the
screen to display the
Employee Maintenance
Menu

Select the “Assign
Employees to a Supervisor”
link
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cqm
[ | |
HMDemo

Assign Employees to a Supervisor

Assign Employees to a Supervisor

Contribution
Planning

Please Select a Supervisor to Assign Employees

Mid-Point Review
Self-Assessment

Annual Appraisal
Self-Assessment

® 2015 O 2016

Reports

Closeout Self-
Assessment

eDocuments

~| Sort By: ® Name O Org ]

Supervisor: (null)

@ First Level Supervisor ' Supervisor 2 ' Sub-Panel Meeting O Paypool Manager O CSF

[ Data Maintenance Menu ]

Please send comments/suggestions about this form to CAS2Met Support

Contribution
Planning

Additional
Feedback

Mid-Peoint Review

The “Assign
Employees to a
Supervisor” screen
is displayed

Select a supervisor
name from the
dropdown list and
select the
supervisor role you
want to assign (first
level, sub-panel,
CSF, or pay pool
manager)

37




Acqm

]
BDemo

CAS2Net refreshes the screen to display a
list of employees reporting to the selected
supervisor

*Note: to view employees under the
selected supervisor in a different
level of supervision, select the
desired radio button

To sort the list of employees by Name or
Organization, select the "Name” or “Org”
radio button

Click the check boxes next to employee
name(s) of those employee(s) you want to
assign to the selected supervisor

To assign all employees listed, click the
“Check/Uncheck All” checkbox

To undo selections click the “Reset” button

To submit selections, click the “Submit”
button

Acqm
|
EDemo

Contribution
Planning

Mid-Point Review
Self-Assessment

Annual Appraisal
Self-Assessment

Reports

Closeout Self-
Assessment

eDocuments

Contribution
Planning

Additional
Feedback

Mid-Point Review
Annual Appraisal

Closeout
Assessment

Welcome

Appraisal Status
and Lock

Reports
Data Maintenance

Session
Maintenance

Offline Interface
Pay Pool Notices
Demo Reset

eDocuments

Assign Employees to a Supervisor

Assign Employees to a Supervisor

Supervisor: Arnold, Bob (AMC/LH)

\v|] Sort By: ® Name O

® First Level Supervisor U Supervisor 2 ) Sub-Panel Meeting ' Paypool Manager C' CSF

® 2015 O 2016

[]check/Uncheck All

& Appleton, Adam A(AMC/LHA)

[Jarndt, Aaron (AMC/LHXTA)

Artis, Amy (AMC/LHXTA)

[IBabbitt, Chris (AMC/LHXSA)

[ Bracken, Billy (AMC/LH)

[1Burns, Barry (AMC/LHACA)

& Butler, Bryce (AMG/LHXTA)

[Jcavasos, Carmen {AMC/LHXTB)

[ Celon, Connie (AMC/LHACA)

[ Curtiss, Dan (AMC/LHA)

¥ Dancy, Dyanne (AMC/LHXTB)

[CJponaldson, Dennis (AMC/LHACB)

& Emerson, Erica (AMC/LHXTB)

[IEvans, Erin (AMC/LHACE)

| Evans, Francis {AMC/LHX)

[IFarnsworth, Fred (AMC/LHACE)

[JFites, George (AMC/LHXTA)

[IFreeman, Francis (AMC/LH)

[ Garfield, George (AMC/LH)

[IGonzalez, Helen (AMC/LHAC)

[JGrimes, Garth (AMC/LHACBE)

[IHansen, Ike (AMC/LHXTB)

[JHarris, Henry (AMC/LHADA)

[JHoang, Andrew (AMC/LH)

[JHeang, Danielle {AMC/LH)

[CIHoang, Eric (AMC/LH)

[JHummer, Hershel (AMC/LH)

[Jirinski, Ivan (AMC/LHADA)

[JIverson, John (AMC/LHAD)

[3erris, Jane (AMC/LHADA)

[karnes, Keith (AMC/LHADB)

[ILawrence, Lance (AMC/LHADB)

[JMartinez, Mary (AMC/LHADB)

[IMichelson, Nancy (AMC/LHXT)

CMucker, Mark (AMC/LH)

CIMance, Nolan {(AMC/LHAC)

[Jo'Connor, Olive (AMC/LHADC)

[Jolson, Peter (AMC/LHACA)

[JParsons, Patricia (AMC/LHADC)

[CJQuarles, Richard (AMC/LHACB)

[JReid, Richard (AMC/LHXTA)

[JRhone, Ronald (AMC/LHADC)

[Jsorenson, Sarah (AMC/LHAC)

[Istewart, Tammy (AMC/LHADA)

[JTarman, Timothy (AMC/LHXSA)

CIudell, Vincent (AMC/LHADB)

CUlanow, Uli (AMC/LHXSA)

CVinson, Violet (AMC/LHXSB)

CIwilliams, Wilson (AMC/LHXSB)

[I¥atey, Zane (AMC/LHADC)

[¥eakley, Yolanda (AMC/LHXSB)

[JZurbriggen, Zack (AMC/LHXTA)

[submit][{eset]

[ Data Maintenance Menu ]

Please send comments/suggestions about this form to CAS2Net Support
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Assign Employees to a Supervisor

= Verify the selected employees have been assigned to the supervisor

= Repeat for each supervisory role held by the selected supervisor by clicking on each of
the levels of supervisor radio buttons

\Cqm
] |
BDemo

Contribution
Planning

Mid-Point Review
Self-Assessment

Annual Appraisal
Self-Assessment

Reports

Closeout Self-
Assessment

eDocuments

Contribution
Planning

Assign Employees to a Supervisor

Supervisor: Arnold, Bob (AMC/LH) ~| Sort By: ® Name O Org
® First Level Supervisor ) Supervisor 2 ) Sub-Panel Meeting ' Paypool Manager _' CSF

® 2015 O 2016

” [l Check/Uncheck All |
M appleton, Adam A[AMC/LHA) M Artis, &my (AMC/LHXTA)
1 Butler, Bryce (AMC/LHXTA) Dancy, Dyvanne (AMC/LHXTB)
1Emerson, Erica (AMC/LHXTE) W Evans, Francis (AMC/LHX)
| Clarndt, Aaron (AMC/LHXTA) || O Babbitt, Chris (AMC/LHXSA) |
| [IBracken, Billy (AMC/LH) ” [1Burns, Barry (AMC/LHACA) |
| [Jcavasos, Carmen {AMC.ILHKTBju [ Celon, Connie (AMC/LHACA) |
[ Curtiss, Dan (AMC/LHA) [] ronaldson, Dennis (AMC/LHACE)
MEismme Erme FARASN LASDY MEarmeurmacth Cead FAR/SA DASOY
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Acqm Exercise 2
Assign Employee to User Group

Required step before you can assign an employee to a supervisor:
« Assign an employee to a User Group

— From Data Maintenance, select “"Modify/Archive employee record using query form” and
enter Employee First and Last Name in the form

— Click on employee name from “Matching Criteria” report and obtain the “"Employee Detail”
form

« Select User Group from dropdown list  empioyee(s) matching criteria
(Part 3: at bottom of form)

|Query criteria: (active records only), First Name: i Requery ‘New Query ‘l

1 Show 10ﬂ records per page

ID SSN Ar Name =~ Home Org Career Path Level CPO Series Salary Group Service
2572 -1234 Hoang, Danielle AMC/LH NH 111 7% 0025 30 Employee 0OSD

1 Show 10\ cords per page

[Add an Employee Record] [Data Maintenance Menu]

Employee Detail

BOTTOM

Part 1 - Complete this section for all Demo and Non-Demo employees

ID: 2572
Prefix:
First Name: Danielle

Middle Initial:

Last Name: Hoang Part 3: Complete this section for all employees requiring CAS2Net user accounts
Suffix:

SSN: 227-22-1234 CAS2Net Access: MICAS2Net Access

EMail Address:: EDIPI:

Group: Employee v




Acqm Exercise 3
! Assignh Employee to Supervisor

m Assign Employees to a Supervisor ]
S ® From Data Maintenance,

Reports Please Select a Supervisor to Assign Employees

L ——re—— T e © 0 select “Assign Employees to a

® First Level Supervisor Second Level Supervisor Sub-Panel Meeting Manager Pay Pool Manager Center Senior Functional

Supervisor” and select

Pay Pool Notices Submit| [Reset

e T Supervisor name from
B dropdown list

Offline Interface

Please send comments/suggestions about this form to CAS2Net Support

Check applicable employees
names and click “Submit”

m Assign Employees to a Supervisor
Welcome @

Supervisor: 1030 Dummy, COG AAF (1030) v| Sort By: ® Name _ Org
Reports

Data Maintenance ® First Level Supervisor () Second Level Supervisor () Sub-Panel Meeting Manager . Pay Pool Manager _ Center Senior Functional

Session ® 2016 0 2017

.

Check/Uncheck All

Offline Interface == == - -
Brady, Scott M(1030) Bruner, Kyle M(1030)

Pay Pool Notices

Regional Notices

eDocuments

Gray, Roger E.(1030)

| LJHAMM, WALTER D(1030)

Johnsky, Lauren A(1030)

Juniel, Kenyatta M(1030)

Oatley, David C.(1030)

| (Overman, Rachel L(1030)

Owens, Natasha Mari(1030)

Parsons, Charles D(1030)

Stephens, Maurice B.(1030)]|

Taylor, Anthony (1030)

Warner, Matthew S(1030)

Submit| | Reset

[ Data Maintenance Menu |



Contribution
Planning

Mid-Point Review
Self-Assessment

Annual Appraisal
Self-Assessment

Reports

Closeout Self-
Assessment

eDocuments

Welcome

Appraisal Status
and Lock

Reports
(SR
Data Maintenance

Session
Maintenance

Offline Interface
Pay Pool Notices
Demo Reset

eDocuments

Replace Supervisor Assignments

Data Maintenance

Data Maintenance Menu

Modify/Archive employee record using query form
Modify/ Archive employee record using quick pick list

Insert New Employee Record

Assign Supervisors to an Employee
Assign Employees to a Supervisor

Replace Supervisor Assignments

eDocuments Maintenance

Replace PAS Code

Replace Office Symbol

Maintain Pay Pool

Click “Data
Maintenance” from the
Navigation Bar

CAS2Net refreshes the
screen to display the
Employee Maintenance
Menu

Select the “Replace
Supervisor
Assignments” link

Use this option when a
supervisor is replaced
by another person
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Contribution
Planning

Mid-Point Review
Self-Assessment

Annual Appraisal
Self-Assessment

Reports

Closeout Self-
Assessment

eDocuments

Welcome

Appraisal Status
and Lock

Reports
Data Maintenance

Session
Maintenance

Offline Interface
Pay Pool Notices
Demo Reset

eDocuments

Update Supervisor Assignments

Cycle Year:

02015 and 2016
® 2015 Only
2016

C Only

Manager Level:

[ Data Maintenance Menu ]

Please send comments/suggestions about this form to CAS2Net Support

Replace Supervisor Assignments

The “Replace Supervisor
Assignments” screen is
displayed

Select a supervisor
name from the “Original
Supervisor” dropdown
list
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Select which level of

supervision you want to
replace assignments for
the selected supervisor

Select the name of the
supervisor you want to
replace assignments with
from the “Replacement
Supervisor” dropdown

To clear selections, click

the “Clear” button

To submit changes, click
the “Update” button

Replace Supervisor Assignments

\cqm
'n
MDemo

Contribution
Planning

Mid-Point Review
Self-Assessment

Annual Appraisal
Self-Assessment

Reports

Closeout Self-
Assessment

eDocuments

Welcome

Appraisal Status
and Lock

Reports
Data Maintenance

Session
Maintenance

Offline Interface
Pay Pool Notices
Demo Reset

eDocuments

Update Supervisor Assignments

Cycle Year:

02015 and 2016
® 2015 Only
22016

C Only

Manager Level:

@ First Level Supervisor
O Supervisor 2

O Sub-Panel Meeting

O Paypool Manager

QcsF

Original Supervisor:
Arnold, Bob (AMC/LH) v
Replacement Supervisor:

Freeman, Francis (AMC/LH) [

[ Data Maintenance Menu ]

Please send comments/suggestions about this form to CAS2Net Support
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= CAS2Net displays a
message indicates
the number of
successful
replacements
between the two
selected supervisors

Replace Supervisor Assignments

\cqm
n

BDemo

Contribution
Planning

Mid-Point Review
Self-Assessment

Annual Appraisal
Self-Assessment

Reports

Closeout Self-
Assessment

eDocuments

Welcome

Appraisal Status
and Lock

Reporis
Data Maintenance

Session
Maintenance

Offline Interface
Pay Pool Notices
Demo Reset

eDocuments

Update Supervisor Assignments

11 Replacements of Bob Arnold with Francis Freeman

LydCle Yedl.

2015 and 2016
® 2015 Only
Q2016 Only

Manager Level:

® First Level Supervisor
O Supervisor 2

e

) Sub-Panel Meeting
) Paypocl Manager
CSF

=

OO0

Original Supervisor:

Arnold, Bob (AMC/LH) ]
Replacement Supervisor:
Freeman, Francis (AMC/LH) ]

[ Data Maintenance Menu ]

Please send comments/suggestions about this form to CAS2MNet Support
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Generating Reports

= Click “Reports” from the PPA navigation menu. CAS2Net refreshes the screen to display the a list
of reports
= To show the supervisors assigned to each employee, select the “Supervisor Roster by Employee”
reports link

Contribution
Planning

Mid-Point Review
Self-Assessment

Annual Appraisal
Self-Assessment

Reports

Closeout Self-
Assessment

eDocuments

Pay Pool Administrator
Menu

Contribution
Planning

Additional
Feedback

Mid-Point Review

Annual Appraisal

Reports

Pay Pool Administrator Reports

Appraisal Form Parts I, II and III - Single Employees
Appraisal Form Parts I, IT and III - All Employees
CAS2Net Status Report & Excel Spreadsheet
Mid-Point Review - Single Employee
Mid-Point Review - All Employees
Closeout Assessment - Single Employee
Closeout Assessment - All Employees
Appraisal Form Part IT By Employee
Appraisal Form Part II By Supervisor
Appraisal Status Report
Download Employee Data
Employee Roster
Post-Cycle Activity Report
Supervisor Roster by Employee
Supervisor Roster by Supervisor

Zone A/CIP Report
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Acqm
2l
BDemo
| mployos wers

Employee Menu
Contribution
Planning

Mid-Point Review
Self-Assessment

Annual Appraisal
Self-Assessment

Reports

Closeout Self-
Assessment

eDocuments

Pay Pool Administrator
Menu

Contribution
Planning

Additional

Reports

Supervisor Roster by Employee

Report Options

Pay Pool Selection: AMC/ LHﬂ

® PDF
) Excel

Command |Generate

Return to Reports Menu|

Report Format:

CAS2Net refreshes the
screen to display the
Supervisor Roster by
Employee Report
Generation Options

Select a pay pool from
“Paypool Selection”
dropdown

Click the “Generate”
button
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] Reports

Acqm .
B Supervisor Roster by Employee

“'EDemo

CAS2Net generates
the report in PDF

H Employee Name Supervisor, Level 1 Sub-panel Supervisor Paypool Manager
format (or Excel if
O at O Ce Appleton, Adam A, AMC/LHA Francis Freeman Chris Babbitt Bob Arnold
selected; preferred Amdt, Aaron, AMC/LHXTA Francis Freeman Chris Babbitt Bob Arnold
Artis, Amy, AMC/LHXTA Francis Freeman Chris Babbitt Bob Arnold
method) . Babbitt, Chris, AMC/LHXSA Francis Freeman Chris Babbitt Bob Amold
Burns, Barry, AMC/LHACA Francis Freeman Chris Babbitt Bob Arnold
Butler, Bryce, AMC/LHXTA Francis Freeman Chris Babbitt Bob Arnold
Cavasos, Carmen, AMC/LHXTB ke Hansen Chris Babbitt Bob Arnold
Celon, Connie, AMC/LHACA Peter Olson Chris Babbitt Bob Arnold
. . Curtiss, Dan, AMC/LHA ke Hansen Chris Babbitt Bob Arnold
Report dlsplays the I|St Dancy, Dyanne, AMC/LHXTB Francis Freeman Chris Babbitt Bob Arnold
Of emplOyeeS |n the Donaldson, Dennis, AMC/LHACB Richard Quarles Chris Babbitt Bob Arnold
Emerson, Erica, AMC/LHXTB Francis Freeman Chris Babbitt Bob Arnold
Evans, Erin, AMC/LHACB Richard Quarles Chris Babbitt Bob Arnold
SeIeCted pay pOOI Evans, Francis, AMC/LHX Francis Freeman Chris Babbitt Bob Arnold
: H Farnsworth, Fred, AMC/LHACB Richard Quarles Chris Babbitt Bob Arnold
along Wlth thelr Fites, George, AMC/LHXTA Nancy Michelson Chris Babbitt Bob Arnold
1 1 Freeman, Francis, AMC/LH ke Hansen Chris Babbitt Bob Arnold
aSSIQned SuperVISOI’S Garfield, George, AMC/LH ke Hansen Chris Babbitt Bob Arnold
Gonzalez, Helen, AMC/LHAC Dan Curtiss Chris Babbitt Bob Arnold
Grimes, Garth, AMC/LHACB Richard Quarles Chris Babbitt Bob Arnold
Hansen, lke, AMC/LHXTB Nancy Michelson Chris Babbitt Bob Arnold
Harris, Henry, AMC/LHADA Tammy Stewart Chris Babbitt Bob Arnold
Hoang, Andrew, AMC/LH George Fites Chris Babbitt Bob Arnold
Hoang, Danielle, AMC/LH Chris Babbitt Chris Babbitt Bob Arnold
Hoang, Eric, AMC/LH Eileen Daniels Chris Babbitt Bob Arnold
Hummer, Hershel, AMC/LH Peter Olson Chris Babbitt Bob Arnold
Irinski, lvan, AMC/LHADA Tammy Stewart Chris Babbitt Bob Arnold
lverann Inhn AMC/ HAD Nan Curtiss hriz Rahhitf Boh Arnnld
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Use the
Supervisor Roster
Report to review
the supervisory

structure of your

pay pool

Contribution
Planning

Mid-Point Review
Self-Assessment

Annual Appraisal
Self-Assessment

Reports

Closeout Self-
Assessment

Click “Reports”
from the PPA
navigation menu.
CAS2Net refreshes
the screen to
display the list of

eDocuments

Pay Pool Administrator
Menu

Contribution

t Planning
repor S Additional
Feedback
Mid-Point Review
Select the

Annual Appraisal

“Supervisor Roster ..
by Supervisor”
reports link

Reports

Reports

Pay Pool Administrator Reports

Appraisal Form Parts I, II and III - Single Employees
Appraisal Form Parts I, IT and III - All Employees
CAS2Net Status Report & Excel Spreadsheet
Mid-Point Review - Single Employee
Mid-Point Review - All Employees
Closeout Assessment - Single Employee
Closeout Assessment - All Employees
Appraisal Form Part II By Employee
Appraisal Form Part IT By Supervisor
Appraisal Status Report
Download Employee Data
Employee Roster
Post-Cycle Activity Report
Supervisor Roster by Employee
Supervisor Roster by Supervisor
Zone A/CIP Report
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] Reports

= CAS2Net refreshes the screen to display the Supervisor Roster by Employee Report
Generation Options

= Select a pay pool from “Paypool Selection” dropdown
= C(Click the “Generate” button

Supervisor Roster by Supervisor

Contribution Report Options

Planning

Pay Pool Selection: AMC/LH V|

Mid-Point Review

Self-Assessment 0]
Report Format: -~ ALF

i ) Excel
Annual Appraisal
Self-Assessment Command:

Reports

Return to Reports Menu|

Closeout Self-
Assessment

eDocuments

Pay Pool Administrator
Menu

Contribution
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CAS2Net generates the

report in PDF format Acam

Reports

Employee Name

Hoang, Danielle , AMC/LH
Tarman, Timothy , AMC/LHXS,
Ulanov, Uli , AMC/LHXSA

Gonzalez, Helen , AMC/LHAC
Iverson, John , AMC/LHAD
Nance, Nolan , AMC/LHAC

(or Excel if selected) -=Demo Supervisor Roster

aypool Manager Sub-panel Supervisor First Level Supervisor
Report d|sp|ays the ob Armold, AMC/LH Chris Babbitt Chris Babbitt
breakdown of the N
supervisory structure
for the selected pay Eilen Danels

pool

Hoang, Eric , AMC/LH
Sorenson, Sarah , AMC/LHAC
Vinson, Violet , AMC/LHXSB
Williams, Wilson , AMC/LHXSE
Yeakley, Yolanda , AMC/LHXS

Francis Evans

Michelson, Nancy , AMC/LHXT

Francis Freeman

This report is
essentially a wiring
diagram for the
organization displayed
horizontally rather than

Appleton, Adam A, AMC/LHA
Amdt, Aaron , AMC/LHXTA
Artis, Amy , AMC/LHXTA
Babbitt, Chris , AMC/LHXSA
Bums, Barry , AMC/LHACA
Butler, Bryce , AMC/LHXTA
Dancy, Dyanne , AMC/LHXTB
Emerson, Erica , AMC/LHXTB
Evans, Francis , AMC/LHX
Quarles, Richard , AMC/LHACI

George Fites

vertically

Hoang, Andrew , AMC/LH
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- Reports

n
" AN
Planning Employee Data”

Appraisal Form Parts I, IT and III - Single Employees
Mid-Point Review PP ! 9 proy

Self-Assessment Appraisal Form Parts I, IT and III - All Employees report IS actua”y
Annual Appraisal CAS2Net Status Report & Excel Spreadsheet a download to
Self-Assessment Mid-Point Review - Single Employee
Reports Mid-Point Review - All Employees CSV
Closeout Self- Closeout Assessment - Single Employee
Assessment Closeout Assessment - All Employees
eDocuments Appraisal Form Part IT By Employee | It |S USEfUI for
Appraisal Form Part II By Supervisor d E
. ownloading
S |

Download Employee Data emp Oyee data
Weicome Employee Roster in CAS2Net for
Reports Post-Cycle Activity Report

local use

TE O e e Supervisor Roster by Employee

i S i Roster by Si i
Session upervisor Roster by Supervisor

Maintenance Zone A/CIP Report

Offline Interface
Pay Pool Notices
Demo Reset

eDocuments

This report is best option to see missing

data from an employee record -



] Reports

Download Employee to Spreadsheet File
CAS2Net refreshes the screen to Contrbution
display Download Employee id-pomt Review et

Generation Options Annual Appraisal

Self-Assessment
® Demo employee records only

Records Selection: ~
Reports ' All deme and non-demo employes records
Closeout Self- ~ Pay Pool
Assessment

Pay Pool Manager
eDocuments ¥ Managers Meeting Manager
W 2nd Level Supervisor

¥ 1st Level Supervisor

[] Center Senior Functional
CASZNet ID#

Select a pay pool from “Paypool
Selection” dropdown

Welcome % EDIPI
. 5SS
Select or de-select desired data % SmroEieTe
Data Maintenance Egﬂ I?ateress
elements Session £nd o
Maintenance O PAS Code
Offline Interface Data Fields: ¥ Home Organization
| Nots W Retained Pay Status
. Pay Pool Notices i Presumptive Status
Click the “Generate” button Dermo Reset Temp/perm Fromrion
W cCPO Code
eDocuments ¥ Career Path
¥ Broadband
M Occ Series

Output will be a Comma Separated Zloally s
Values (CSV) file which can be §

imported into Excel or other

M Current 0CS

app|lcatlonS ¥ User Group

Report Format: Comma Separated Values (C5V) file

C d: |Generate
Return to Reports Menu

53



Darlene Costello|Susan Thornto|lon Norman 1E+09|Gonsman |Missy
Darlene Costello|Mark Teskey |John Lyle 1E+09|Cobey Sandra
Darlene Costello|Susan Thornto|Michael Kalna 1E+09|Raobinson|Lisa
Darlene Costello/John Miller  |Mark Murphy 1E+09|Gaylord |Donna
Darlene Costello|Mark Teskey |James Davis 1E+09 |Lopez Juan
Darlene Costello|Susan Thornto|Dwyer Dennis ﬁa—o?&ylord Sharon
Darlene Costello|Mark Teskey |Melissa Applela 1E+09|Le Gladis
Darlene Costello|John Miller  |Valerie Mucl/ Mus Marcia
Darlene Costello|John Miller  |Arnold Bun 1E+09|Blasi Mary
Darlene Costello/John Miller  |Timothy Fulirmg  1E+09|Washihgt{lesse
Darlene Costello|Randall Walde|Niles Cocarfjour | 1E+09|Otis Roger
Darlene Costello|Randall walde|Louis Ruscefta 1E+09|Stryker  |Andrew
Darlene Costello|Randall Walde|Louis Ruscel§fa Brow, Richard
Darlene Costello|John Miller  [Todd Brambl\ 1E+09|Hergdon |Shelley
Darlene Costello Ryﬂgll Me Robyn Warne 1E+03 Si%wski Natali
Darlene Costello|Pavid Walkeﬁ Kelly Tucker +09forbes Sherr{a
Darlene Costellg|Darlene Coste|Ravid Slade 1E+09|Kratz Miclﬁel
Darlene Costel’o David Walker Wr\; Habib 4| 1E+03|Mathews Vidoria
Darlene Costello Jo\n Lyle 1E+09|Maglio I’»lchael
Darlene Costglllo|John Miller  |Tinjothy Fuhrnjd 1E+09|Tanner Ierrick
Darlene Costgllo|David Walker |Kelly Tucker 1E+03|AndersorfRoss
Darlene Costgllo Ralfih DiCicco 1E+09 Bramle Todd
Darlene Costgllo|Darlene Coste|Susdn Thorntgn | 1E+09|Cagli / Amy
Darlene Costgllo/John Miller  |Josdph Jenkinfs | 1E+09 McJola'th Raymo
Darlene Costgllo|Darlene Coste|Joh Miller 1E+09 Dileco Ralph
Darlene Costdllo|David Walker |Kefly Tucker 1E+09 Gulden Clarenc
Darlene Coste“o David Walker er\; Habib 1E+03 I—llt Kevin
Darlene Costel\:u David Walker I‘\ﬁchelle Tri 1E+09|ercado |Jose
Darlene CostellHﬁlph DiCicg 1E+Dg Boulware|Robert
Darlene Costello|Rarlene Costg|Michelle Trigg 1E+ﬁ Habib Mary
Darlene Costello DWr Mary Habib 1Eﬁ9 Rangel [Alvaro
Darlene Costello|Davif§l Walker |Alison Stoggdill Smith Cheryl

109
/

Missing Date: e.g. Sub Pay Pool
Manger, EDIPI, Email address etc.

1

e

1-Oct-99(4ap 9L NH 2 343|DCB Employee
1-Oct-99[pQC 9L NH 2 343|DCB Employee
1-0ct-99(paq 9L MNH 3 343[(DCB Employee
1-Oct-99 JAaX 9L NK 3 344|DCB Employee
11-Nov-07JAQC 9L MH 4| 1102(DCE Employee
10-Aug-03]AQQ 9L MK 3 344(DCB Employee
1-Oct-99)AQC 9L NH 3 343|DCB Employee
1-Oct-99[AQX 9L NH 3 343|DCB Employee
18-Jun-0f[AQ L MNH 2 343|DCB Employee
3-Dec-0Q|AQE 9L NH 3 343|DCB Employee
22-May-13|RCO 9L NH 4 801|LA Employee
30-Aug-1§|RCO 9L NH 4 801|DCB Employee
21-May-03|RCO aL MH 3| 1101|DCB Employee
19-Aug-0) | ACX L MNH 3 301|DCE Employee
1-Jul-0p[RCO 9L NH 4| 1102|DCB Employee
11-Aug-0f|ACQR 9L NH 4 801|DCB Employee
16-Jun-0f[ACQH L MNH 4 343|DCB Supervisor |
10-Feb-0p[AQH 9L MNH 3 301(RUS Employee
27-Jan-0|AQC 9L NH 4| 1102IDCB Supervisor |
7-Oct-04[AQE 9L NH 3 343|DCB Employee
27-Feb-11{AQR 9L MNH 4 201(DCB Employee
10-Aug-03|ACQX 9L NH 4| 1101|DCB Supervisor |
27-Jul-03|AQ1 L MNH 4 343|DCB Supervisor |
7-Sep-03 AQR 9L NH 3| seolpcB  |Employee
24-Oct-100 AQX 9L NH 4| 1101|DCB Supervisor Il
5-Sep-04‘AQR L MNH 4 801|DCE Employee
26—JuI—U4lAClH 9L MNH 4| 1550|RUS Employee
23-Feb-04flnOH 9L NH 3 343[DCB Employee
12-Jun-05(RaX L MNH 4 343|DCB Supervisor |
20-Feb-05 H 9L NH 4| 1101|RUS Supervisor |
15-May-05|£ I aL MH 3 S501[(RUS Employee
25-Jun-os|gfon [ |sL |nm 3| 301|pce  [Pay Pool Admin

VAY%

Office Symbol Consistency
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Ac.q= Reports

BDemo

Other reports available to Pay Pool Administrators

= Contribution Planning — Single Employee (and All Employees)

= Additional Feedback — Single Employee (and All Employees)

= Mid-Point Review - Single Employee (and All Employees)

= Closeout Assessment — Single Employee (and All Employees)

= Appraisal Form Parts I, I1, and III - Single Employees (and All Employees)

= CAS2Net Status Report & Excel Spreadsheet shows all appraisal cycle
(contribution plan, mid-point review, closeout, annual appraisal) employee/supervisor
statuses for pay pool

= Contribution Planning Status shows status only for Contribution Planning

= Post-Cycle Activity Report shows leavers, joiners, temporary and permanent
promotions during the Post-Cycle

= Zone A/CIP Report shows Zone A employees that will require CIPs
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e Enable Mandatory Objectives

= From Data Maintenance, click on “"Maintain Pay Pool”

Acqm
[ [ |
WDemo

Contribution =

Mid-Point Review
Self-Assessment

Modify/Archive employee record using guery form
Annual Appraisal

Self-Assessment Modify/Archive employee record using quick pick list
Reports Insert New Employee Record

Closeout Self-

Assessment Assign Supervisors to an Employee
eDocuments Assign Employees to a Supervisor

Replace Supervisor Assignments

eDocuments Maintenance

Contribution
Planning

Replace PAS Code
Replace Office Symbol

Additional
Feedback

Mid-Point Review Maintain Pay Pool

Annual Appraisal

Closeout
Assessment

Welcome

Appraisal Status
and Lock

T
Data Maintenance
Uinne interiace
Pay Pool Notices

eDocuments
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Acqm
| Enable Mandatory Objectives by Pay Pool

BDemo

= Select pay pool from drop down list
= Select YES for “Allow Contribution Planning Mandatory Objectives”
= (Click “Update”

Acqm
[ | ]
BMDemo

Maintain Pay Pool

Contribution Pay Pool: AMC/LH|v|
Planning

i i i jecti ¥, (O]
Mid-Point Review Allow Contribution Planning Mandatory Objectives? @®Yes (No
Self-Assessment
Release current cycle appraisals for review with employees? ®Yes U No
Annual Appraisal

Self-Assessment

Reports _
[ Data Maintenance Menu ]
Closeout Self-
Assessment Please send comments/suggestions about this form to CAS2Net Support

eDocuments

Pay Pool Administrator
Menu

Contribution
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Acqm

[ | |
HEDemo

Contribution
Planning

Mid-Point Review
Self-Assessment

Annual Appraisal
Self-Assessment

Reports

Closeout Self-
Assessment

eDocuments

Pay Pool Adi
Menu

Contribution
Planning

Additional
Feedback

Mid-Point Review
Annual Appraisal

Closeout
Assessment

Welcome

Appraisal Status
and Lock

Reports

Data Maintenance

Nfflina Tntarfara

View Mandatory Objectives in CP

Contribution Planning for Francis Freeman

Year: 2016 v|

First Level Supervisor: Ike Hansen

Greailiand Occupational Series: Career Path:
Level:
II 318 - Secretary NK - Administrative Support

Contribution Planning Effective Date: | 10/01/2015

4 October 2015 >
Su Mo Tu We Th Fr Sa

1|2 3
4 5 6 7 8 9 10
11 12 13 14 15 16 17
18 19 20 21 22 23 24
25 26 27 28 29 30 31

Contribution Plannina Input:
Mandatory Objectives
None

Individual Objectives

Expected
0OCS Range:
43 - 46 - 50

(Characters used: 0 of 6000)
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] | Superuser - Change Role

Click “Session Maintenance” from the Navigation Bar to change role. CAS2Net refreshes the screen to display the
Session Maintenance screen

To change role to a Pay Pool Administrator, select a name from the dropdown that corresponds with the “Pay Pool Admin”
User Group

Click the “Change to Selected” button

Acqm
[ ]
EDemo

Session Maintenance
Contribution
Planning

: B B Employee Ackeret, Tara (AMCOM) ﬂ Change to selected
Mid-Point Review
Self-Assessment Full Access Battista, Sam (AMC/LH) 'v| [Change to selected
S G e i i i [v| [Change to selected|
Self-Assessment Multi-Paypool 1 Martinez, Caroline (ACQDEMO‘J Change to selected
Reports Pay Pool Admin JFreeman, Francis (AMC/LH) ﬂ Change to selected
Closeout Self- Paypool Manager Arnold, Bob (AMC/LH) ﬂ Change to selected
Assessment
Sub-Panel Manager Curtiss, Dan (AMC/LHA) ﬂ Change to selected
eDocuments
Superuser Army, Joe (Army) ﬂ Change to selected
Supervisor I Babbitt, Chris (AMC/LHXSA) [v| |Change to selected
Supervisor IT Daniels, Eileen (AMC/LHXSB) |v| [Change to selected
Welcome
Reports

Data Maintenance
Maintenance
Offline Interface
Pay Pool Notices

Demo Reset

eDocuments
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- Superuser - Change Role

CAS2Net refreshes the screen to display selected Pay Pool Administrator Welcome screen

Session Maintenance screen displays the role you‘ve temporarily changed to along with the “Revert to Self”
button

The top right screen header now reflects the new role you have temporarily assumed. You can also use the
“Revert” hot link to change to back to your original role

ACq- pu are acting as Francis Freeman
.. | Change Session | Logout
EDemo
Session Maintenance
|
Planning

Revert Garfield, George (AMC/LH) E Revert To Self

Mid-Point Review

Self-Assessment Employee Appleton, Adam A(AMC/LHA) E |Change to selected|
- |
‘;gl?f':;;[:;:ﬁ;ﬁ;l Pay Pool Admin Freeman, Francis (AMC/LH) E Change to selected
I
Closeout Self- Paypool Manager Arnold, Bob (AMC/LH) E |Change to selected|
A t
ssessmen Sub-Panel Manager Curtiss, Dan (AMC/LHA) E |Change to selected|
Reports
Superuser Hoang, Eric (AMC/LH) E |Change to selected|

Si i I Fites, G AMC/LHXTA Ch t lected
Pay Pool Administrator upervisor ites, George ( S ) E | ange to selecte |
Menu Supervisor II Daniels, Eileen (AMC/LHXSB) E |Change to selected|

Appraisal Status
and Lock

Reports
Data Maintenance
Offline Interface

Paypool Notices
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Acqm
|

BDemo

eDocuments Module

eDocument Status - Annual Appraisal(s) for Year: (2015 :

Contribution
Planning

Mid-Point Review
Self-Assessment

Annual Appraisal
Self-Assessment

Reports

Closeout Self-
Assessment

eDocuments

Full Access User Menu

Welcome
Reports
Data Maintenance

Session
Maintenance

Offline Interface
Pay Pool Notices
Demo Reset

eDocuments

Employee

Employee Supervisor sl\flanatger eDocument
Signature Signature DL Status
(Optional)

No Employees Selected

Key:
¢

28

Complete.

Incomplete.

Not Provided.
Pending Final Approval. Employee Annual Appraisal decument is not ready for signatures.

Note that
eDocuments
will be
available once
the pay pool
results are
approved and
released at
the end of
the pay pool
process
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Acqm
] eDocuments Module

BDemo

At year end, the Employee and 1st Level Supervisor will sign the Annual Appraisal and save it in the
CAS2Net Document Repository. A manager’s signature is optional. Users may click the eDocuments
link in the navigation menu bar to access the CAS2Net Document Repository.

eDocument Status - Annual Appraisal(s) for Year: |2014j

Contribution
Planning Employee

Employee Supervisor Manager Signature eDocument
Signature Signature (Optional) Status

Mid-Point Review

Self-Assessment Adam A. Appleton @
Annual Appraisal ’

Self-Assessment Amy Artis @ @

Reports

Carmen Cavasos
Closeout Self-
Assessment

Dan Curtiss
eDocuments

Dyanne Dancy

Supervisor I Menu
Erica Emerson

Contribution
Planning Francis Evans
Additional

Feedback Francis Freeman @ @

Mid-Point Review

RIR KK KKK

George Garfield

Annual Appraisal

Closeout Key:
Assessment @

Complete.
Welcome @ Incomplete.
Reports Not Provided.
eDocuments
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Ac
.q= eDocuments Module

BDemo

For supervisors and managers, the eDocuments Status page lists Annual Appraisals by employee for a
given cycle.

= Use the Year dropdown to select a fiscal year

= C(Click the Employee Name link to go to the eDocuments update page

Acqm
(]
MDemo

eDocument Status - Annual Appraisal(s) for Year: 2014j

Contribution
Planning Employee

Employee Supervisor Manager Signature eDocument
Signature Signature (Optional) Status

Mid-Point Review

Self-Assessment Adam A. Appleton
Annual Appraisal —
Self-Assessment < Amy Artis ) @ @
Reports e ——

Carmen Cavasos
Closeout Self-
Assessment

Dan Curtiss

eDocuments

Dyanne Dancy

Supervisor I Menu
Erica Emerson

Contribution

Planning Francis Evans
Additional
Feedback Francis Freeman @ @

Mid-Point Review

KK KKK KK KK

George Garfield

Annual Appraisal

Closeout Key:
Assessment @

Complete.
Welcome m Incomplete.
Reports Not Provided.
eDocuments
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eDocuments Module

You'll need to get
the Annual
Appraisal to attach
your signature.
For the first
person to sign,
CAS2Net provides
a report link to
generate the PDF
file

Click the
Generate Adobe
PDF File link to
produce an
unsigned copy of
the CAS2Net
report “Appraisal
Parts I,II, and III”

Acom
[ | |
MDemo
eDocument - 2014 Annual Appraisal for Amy Artis
Planning

Mid-Point Review
Self-Assessment

Annual Appraisal
Self-Assessment

Reports

Closeout Self-
Assessment

eDocumenis

Welcome

The 2014 Annual Appraisal for Amy Artis has.a

To request a new document, click the CAS2Net report link$ Generate 2014 Annual Appralsal PD
You will need to save the generated report file to your compute™ M =sisaiag dia
CAS2Net Document Repaository.

To upload a signed document, use the browse button below to locate your saved document and click
"Upload File".

File to upload: Browse... Upload File

Note. Refer questions related to this document to the Pay Pool Administrator
or Amy Artis's 1st Level Supervisor, Ike Hansen.
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Adobe’ Reader’ XI

Version 11.0.13

Copyright © 1984-2012 Adobe Systems Incorporated and its licensors. All Rights Reserved.

Adobe, the Adobe logo, and Acrobat are either registered trademarks or trademarks of Adobe
Systems Incorporated in the United States and/or other countries. All other trademarks are the
property of their respective owners.

Copyright 2003-2015 Solid Documents, LLC

OCR technology by Image Recognition Integrated Systems S.A. Copyright 1987 - 2012, I.R.1.S. S.A.
All rights reserved.

Portions are the result of a cooperative development process by Adobe Systems Incorporated and
Microsoft Corporation.

Portions copyright Intel Corporation
Portions copyright Right Hemisphere, Inc.

Portions utilize Microsoft Windows Media Technologies. Copyright (c) 1999-2002, 2006 Microsoft
Corporation. All Rights Reserved.

Third Party notices, terms and conditions pertaining to third party software can be found at
http://www.adobe.com/go/thirdparty and are incorporated by reference herein.

Credits

Adobe Reader 11
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] Use Adobe to Sign the Appraisal

= Use Windows File Explorer to locate the PDF file
= Double-click on file name

-~

[] Name Date modified Type Size

o Appraisal Parts LI, and [l 9/9/2015 10:03 AM Adobe Acrobat D.. 18 KB
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= Click the Fill & Sign toggle at top left button

= Click Sign with Certificate within the Work with Certificates group

r'@ AdamAppleton_Appraisal.pdf - Adobe Reader B . J/ — )
|£i|e Edit View Window Help ! |
=) open | B 2 e B & | /4 | | e | Tools | Fill & Sign = Commy J

CCAS SALARY APPRAISAL DOCUMENT FOR 2014

Part I: CCAS Salary Appraisal Form

Name: Adam A. Appleton Series: 1550 Appraisal Period:
CAS2NetID: 2612 Broadband Level: From: 01-OCT-13
Organization: AMC/LHA Retained Pay: No To: 30-SEP-14
Career Path: NH Presumptive: None

Approved By: Sam Battista, Pay Pool Manager Effective Date of Appraisal: January 1, 2015

Discuss evaluation with employee and obtain signature confirming discussion. Signature of employee does not constitute agreement with
CCAS appraisal.

Date

Supervisor Print / Sign Date

Employee Print / Sign Date

2014 Appraisal Detail Factor Category Score Numeric Score

Overall Contribution Score (OCS) 69 Problem Solving 3M 68
Expected Contribution Score: 67 Teamwork/Cooperation 3M 87
Expected Contribution Range 64 -71 Customerl Relatlon§ ) M 67
Delta OCS 2 Leadership/Supervision M 72
Communication M 70
Resource Management M 67

» Fill & Sign Tools
» Send or Collect Signa

¥ Work with Certificates

[£F Sign with Certificate

;”LL; Time Stamp Document

Use Adobe to Sign the Appraisal
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Use Adobe to Sign the Appraisal

The message box below appears

= Click the Drag New Signature Rectangle ... button

Adobe Acrobat

— — )

signing process.

‘-.I To begin signing, choose the 'Drag New Signature Rectangle’ button, and then
L' drag out the area where you would like your signature to appear. Once you
finish dragging out the desired area, you will be taken to the next step of the

Drag Mew Signature Rectangle ... l [ Cancel ]
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Use Adobe to Sign the Appraisal

= Drag a box at the appropriate signature blank
= Choose certificate from the Sign Document dialog box

= (Click the Sign button

TE AdamAppleton_Appraisal.pdf - Adobe Reader = B X
|Ei|e Edit View Window Help ®
[ open | B2 oe B a | /4 | | 7] = | Tools | Fill & Sign | Comment

CCAS SALARY APPRAISAL DOCUMENT FOR 2014

Part I: CCAS

Salary Appraisal Form

Approved By: dttista, Pay k.

Discuss evaluation
CCAS appraisal.

yyee and obtain signature e,

[y

Supervisor Print / Sign

Employee Print / Sign

Name: Ad2~ " “npleton Series: 1550 Appraisal Period:
CAS2NetID: - Broadband Level: Erom: 01-0CT-13
Organization: Retained Ppa AL - .
Career Path: Presumptiy Sign Document @

SELF-CR| BOEHM.KARL.M.1292860206 (DOD CA-32) 2017884 @

BOEHM.KARL. acivisanm.ss2ss0206

DN: c=US, o=1L.5. Government,
M.12928602(Q ouw=0op, cu=pki,
ou=CONTRACTOR,
6 cn=BOEHM.KARLM.12028560206
Date: 2016.03.21 12:16:20 -04'00"

Certificate Issuer: DOD CA-32

2014 Appraisal Detail

Overall Contribution Score (OCS) 69 Probl: o
o Tean DLocl_( Document After Signing @
Expected Contribution Score: 67
Expected Contribution Range 64-71 f”sdt'
Delta OCS 2 cady - Click Review to see if document content
Comfl @ oy et signing
Resd)|
Compensation Detail sign | [ Concel |
$67,666 Current Rate of Base Pay
+ RT7  Ranaral Dav Increaca 1oL “

»Fill & Sign Tools
» Send or Collect Signatures
¥ Work with Certificates

[& signwith Certificate

@ Time Stamp Docurment
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- Use Adobe to Sign the Appraisal

= If prompted, enter your CAC PIN

=
ActivClient Login

Actividentity

ActivClient

Flease enter your PIN.

PIN |

Cancel |
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Save the Signed File

= At the prompt to save, either leave the file name as is or choose a new one

[[] Name

Date modified

Type

Size

“X Appraisal Parts Il, and Ill

9/9/2015 10:03 AM

Adobe Acrobat D...

18 KB
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- Upload the Signed File

= Use the Browser

eDocument - 2014 Annual Appraisal for Aaron Arndt

to locate the file - :
YOU ]USt Slgn6d _ p— Date Post

Appraisal Parts LII, and IIL.pdf 09-SEP-2015 11:06:51 AM

Click the file name link to open the document. To save to your computer, right diick the file name and

= Click Upload File choose “Save Unk As...”

to m a ke the fl |e fmg ": uoood documant, use the browse button below to locate your saved documaent and click
avalla ble for the File to upload: I Browse... ] Upload File

et persOn 0

sign it or to make .

. . Employee Name: Date Signed:

it available for v Sgnature 09/09/2015 [Calendar
Certified
Complete Sipnature Method: Digital Handwritten Dedined to Sign

sending to the
employee’s eOPF
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eDocument Status - Annual Appraisal(s) for Amy Artis

Contribution
Planning

Mid-Point Review
Self-Assessment

Annual Appraisal
Self-Assessment

Closeout Self-
Assessment

Reports
eDocuments

Welcome

Year eDocument Employee Supervisor I_Aanager
Status Signature Signature Signature
{Optional)
2016 22
2015 .22
2014 %4 %4 %
Key:
e Pending Final Approval. Employes Annual Appraisal document is not ready for
signatures.
(blank)  Not Provided.
@ Incomplete.
E%4 Complete.

AcgDemo Training
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CAS2Net for
Employees and Supervisors

Contribution Planning
Annual Appraisal

2016



Contribution Planning



Acqm
N

BDemo

Contribution Planning — Employee

=  Click “Contribution Planning” from the navigation bar. CAS2Net refreshes the screen to display the “Contribution
Planning” screen

= After discussion with their supervisor, employees can initiate the Contribution Planning process if there is no current
planning by entering text and clicking on the Save button. This creates a draft plan that both employee and supervisor
can view and edit.

=  Mandatory Objectives are read-only to employees

Acqam
N |
HWDemo

Contribution Planning for Amy Artis

Contribution
Planning

Mid-Point Review
Self-Assessment

Annual Appraisal
Self-Assessment

Reports

Closeout Self-
Assessment

eDocuments

Welcome

Year: 2016V

First Level Supervisor: Ike Hansen
Broadband
Level:

Occupational Series: Career Path: Expected

NH - Business Management And Technical

I 318 Secretary Management Professional

54 - 58 - 62

Contribution Planning Effective Date: 10/01/2015

4 October 2015 1
Su Mo Tu We Th Fr Sa

1123
4 5 6 7 8 9 10
11 12 13 14 15 16 17
18 19 20 21 22 23 24
25 26 27 28 29 30 31

Contribution Planning Input:
Mandatory Objectives
None

Individual Objectives

/Emglozee Narrative Co@f_e'!\ ‘ Save ’Exlt "
v

OCS Range:

»= Once employee is ready to

submit the draft plan to their
supervisor, the employee checks
the Release to Supervisor box
and clicks on Save to release the
plan to the supervisor. Once
released, modifications to
existing plans must be initiated
by the Supervisor

As long as status remains “In
Progress”, the employee may
later clear the “Release to
Supervisor” checkbox and “Save
to let the supervisor know that
employee input is incomplete.
Once the supervisor finalizes the
plan and submits it to employee,
only the supervisor can modify
the plan

”
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Acqm
|

BDemo

Contribution Planning — Supervisor

= The supervisor will see a list of employees assigned to him or her. The “Contribution
Planning Status” column indicates whether the contribution plan is complete,

incomplete, or no plan provided

= Supervisor selects an employee name from the list provided

Acqm
[ | |
HWDemo

Employee Menu

Contribution
Planning

Mid-Point Review
Self-Assessment

Annual Appraisal
Self-Assessment

Reports

Closeout Self-
Assessment

eDocuments

Supervisor I Menu

Contribution
Planning

Additional
Feedback

Mid-Point Review
Annual Appraisal

Closeout
Assessment

Welcome
Reports

eDocuments

Contribution Planning Status

Year: 2016

Employee

Employee Input | Contribution Planning Status

Adam A. Appleton

Amy Artis

b4

Carmen Cavasos

Dan Curtiss

Dyanne Dancy

Erica Emerson

Francis Evans

Francis Freeman

George Garfield

Key:

Contribution Planning Complete.

@ Contribution Planning Incomplete.

No Centribution Planning Provided.

CAS2Net lists employees assigned to the \
logged on supervisor along with Contribution
Planning status information:

+ Employee Name

+ Employee Input Status
» Contribution Planning Status

Status values for each column include:
Green ‘checkmark’ = ‘Complete’
Red ‘X’ = ‘Incomplete’ (In Progress)
(blank) = Not Provided

Note: In this example, Amy Artis has
completed her input to her supervisor and the
supervisor needs to finalize her plan to
complete the process.
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Acqm . i i
| Contribution Planning — Supervisor

BDemo

A = CAS2Net refreshes screen with

speme - _ _ last saved text for selected

Contribution Planning for Amy Artis employee

Lousiite Year: [2016 . -

Mid-Point Review First Level Supervisor: Tke Hansen . The SU pe rV|50r ed Its a nd ente rS

Self Hircadl N i Occupational Series: Career Path: izt )

Annual Appraisal LE;EI. 318 - S NH - Business Management And Technical USSR teXt as need ed for M a ndatory

Self-Assessment BT Management Professional o=l I . .

and Individual Objectives

Closeout Self- Contribution Planning Effective Date: 10/01/2015 .

Pliete: © onor a0 > = “Save” button will save changes

eDocuments Su Mo Tu We Th Fr Sa - . .
12 3 to the “Contribution Planning”
) 4 5 6 7 8 9 10
11 12 13 14 15 16 17

18 19 20 21 22 23 24 form

Contribution 25 26 27 28 29 30 31

Planning

= After the supervisor meets with

Feedback Contribution Planning "In Progress": aciive

Mandatory Objectives the employee to review the
— “Contribution Planning” content,

Assessment

welcome the supervisor selects the date
fevers and method of communication
s my e and clicks “Submit” indicating
the “Contribution Planning”
process is complete.
=  Note: The "Submit” button is

Method of Communication: Date Conducted: d/:gab/ed Unt/'/ the date

o 4 September 2015 &
e 0 [Fee Su Mo Tu We Th Fr Sa

At e S [a[als conducted is selected. Once the
[JVideo Conference 6 7

Dema date is selected, the "Submit”
o : button becomes active
e T

Session Active 08 SEPTEMBER 2015 15:48:37 78

Mid-Point Review



- Contribution Planning - Supervisor

Acqm
.=Demo =  The Contribution

. Planning Status
[ mpiorserens Contribution Planning Status screen reflects
Contribution

Planning Year: |2015j the SU perV|SOr

Mid-Point Review

Seli-Assessment Employee Employee Input | Contribution Planning Status has Com pleted
A 1A isal
Self Assesament the process

Adam A. Appleton

Reports
Amy Artis £ E%4

Closeout Self-

Assessment

Carmen Cavasos
eDocuments

Dan Curtiss
Contribution Erica Emerson
Planning

.. Francis Evans

Additional
Feedback

Francis Freeman
Mid-Point Review

George Garfield

Annual Appraisal

Closeout Key:
Assessment =
E%4 Contribution Planning Complete.
Welcome
g Contribution Planning Incomplete.
Reports No Contribution Planning Provided.
eDocuments 79



- Contribution Planning — Supervisor

=  If later modifications to a plan are needed, click on the Contribution Planning from the Supervisor Menu and
select affected employee and CAS2Net refreshes the screen to display the “Contribution Planning” screen for
selected employee

=  “Contribution Planning” input text box is pre-filled with the most recently saved content—if available
. Hot links provide read-only access to previously submitted “Contribution Planning” content
Acqm
[ | |
WDemo

Contribution Planning for Amy Artis
Contribution Year: lm

Planning

Mid-Point Review First Level Supervisor: Ike Hansen

Self-Assessment Bni:]’z::.nd Occupational Series: Career Path: D‘é’;p;;:]?e_
Annual Appraisal N _
Self-Assessment 54 - 58 - 62

NH - Business Management And Technical

m Sl - BRIy Management Professional

Reports

Contribution Planning - Effective 010CT15 as of 09/08/2015 15:50: active
Mandatory Objectives
None

Closeout S

locuments

Supervisor I Menu

Contribution

HOt Llnk Planning

Additional Individual Objectives
Feedback ithis is my objective

Mid-Point Review
Annual Appraisal

Closeout
Assessment

Welcome

Reports
Method of Communication: Date Conducted:| 09/08/2015
+|Face to Face

eDocuments

TeleConference
Video Conference
Email

Other

Note. The supervisor has posted the closing employee review date; this record is read only. 80



= Only the supervisor can
initiate the modification of
Contribution Planning once
the planning has been
finalized

= This is done by clicking on
the modify button

= Once that is done, both the
employee and supervisor
can modify the planning

= Contribution planning can
be done for the next year

= Just pick the next rating
year from the drop down
list. The employee will
then have two contribution
planning documents, one
for the current year and
one for the next

Acqm
[ ]
EmDemo

Contribution
Planning

Mid-Point Review
Self-Assessment

Annual Appraisal
Self-Assessment

Reports

Closeout Self-
Assessment

eDocuments

Supervisor I Menu

Contribution
Planning

Additional
Feedback

Mid-Point Review
Annual Appraisal

Closeout
Assessment

Welcome
Reports

eDocuments

Modifying a Contribution Plan - Supervisor

Contribution Planning for Amy Artis
Year: 2016 v| {——

First Level Supervisor: Ike Hansen

Broadband . Yo . Expected
Level: Occupational Series: Career Path: 0CS Range:
o 318 - Secretary NH - Business Management And Technical 54-58-62

Management Professional

Contribution Planning - Effective 010CT15 as of 09/08/2015 15:50: aciive
Mandatory Objectives
None

Individual Objectives
ithis is my objective

Date Conducted:| 09/08/2015

Method of Communication:
~Face to Face

TeleConference

Video Conference

Email

Cther

|MDdifyH elete H Exit ‘

Note. The supervisor has posted the closing employee review date; this record is read only.
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Reports for Contribution Planning



] Contribution Planning Report — Employee

= (lick "Reports” from the navigation bar. CAS2Net refreshes the screen to display the
“Employee Reports” list

= (lick “Contribution Planning” from the reports list (first item on the list). Note: If a
report is not provided as a hotlink, it means the desired report is not accessible to
you at that point in time

Acqm
[ | |
BDemo

Reports
Contribution Employee Reports
Planning
Contribution Planning

Mid-Point Review —
Self-Assessment Additional Feedback

Annual Appraisal Annual Appraisal Self-Assessment

Self-Assessment Appraisal Form Parts I, IT and III - Single Employees
C Reports ) Mid-Point Self-Assessment

Closeout Self- Mid-Point Review

Assessment

eDocuments

Welcome
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Acqm

- Contribution Planning Report — Choose Year
BDemo

Acqm
[ | |
MDemo
Contribution Planning - Single Employee
Contribution Report Options
Planning
E | Selection: AMC/LH V| Artis, A hd
Mid-Point Review mployee selection / M [y (g7 M
Self-Assessment
Appraisal Year: 0

Annual Appraisal
Self-Assessment

2011

Reports Command:

Closeout Self- |Return to Reports Menu
Assessment

eDocuments

Welcome
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Acqm
] Contribution Planning Report — Employee
BDemo

= CAS2Net refreshes the screen to display the Contribution Planning report in PDF
format

= The report may be printed using the Acrobat menu bar at the top of the report

Contribution Planning for Amy Artis
Year: 2016

Broadband Level: Occupational Series: Career Path: Expected OCS:

I 318 - Secretary NH - Business Management and 58
Technical Management Professional

Contribution Planning:

Mandatory Objectives
None

Individual Objectives
this is my objective
Method of Communication: Date Conducted: 09/08/15

Face to Face
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T Contribution Planning Report — Supervisor

= (lick “Reports” from the Navigation Bar under the supervisor menu. CAS2Net refreshes the screen
to display the “Supervisor Reports” list

= To view the Contribution Planning report for a single employee, click the “Contribution Planning —
Single Employee” report link

Acqm
N

Reports

Contribution Supervisor I Reports
Planning

Mid-Point Review = = -
Self-Assessment Contribution Planning - All Employees

Annual Appraisal Additional Feedback - Single Employee

Self-Assessment Additional Feedback - All Employees
Reports Appraisal Form Parts I, IT and IIT - Single Employees
Closeout Self- Appraisal Form Parts I, IT and III - All Employees
Assessment Mid-Point Review - Single Employee
eDocuments Mid-Point Review - All Employees

Appraisal Form Part II By Employee

Appraisal Form Part IT By Supervisor

Contribution
Planning

Additional
Feedback

Mid-Point Review
Annual Appraisal

Closeout
Assessment

Welcome
Reports

eDocuments
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T Contribution Planning Report — Supervisor

CAS2Net refreshes the screen to display the “Contribution Plan”, “Report Generation Options”
Select the name of the employee from the “Employee Selection” dropdown

Select the “Appraisal Year”
Click the “"Generate” button

Acqm

| [ |
EDemo
mployee Menu Contribution Planning - Single Employee .

g 9 proy Only employees with
Contribution Report Options Contribution Planning
Planning . . .
LT (e e Employee Selection: AMC/LH v| |Appleton, Adam A v entrles are Included in
Self-As: t .

© 5655""-3“ Appraisal Year: O ;gig dI’OdeWI’] “St
Annual Appraisal
Self-Assessment E )

Comman Generate

Reports
Closeout Self- |Return to Reports Menu
Assessment
eDocuments

Supervisor I Menu

Contribution
Planning

Additional
Feedback

Mid-Point Review
Annual Appraisal

Closeout
Assessment

Welcome
Reports

eDocuments
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Acqm
] Contribution Planning Report — Supervisor

BDemo

= CAS2Net refreshes the screen to display the Contribution Plan for the selected
employee
= The report may be printed using the Acrobat menu bar at the top of the report

Contribution Planning for Amy Artis
Year: 2016

Broadband Level: Occupational Series: Career Path: Expected OCS:

a 318 - Secretary NH - Business Management and 58
Technical Management Professional

Contribution Planning:

Mandatory Objectives
None

Individual Objectives
this 1s my objective
Method of Communication: Date Conducted: 09/08/15

Face to Face
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Annual Appraisal Module



Acam

]
BDemo

Acqm
[ [ |
BWDemo

Annual Appraisal Self-Assessment

Contribution
Planning

Mid-Point Revi
Assecsme

for Amy Artis
Year: 2015

ew

First Level Supervisor: Ike Hansen
Annual Appraisal Bruadba_nd Occupational Series: Career Path: Expected i
Self-Assessment Level: 0CS Range:

Reports

Closeout Self-
Assessment

eDocuments

Welcome

MH - Business Management And Technical

e BLiE - HESR AN Management Professional

Contribution Planning - Effective 010C
Mandatory Objectives
—

55-58-62

Individual Objectives

LB Teamwork / | Customer | Leadership / Communication Resource
Solving Cooperation Relations Supervision Management

Problem Solving

Employee Self-Assessment:

Employee Marrative Complete
Session Active 08 SEPTEMBER 2015 17:28:05

Employee Self-Assessment

The self-assessment screen
displays information about the
employee in the header and
the current contribution plan
(if any) in a box below the
header. The Contribution
Planning box is grayed out to
indicate it cannot be changed
using this screen

There is a tab for each factor
for the employee to enter their
self-assessment. The
employee can enter up to
4000 characters for each
factor (counting non-printable
characters such as line
returns)

The hot link for the factor
brings up a separate screen
with the descriptors and
discriminators for the factor
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Acqm
N

BDemo

LECQI
[ [ |
MDemo

PROBLEM SOLVING - Descriptors and Discriminators

Level

Factor Descriptors and Discriminators:
Problem Solving

Descriptor

Performs activities on a task; assists supervisor or other appropriate personnel.
Resolves routine problems within established guidelines.

Indepedently performs assigned tasks within area of responsibility; refers situations to supervisor or other appropriate personnel when

existing guidelines do not apply.

Takes initiative in determining and implementing appropriate procedures.

Plans and conducts functional technical activities for projects/programs.
Identifies, analyzes, and resolves complex/difficult problems.
Independently identifies and resolves conventional problems which may require deviations from accepted policies or instructions.

Adapts existing plans and technigues to accomplish complex project/programs. Recommends improvements to the design of operation of

systems, equipment, or processes.

Independently defines, directs, or leads highly challenging project/programs. Identifies and resolves highly complex problems not susceptible

to treatment by accepted methods.

Develops, integrates, and implements solutions to diverse, highly complex problems across multiple areas and disciplines.

Anticipates problems, develops sound solutions and action plans to ensure program/mission accomplishment.

Develops plans and techniques to fit new situations to improve overall program and policies. Establishes precedents in application of problem
-solving technigues to enhance existing processes.

Defines, establishes, and directs organizational forces (on challenging and highly complex project / programs). Identifies and resolves highly
complex problems that cross organizational boundaries and promulgates solutions. Resolution of problems requires mastery of the field to
develop new hypotheses or fundamental new concepts.

Assess and provides strategic direction for resolution of mission critical problems, policies, and procedures.

Warks at senior level to define, integrate, and implement strategic direction for vital programs with long-term impact on large numbers of
people. Initiates actions to resolve major organizational issues. Promulgates innovative solutions and methodologies.

Works with senior management to establish new fundamental concepts and criteria and stimulate the development of new policies,
methodologies, and techniques. Converts strategic goals into programs or policies.

Discriminators

Scope/Impact
Complexity/Difficulty

Independence
Creativity

Scope/Impact
Complexity/Difficulty

Independence

Creativity

Scope/Impact

Complexity/Difficulty
Independence

Creativity

Scope/Impact

Complexity/Difficulty

Independence

Creativity
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] Self-Assessment Report

= The report shows the text for all six factors

= There can be up to 4000 characters per factor, including non-printable
characters such as line feeds

Annual Appraisal Self-Assessment for Amy Artis
Year: 2015

Broadband Level: Occupational Series: Career Path: Expected OCS:
I 318 - Secretary NH - Business Management and 58
Technical Management Professional

Contribution Planning:
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Supervisor Annual Appraisal Module



Acqm i
[ Supervisor Modules

BDemo

= Here is the Welcome Screen for a supervisor
= (lick on the Annual Appraisal link to start the appraisal process

(Email not stored Set Email)

Acq. You are acting as Ike Hansen
rl Revert | Change Session | Logout

[ |
HEDemo

Welcome to CAS2Net

This software supports the Department of Defense Civilian Acquisition Workforce Personnel Demonstration Program with the Contribution-based Compensation and Appraisal System (CCAS). CCAS is the
process under which Demonstration employees are evaluated and compensated based on their contribution to the acquisition community mission. CCAS is arguably the cornerstone of the Demonstration
program, being the central intervention from the Title-V civil-service system around which most of the other initiatives revolve. Simplified classification processes facilitate assignment of employees to
the Demonstration program. Similarly, the Federal Employees Pay Comparability Act, Developmental Opportunities Program and Voluntary Emeritus Corps interventions address employee acquisition and
retention issues. These and other interventions supplement the CCAS process and taken together, form a cohesive system for improving the quality of personnel management.

Contribution
Planning

Mid-Point Review
Self-Assessment

Annual Appraisal
Self-Assessment

Reports

Closeout Self-
Assessment

eDocuments

Supervisor I Menu

Contribution
Planning

Additional
Feedback

Mid-Point Review

Annual Appraisal

Closeout
Assessment

Welcome
Reports

eDocuments
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Acqm List of Employees Rated by Supervisor:

| Status of Assessments Dashboard
BDemo

=  Employees who have been in AcqDemo for less than 90 days receive presumptive ratings equal to their
expected score

= Employees who have been in AcqDemo, but who are at the workplace less than 90 days (schooling or
deployed reservist) receive a presumptive score that is either their last score or expected score,
depending on the supervisor’s input

» One self-assessment is complete

Acq. You are acting as Ike Han:
Revert | Change Session | Log
[ [ |
MDemo

Annual Appraisal Status

Contribution

Plannin g Year: 2015

Mid-Point Review
Self-A t Employ Self-Assessment || Supervisor Narrative || Categorical Status | Numerical Status || Employee Review | Presumptive Status

Annual Appraisal

Self-Assessment Adam A. Appleton None

Reports Amy Artis —

(Emezomi Sl Carmen Cavasos ene

Assessmen t

eDocuments Dan Curtiss M)
Dyanne Dancy None

Erica Emerson Due To Circumstance (Recertify)

Contribution

® %% Eﬁqﬁﬁ
R EEREREE
BEEEEEEREE

RIRK KERRK

Francis Evans None
Plannin g
Additional Francis Freeman None
Feedback

George Garfield None

Mid-Point Review

Annual Appraisal Key:

Closeout Annual Appraisal Complete.
(ECEEATIENE @ Annual Appraisal Incomplete.
Welcome No Annual Appraisal Provided.
Reports

eDocuments
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Acam

]
BDemo

Note header
information and
Contribution Plan

at the tOp ie:u; sssssss 2

Reports

Acqm
[ | |
WDemo

Contribution
Planning

Mid-Point Review

loseout Self-

Contribution Plan ===
and Employee
Self-Assessment
are grayed out to
indicate that they  w
cannot be e .
changed in this o
module

Note one tab for
each of the six
factors. Note
that Categorical
Scores have been
entered but not
Numerical

Annual Appraisal for Amy Artis

Year: 2015
Expected

Broadband a A Actual
"L]:vel?n Occupational Series: Career Path: 0cs (;CL;
. Range: :
_ NH - Business Management And e
L ) = By Technical Management Professional B == el
ontribution Planning -
Mandatory Objectives
Individual Objectives
E Hint: Click on Factor Heading for descriptors and d minators
TE | Teamwork / | custhmer || Leadership / || Communication Resource Employee
LU Cooperation | Relaflions | Supervision Management =~ Review

Employee Self-Assessment:

Problem Solving

imy self assessment

Supervisor Assessment:
Test comments

Factor Weight: 1.' Categorical: 2ZMH  [¥]  Numeric: 58 [v]

[l Supervisor Narrative Is Complete Lock Employee Self-Assessment

Note. Employee Review Date is not editable until Pay Pool AMC/LH has been certified.

Supervisor Annual Assessment Screen

Once the
supervisor has
entered
categorical or
numerical
scores for any
factor, the
employee
cannot modify
his or her self-
assessment

Supervisor can
restore rating to
“unrated” to
allow employee
to modify self-
assessment
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Contribution
Planning

Mid-Point Review
Self-Assessment

Annual Appraisal
Self-Assessment

Reports

Closeout Self-
Assessment

eDocuments

Contribution
Planning

Additional
Feedback

Mid-Point Review
Annual Appraisal

Closeout
Assessment

Welcome
Reporis

eDocuments

Annual Appraisal for Amy Artis
Year: 2015

Expected
ioETE h?nd Occupational Series: Career Path: ocs Actua.l
Level: T Qocs:

NH - Business Management And

i D =R Technical Management Professional

55-58-62 (8

ave Successful

Contribution Planning - Effective 010CT14:
Mandatory Objectives
None

Individual Objectives

Click on Factor Heading for descripters and discriminators.

LG Teamwork [/ Customer @ Leadership / Communication Resource Empif!yee
Solving Cooperation | Relations Supervision Management Review

Problem Solving

Employee Self-Assessment:
my self assessment

Supervisor Assessment:
Test comments
e ——

Factor Welght: 1.0 Categorical: 2MH  [¥| Numeric: 58 v

M Supervisor Narrative Is Complete M Lock Employee Self-Assessment

Note. Employee Review Date is not editable until Pay Pool AMC/LH has been certified.

ion Active 08

MBER

5 17:38:06

Annual Appraisa

= When supervisor
can save the data
and text entered at
anytime and
continue later
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] Supervisor Annual Appraisal

Acam = The system prevents

EDemo 0
Annual Appraisal for Amy Artis the SUpervisor to make

gtl.)an:;ii:;tion Year: 2015 Expected th e a p p ra isa I ava i Ia b I e

_ _ _ 5 Occupational Series: Career Path: 0ocs N
bl nange: O to the employee too

MH - Business Management And
1 I 318 - Secretary Technical Management Professional 55-58-82 51

Annual Appraisal
e [ early

Closeout Self- Contribution Planning - Effective 010CT14:
Assessmen t Mandatory Objectives

None

. Tr_le appraisal report
will be released when
et A — certified by Pay Pool
- manager and the pay
e pool administrator has
checked the “release
St : assessment reports to

Problem | Teamwork / || Customer || Leadership / | Communication Resource Employee

Solving | Cooperation | Relations | Supervision Management [UCUCETS e m p I Oyee n bOX

Method of Communication: Date Conducted:[
Face to Face
TeleConference
Video Conference
Email
Other

SuEervisnr Narrative Is Complete ¥lLo

S_ave Exit

Mote. Employee Review Date is not editable until Pay Pool AMC/LH has been certified.

e e g e e o e e
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Acqm Supervisor List of Employees Showing the
| Annual Appraisal as Complete for One Employee

= Note that pay pool business rules determine who does the numerical rating

Acqm
[ | |
BDemo

Annual Appraisal Status

Contribution

Planning Year: 2015

Mid-Point Review

Self-Assessment Employee Self-Assessment || Supervisor Narrative | Categorical Status || Numerical Status | Employee Review || Presumptive Status

Annual Appraisal

Self-Assessment T é % B2 pons

[— ———

Reports Amy Artis @ @ _& @ None

Closeout Self-

e a——— g Carmen Cavasos @ @ @ @ None

eDocuments Dan Curtiss @ @ @ @ None
Dyanne Dancy @ @ @ m Maone

Supervisor I Menu K K

_ Erica Emerson @ @ Due To Circumstance (Recertify)

Contribution _

Planning Francis Evans @ @ @ m Mone

Additional Francis Freeman @ @ @ @ None

Feedback

Mid-Point Review e X & %] ¢ None

Annual Appraisal Key:

Closeout @ Annual Appraisal Complete.

fiesEsns U @ Annual Appraisal Incomplete.

Welcome Mo Annual Appraisal Provided.

Reporis

eDocuments
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[ Select Annual Appraisal Report

Acq. You are acting as Ike Hanse
Revert | Change Session | Logot
| | |
MDemo

Reports
Planning

) ) B Contribution Planning - Single Employee
Mid-Point Review
Self-Assessment Contribution Planning - All Employees
Additional Feedback - Single Employee

Additi

Annual Appraisal
Self-Assessment

Reports Appraisal Form Parts I, IT and III - Single Employees
Closeout Self- Appraisal Form Parts I, II and III - All Employees
Assessment Mid-Point Review - Single Employee
eDocuments Mid-Point Review - All Employees

Appraisal Form Part II By Employee

Supervisor T Menu Appraisal Form Part II By Supervisor

Contribution
Planning

Additional
Feedback

Mid-Point Review
Annual Appraisal

Closeout
Assessment

Welcome
Reports

eDocuments
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Annual Appraisal Report

Appraisal Form Parts I, II and III - Single Employee
Planning =

: .
Mid-Point Review E Part II Supervisor Assessment I

Self-Assessment Report Options: ¥ include Employee Self Assessment
[[] Mid-Point Review (2014+ only)
[[] Closeout Review (if exists)

Annual Appraisal
Self-Assessment

Reports Employee Selection: AMC/LH 1] Appleton, Adam A Z]
Closeout Self- 2015
Assessment J 2014
2012
eDocuments - . 2011
Appraisal Year: 5003
2002
Pay Pool Administrator 2001
Menu 2000

CommancE |Generate| I

‘Return to Reports Menu

Contribution
Planning

Additional
Feedback

Mid-Point Review
Annual Appraisal

Closeout
Assessment

Welcome

Appraisal Status
and Lock

Reports
Data Maintenance

Offline Interface
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Acqm :
| Annual Appraisal: Part II Form

BDemo

= Supervisor appraisal input

CCAS SALARY APPRAISAL DOCUMENT FOR 2015

NAME: Amy Artis ORGANIZATION: AMC/LH

RATER: Ike Hansen oCsS: 61

PART II Supervisor Assessment
e e DRAFTASSevsien ™ o eomiplete utitit finifilized by Pay PYSI°Pihel 1M

year and a score Score:

Problem Solving 2MH 58

Test comments

Teamwork/Cooperation 2H 62

Test comments

Customer Relations 2MH 58

Test comments

Leadership/Supervision 2MH 58

L
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Acam :
Bl Annual Appraisal: Part I1I Form

BDemo

= Employee self-assessment input

CCAS SALARY APPRAISAL DOCUMENT FOR 2015

NAME: Amy Artis RATER: Ike Hansen ORG: AMC/LH
Broadband Level: Occupational Series: Career Path: 0OCs:
Il 318 - Secretary NH - Business Management and Technical 61

Management Professional

PARTIII Employee Self-Assessment

Problem Solving

my self assessment

Teamwork/Cooperation

Customer Relations

Leadership/Supervision

Communication

Resource Management
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Acqm Administrators —

] i i )
EDemo Additional Tips to Navigate Around

=  CAS2Net Will Time Out*; CAS2Net will Time Out; CAS2Net will Time Out..... Have I said it enough? Highly
encourage everyone to draft everything in a Word document before entering into CAS2Net, if it times out, you will
lose everything. No magic wand will bring it back.

— Once it times out and employees/supervisors can’t get back in, they will call you and want you to fix it, once
again, no magic wand. Either clear cache from internet browser, restart computer, wait a few hours.
Administrators can’t do anything to get anyone back in.

=  Build in Non-AcqDemo Supervisors/Sub and Pay Pool Managers and New Employees after
conversion:

— These will not flow in, administrators are responsible for building their records in CAS2Net

— The Program Office builds records for everyone in AcqDemo at conversion — the PPA is responsible for
keeping the database up to date after that

— Starting around August, the PO will post discrepancy reports in Pay Pool Notices that show mismatches
between CAS2Net records and DCPDS

»  Office Symbols:
— Be consistent, don't trust what is pulled in from DCPDS; this is critical to enable data control at Pay Pool
time and to run good analytics. No approval needed to enter different office symbols, just be consistent.

" Email Addresses need to be Up to Date
— Good email addresses will be your best friend when sending out mass notifications

O Reports Menu; Download Employee Data roster to capture all emails (Always use Excel not PDF, that
way you can always filter and sort)

= DO NOT:
— Remove anyone that has departed between 1 Oct — 31 Dec
Q Employees “money” will count during pay pool time

Xx CAS2Net cannot see you typing on your computer. You must interact with it (hit a button on the

screen such as submit, save, or close) for it to know you are still active.
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Acqm Administrators —
! Additional Tips to Navigate Around (cont.)

BDemo

Pay Pool Notices
— Continually watch for notices and correct mismatches identified

« Ciritical during pay pool time to have all information correct

Administrator over “Groups”

— Easiest way to find someone is to first change to the Pay Pool Manager that is in the “"Group”
you are looking for, then search for the individual whose role you need to assume.

History Module
— Only available to two individuals in AF: Alison Stogsdill and Nate Kussman

Reports
— Always pull in Excel, allows for easier sorting

Build a Relationship with your Personnel Office or an HR Liaison, someone who has the ability to
produce or request a Business Objects report every Pay Period. This will ensure you are always
aware of incoming/departing employees.
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= Do you have any additional questions?
= Please complete evaluation form.

THANK YOU

Questions
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