
 

 

CAS2Net for Pay Pool Administrators 

Summer 2016 – Air Force Version 

AcqDemo Training 
 
 



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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Agenda 

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 PII in this briefing 
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Login 

 Access the CAS2Net site by going to the following URL: https://acqdemoii.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 
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Login – ALTESS Single Sign-On 

 Click the “CAC Login” button  to sign-in 
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Login – ALTESS Single Sign-On 

 Select one of your installed CAC digital certificates and click the OK button 
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 If prompted, enter your CAC PIN 

 



Successful Login Screen 

 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 
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Navigation 
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Employee modules 
(shown if in demo) 

User Group 
modules 



Change Email Address 

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” 
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AcqDemo Program Office Link 

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


Viewing the Employee Roster 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 
reports list 
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If an employee needs to transfer in  from another PP; contact Alison 
Stogsdill or Nate Kussman 



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 

12 



Viewing the Employee Roster Report 

 CAS2Net refreshes to display the Employee Roster Report 
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Always advisable to download in Excel format, because it allows for sorting 



Insert Employee Record 

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

 Click the “Insert New Employee Record” link 
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Insert Employee Record: Form 
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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 



Insert Employee Record: Part 1 
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 SSN currently required for some 
DCPDS transaction interfaces 
 

 When inserting an employee 
record, click “Check Duplicate” 
button to confirm that employee 
does not have another record in 
CAS2Net 



Insert Employee Record: Part 2 
 Demo record 

 Complete Part 2 of the form: 
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Skip supervisors section which is read-only. Assignments can be made 
once the record is saved. 

 

Check the “Demo” checkbox to mark a record Demo, start date, 
basic pay, retained pay status if applicable, presumptive status, CCPO 
code, locality code and service 

    

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



Insert Employee Record: Part 2 
non-Demo Record 

 In Part 2 of the form: 
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Scroll to the “Organization” section of the form to the “Paypool Code” 
dropdown list. Select Pay Pool number to put employee into 

 

Uncheck the “Demo” checkbox to mark a record Non-Demo 

Only data items marked with asterisk and colored green are needed 

    



 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 
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Insert Employee Record: Part 3 
User Account 



 CAS2Net refreshes the screen to display a successful update 

 Confirms record has been successfully inserted 
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Insert Employee Record - Complete 



Exercise 1 
Create a Non-Demo Record 

• 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 

 

 

 



Obtaining Employee EDIPI 

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

 PIV Certificate details from 

– Digitally signed email 

– https://www.whitepages.mil 
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https://www.whitepages.mil/


Modify Employee Record: Transfer Pay Pool 

 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 
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Modify Employee Record: Transfer Pay Pool 

 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 
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Modify Employee Record: Transfer Pay Pool 

 Scroll to the “Organization” section of the form 
and select “(transfer)” from the “Pay Pool Code” 
dropdown list. 
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Modify Employee Record: Transfer Pay Pool 

 Click the “Find” button (located at the top and/or 
bottom of the screen) 
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Modify Employee Record: Transfer Pay Pool 

 CAS2Net refreshes the screen to display a list of employees in the transfer 
pay pool. (This means the employee is waiting to be put into a pay pool 
and be given supervisor assignments) 
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 Select an employee you would like to modify by clicking their row 

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

 



Modify Employee Record: Transfer Pay Pool 

 CAS2Net opens a new internet browser window to display the Employee 
Detail Screen for the select employee 
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Modify Employee Record: Transfer Pay Pool 

 Scroll down to the “Organization” 
section of the Employee Detail 
Form and select the “Pay Pool 
Code” dropdown list 

 

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

 

 Click “OK” to message from 
webpage 
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Modify Employee Record: Transfer Pay Pool 

 Click the “Update” button located at the bottom of the 
screen. 

 Click the “Archive” button to archive record – deleting the 
record is no longer an option 

 CAS2Net displays the a message at the top of the 
Employee Detail screen indicating successful updates 

 The “History” button opens the Employee History Data 
interface for that employee 

 Click 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. 
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Creating the Supervisory Structure 

 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 

 Click “Data Maintenance Menu”. CAS2Net refreshes the screen to display the Employee 
Maintenance Menu 
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 Select the “Assign Supervisors to an Employee” link 

 



Assign Supervisors to an Employee 

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

 



Assign Supervisors to an Employee 

 CAS2Net refreshes the 
supervisor dropdown lists 
to display the selected 
employee’s current 
supervisors  

 

 Select the desired 
supervisors to assign to the 
selected employee using 
the provided dropdown lists 

  

 To undo selections made, 
and view the current 
supervisor assignments, 
click the “Reset” button 

 

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

 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* 

 

 

35 

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



Assign Employees to a Supervisor 

 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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Assign Employees to a Supervisor 

 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) 
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Assign Employees to a Supervisor 

 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 
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Assign Employees to a Supervisor 

 Verify the selected employees have been assigned to the supervisor 
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 Repeat for each supervisory role held by the selected supervisor by clicking on each of 
the levels of supervisor radio buttons 

 



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 

 (Part 3: at bottom of form) 

 

 

 

 

 

 



Exercise 3 
Assign Employee to Supervisor 

From Data Maintenance, 
select “Assign Employees to a 
Supervisor” and select 
Supervisor name from 
dropdown list 
 
Check applicable employees 
names and click “Submit” 



Replace Supervisor Assignments 

 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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Replace Supervisor Assignments 

 The “Replace Supervisor 
Assignments” screen is 
displayed 

 

  Select a supervisor 
name from the “Original 
Supervisor” dropdown 
list 
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Replace Supervisor Assignments 

 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 
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Replace Supervisor Assignments 

 CAS2Net displays a 
message indicates 
the number of 
successful 
replacements 
between the two 
selected supervisors 
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Generating Reports 

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

 



Reports 

 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 

 CAS2Net generates 
the report in PDF 
format (or Excel if 
selected; preferred 
method). 
 
 

 Report displays the list 
of employees in the 
selected pay pool 
along with their 
assigned supervisors 
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Reports 

 Use the 
Supervisor Roster 
Report to review 
the supervisory 
structure of your 
pay pool 

 

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

 

 Select the 
“Supervisor Roster 
by Supervisor” 
reports link 
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Reports 

 CAS2Net refreshes the screen to display the Supervisor Roster by Employee Report 
Generation Options 
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 Select a pay pool from “Paypool Selection” dropdown  

 Click the “Generate” button  

 



Reports 

 CAS2Net generates the 
report in PDF format 
(or Excel if selected) 

 

 Report displays the 
breakdown of the 
supervisory structure 
for the selected pay 
pool 

 

 This report is 
essentially a wiring 
diagram for the 
organization displayed 
horizontally rather than 
vertically 
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 The “Download 
Employee Data” 
report is actually 
a download to 
CSV 

 

 It is useful for 
downloading 
employee data 
in CAS2Net for 
local use 

 

Reports 

This report is best option to see missing 
data from an employee record 



Reports 
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 CAS2Net refreshes the screen to 
display Download Employee 
Generation Options 
 

 Select a pay pool from “Paypool 
Selection” dropdown  
 

 Select or de-select desired data 
elements 
 

 Click the “Generate” button 
 

 Output will be a Comma Separated 
Values (CSV) file which can be 
imported into Excel or other 
applications 



Example of “Down Load Employee Data”  
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Missing Date:  e.g. Sub Pay Pool 
Manger, EDIPI, Email address etc. 

Office Symbol Consistency 
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Reports 

 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, II, 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 

 

Other reports available to Pay Pool Administrators 



Enable Mandatory Objectives 

 From Data Maintenance, click on “Maintain Pay Pool” 
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Enable Mandatory Objectives by Pay Pool 

 Select pay pool from drop down list 

 Select YES for “Allow Contribution Planning Mandatory Objectives” 

 Click “Update” 
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View Mandatory Objectives in CP 
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Superuser - Change Role 
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 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 



Superuser - Change Role 
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 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  



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



eDocuments Module 

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. 

 

62 



eDocuments Module 
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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 
 Click the Employee Name link to go to the eDocuments update page 



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” 
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Adobe Reader 11 



Use Adobe to Sign the Appraisal 
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 Use Windows File Explorer to locate the PDF file  

 Double-click on file name 



Use Adobe to Sign the Appraisal 
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 Click the Fill & Sign toggle at top left button  

 Click Sign with Certificate within the Work with Certificates group 



Use Adobe to Sign the Appraisal  
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The message box below appears  

 Click the Drag New Signature Rectangle … button 



Use Adobe to Sign the Appraisal 
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 Drag a box at the appropriate signature blank 

 Choose certificate from the Sign Document dialog box  

 Click the Sign button 



Use Adobe to Sign the Appraisal 
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 If prompted, enter your CAC PIN  



Save the Signed File 
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 At the prompt to save, either leave the file name as is or choose a new one  



Upload the Signed File 

 Use the Browser 
to locate the file 
you just signed 
 

 Click Upload File 
to make the file 
available for the 
next person to 
sign it or to make 
it available for 
sending to the 
employee’s eOPF 
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AcqDemo Training 73 



CAS2Net for 

Employees and Supervisors 
 

Contribution Planning 
Annual Appraisal 

 
 

2016 



Contribution Planning 



 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 

 

Contribution Planning – Employee 
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 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  



 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 

 

Contribution Planning – Supervisor 
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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. 



 
Contribution Planning – Supervisor  

 CAS2Net refreshes screen with 
last saved text for selected 
employee   

 The supervisor edits and enters 
text as needed for Mandatory 
and Individual Objectives 

 “Save” button will save changes  
to the “Contribution Planning” 
form 
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 After the supervisor meets with 
the employee to review the 
“Contribution Planning” content, 
the supervisor selects the date 
and method of communication 
and clicks “Submit” indicating 
the “Contribution Planning” 
process is complete.  

 Note: The “Submit” button is 
disabled until the date 
conducted is selected. Once the 
date is selected, the “Submit” 
button becomes active 



Contribution Planning - Supervisor 

 The Contribution 
Planning Status 
screen reflects 
the supervisor 
has completed 
the process   
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 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 

Contribution Planning – Supervisor  
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Hot Link 



Modifying a Contribution Plan - Supervisor 
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 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 

 



Reports for Contribution Planning 



Contribution Planning Report – Employee  

 Click “Reports” from the navigation bar. CAS2Net refreshes the screen to display the 
“Employee Reports” list 

 Click “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 
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Contribution Planning Report – Choose Year 
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Contribution Planning Report – Employee  

 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 
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Contribution Planning Report – Supervisor  

 Click “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 
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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 
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Only employees with 

Contribution Planning 

entries are included in  

dropdown list.  



Contribution Planning Report – Supervisor  

 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 
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Annual Appraisal Module 



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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Factor Descriptors and Discriminators: 

 Problem Solving  
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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 
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Supervisor Annual Appraisal Module 



Supervisor Modules 

 Here is the Welcome Screen for a supervisor 

 Click on the Annual Appraisal link to start the appraisal process 
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List of Employees Rated by Supervisor: 
Status of Assessments Dashboard 

 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 
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Supervisor Annual Assessment Screen 

 Note header 
information and 
Contribution Plan 
at the top    
 

 Contribution Plan 
and Employee 
Self-Assessment 
are grayed out to 
indicate that they 
cannot be 
changed in this 
module 
 

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

 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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Annual Appraisal 
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 When supervisor 
can save the data 
and text entered at 
anytime and 
continue later 



Supervisor Annual Appraisal 

 The system prevents 
the supervisor to make  
the appraisal available 
to the employee too 
early 

 

 The appraisal report 
will be released when 
certified by Pay Pool 
manager and the pay 
pool administrator has 
checked the “release 
assessment reports to 
employee” box 
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Supervisor List of Employees Showing the 
 Annual Appraisal as Complete for One Employee 
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 Note that pay pool business rules determine who does the numerical rating 



Select Annual Appraisal Report 
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Annual Appraisal Report 
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Annual Appraisal: Part II Form 

 Supervisor appraisal input 
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Annual Appraisal: Part III Form 

 Employee self-assessment input 
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 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 

 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 

 Employees “money” will count during pay pool time 

* 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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Additional Tips to Navigate Around 



 Pay Pool Notices 

– Continually watch for notices and correct mismatches identified 

• Critical 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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Administrators –  
Additional Tips to Navigate Around (cont.) 



Questions 

 Do you have any additional questions? 

 Please complete evaluation form. 

 

 

 

  THANK YOU  
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