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1. INTRODUCTION 

This document describes the features and capabilities of the Contribution-based Compensation and 

Appraisal System Software 2.0 (CAS2Net 2.0) for the Acquisition Workforce Demonstration Project 

(AcqDemo) Office of the United States Department of Defense (DOD).  

1.1 Purpose 

CAS2Net 2.0 is an online reporting system of the Contribution-based Compensation and Appraisal 

System (CCAS), a results-based, competency-linked pay banding and performance-based pay system. 

The purpose of this document is to describe the features and capabilities of the CAS2Net 2.0 and to 

define the role of CAS2Net 2.0 in supporting the Acquisition Workforce Demonstration Project 

(AcqDemo).  

1.2 Scope 

CAS2Net 2.0 supports planning, feedback, assessment and reward activities of the performance cycle.  

The Contribution Planning module encourages collaboration between employees and supervisors to 

refine performance objectives.  Additional Feedback and Mid-Point Review modules promote 

continuous communication and performance improvement.  Closeout Assessments review employee 

performance for partial year position assignments.  The Annual Appraisal modules enable employees 

and supervisors to provide evaluations based on their respective viewpoints.  The reward activities 

consist of the Pay Pool Panel review and reconciliation of the   Supervisorsô evaluations and the 

generation of the employee salary increase, award and bonus.  After appraisals and payouts are final, 

employees and supervisors digitally sign the Annual Appraisal report documents and upload them to 

the CAS2Net 2.0 Document Repository. 

The scope of this document is limited to functionalities related to the initial phase of the appraisal cycle: 

Contribution Planning.  The next version of this document, scheduled for a February 2019 release, will 

cover all aspects of CAS2Net 2.0 support.  

1.3 Document Overview  

This guide helps you get started with the CAS2Net 2.0 and serves as a reference whenever you need 

assistance with a particular function.  This guide includes a section for each CAS2Net 2.0 user role 

providing guidance on how to use the system to execute their assigned responsibility in the 

performance appraisal workflow and/or Pay Pool administration. This document contains the sections 

described in Table below:  
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CAS2Net 2.0 User Guide Contents 

Section/ 

Sub-

Section 

Name Contents 

1.0 Introduction 
This section describes the purpose and scope of this document, and 

provides an overview of document content.  

2.0 
CAS2Net 2.0 

Overview 

This section provides an overview of the Contribution-based 

Compensation and Appraisal System Software, CAS2Net 2.0 User 

Roles and their responsibilities, who should use this guide and the 

different conventions that will be seen throughout the document.  

3.0 
CAS2Net 2.0 

User Session 

This section describes how the system users will access the system 

and what they will see upon successful log-in based on their 

assigned role(s). 

4.0 Employee 
This section describes the role of an AcqDemo employee and 

available CAS2Net 2.0 functionality for Contribution Planning. 

5.0 Supervisor 

This section focuses on the Supervisorôs use of the system and 

details how to use CAS2Net 2.0 to enter and edit Contribution 

Plans. 

6.0 Administrator 

This section provides guidance for the Administrator on how to 

use CAS2Net 2.0 to manage employee records and their 

Contribution Plans.  
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1.4 CAS2Net 2.0 Overview 

CAS2Net 2.0 is an online reporting system of the Contribution-based Compensation and Appraisal 

System (CCAS), a results-based, competency-linked pay banding and performance-based pay system. 

CAS2Net 2.0 represents evolution of tools for the Acquisition Workforce Demonstration Project 

(AcqDemo) Office of the United States Department of Defense (DOD), to augment the performance 

appraisal management process. CAS2Net 2.0 supports planning, feedback, assessment and reward 

activities of the performance cycle, while the Contribution Planning module encourages collaboration 

between employees and supervisors to refine performance objectives.  Additional Feedback and Mid-

Point Review modules will promote continuous communication and performance improvement, as 

Closeout Assessments and the Annual Appraisal modules enable employees and supervisors to provide 

evaluations based on their respective viewpoints.  The reward activities consist of the Pay Pool Panel 

review and reconciliation of the   Supervisorsô evaluations and the generation of the employee salary 

increase, award and bonus. 

 

At the time of this user guide publication, only Contribution Planning is available for use by a select 

number of AcqDemo users.  This user guide will be updated to include all CAS2Net 2.0 modules when 

formally and fully fielded to all AcqDemo users.  The next version of the updated user guide will be 

published in February 2019 (estimated).  
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2. CAS2NET 2.0 OVERVIEW 

This section provides an overview of CAS2Net 2.0, user roles, and their responsibilities. 

2.1 Who Should Use This Guide? 

The CAS2Net 2.0 User Guide is for Employees, Supervisors, and Administrators who are assigned 

these roles in the CAS2Net 2.0 to perform their respective responsibilities listed in Table below: 

 

CAS2Net 2.0 User Types, Description and Assignment 

¦ǎŜǊ ¢ȅǇŜ 5ŜǎŎǊƛǇǘƛƻƴ !ǎǎƛƎƴƳŜƴǘ 

Employee A user who is assigned to an AcqDemo position. 
Set the "Is Demo Employee" 
flag to "Yes" in the user's 
record. 

Supervisor 1 / 2 A user who needs to Supervise AcqDemo employees. 
Set the "Can Be Supervisor" 
flag to "Yes" in the user 
record. 

Functional 
Reviewer 
(Optional) 

More information will be provided in a future training 
session. 

Set the "Can Be Functional 
Reviewer" flag to "Yes" in 
the user record. 

Trusted Agent 
A user who will serve as the backup for a specific 
Supervisor who may be unavailable to perform the 
Supervisor function in CAS2Net. 

Use the "Trusted Agent" link 
under "Administrator" in the 
left navigation menu. 

Manager /  
Secondary 
Manager 

A user who will have "Read Only" permissions in CAS2Net 
to review and / or print Employee and Supervisor inputs 
across the annual appraisal cycle. The employees and 
supervisors they are able to review is determined by 
where they are assigned in the Organization Structure.  
They can be at the Component, Organization, Group, Pay 
Pool, or Sub Panel level.  "Secondary Manager" serves a 
backup when the primary "Manager" is unavailable to 
perform their CAS2Net duties. 

Use the "Organization 
Management" link under 
"Administrator" in the left 
navigation menu. Navigate 
to the organizational level 
where the user needs 
permission using the "Sub 
Organization Levels" section.  
Then click on the "Add Role" 
button in the "User Roles" 
section to select the user 
and the role you want to 
assign.  

Administrator 

A user who will have "Update" permissions in CAS2Net to 
configure Organization Structure, manage Annual 
Appraisal processes, manage user records, view/print 
reports, and view Employee and Supervisor inputs across 
the annual appraisal cycle.  Their access is defined by 
where they are assigned in the Organization Structure. 
They can be assigned at the Component, Organization, 
Group, Pay Pool, or Sub Panel level. 

Super User 

A user who has the same capabilities as the 
"Administrator", with the additional functionality to 
impersonate any user within their assigned organization 
structure. 
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The Table below shows how the user types compare to the user types in CAS2Net 1.0: 

 

The Employee and Supervisor role capabilities have not changed from CAS2Net 1.0. 

However, CAS2Net 2.0 enables Administrators and Super User to manage the Organization Structure 

previously handled behind the scenes by CAS2Net 1.0 support.  This enhanced capability allows you to 

define the Organization Structure with Role assignments to ensure each user has the correct level of access. 

For example, you can assign a user in the ñAdministratorò role at any level in the organization structure to 

allow that user to perform the role for all records assigned to that organization and below.  This means, to 

assign a user as a Pay Pool Administrator, navigate through your Organization Structure to get to the Pay 

Pool to which you want to assign a user.  The Pay Pool level within the organization structure is identified 

in the Organization Details section when the ñIs Pay Poolò flag is set to ñYesò. 

To assign a user to a Sub-Panel role, navigate through the Organization Structure until you get to the Sub-

Panel level.  The Sub-Panel level is identified by the location in the Organization Structure.  Sub-Panels 

are located in the Organization Structure below the Pay Pool level. 

Below is an example of a Hierarchy Structure:   

Old User Type New User Type 

Full Access User Super User  ς PMO Level 

Super User 

Super User ς Component Level 

Super User ς Group Level 

Super User ς Pay Pool Level 

 
Super User ς Sub-Panel Level 

 
Administrator ς Component Level 

 
Administrator ς Group Level 

Pay Pool Administrator Administrator ς Pay Pool Level 

 
Administrator ς Sub-Panel Level 

 
Manager ς Component Level 

 
Manager ς Group Level 

Pay Pool Manager Manager ς Pay Pool Level 

Sub-Panel Manager Manager ς Sub-Panel Level 

 

2
ND

 Level Manager  
 

Trusted Agent 
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The example above shows how pay pool level can either be directly under a group level or a component 

level.  For instance if you have Administrator access at the group level, you will have the Administrator 

access to the pay pool and subpanels assigned below your group.  In this example, ñWHS-WHS (5201-

5202)ò Group administrator will have access to WHS-WHS (5201-5202)ò pay pool and subpanels (5201-

WHS AD) and (5202-DTMRC)   

 

 

Here is example of an Administrator at a group level. This group Administrator will have access to ñSSP 

Navy Strategic Systems Programò group and all pay pools/sub panels assigned below this group. 
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2.2 Access and Authorization  

User access to CAS2Net 2.0 is authenticated by DODôs e-Authentication system upon log-in. 

Authorization to access CAS2Net 2.0 functions is determined by the assigned user role (s) of the 

CAS2Net 2.0 user.  The navigation bar on the left side of the screen is customized based on assigned 

role (s) to an individual CAS2Net 2.0 user.  Thus a CAS2Net 2.0 user who is an Employee and a   

Supervisor will see the menus available to both assigned roles.  

2.3 Ownership of Performance Appraisal and Review Workflow 

Each employee is assigned to a pay pool in the CAS2Net 2.0, and has assigned officials for each 

supervisory level (i.e. Level 1 Supervisor, Level 2 Supervisor, Sub-Panel Manager, and Pay Pool 

Manager.) The assignment of supervisors to employees is used by CAS2Net 2.0 to control access to 

employee performance appraisal by assigned officials only. The Administrators assigned to pay pools 

gives them access to rating data of all employees within the pay pool.  Super Users have access to all 

employee records and can assume any CAS2Net 2.0 user role to execute a CAS2Net 2.0 function.   

2.4 CAS2Net 2.0 Conventions 

CAS2Net 2.0 implements common navigation conventions that are familiar to most website users. 

¶ The Smart Search function in CAS2Net 2.0 allows you to enter leading letters or words to 

search for mandatory objectives and/or other fields. This Smart Search feature allows users to 

narrow the results of a table search automatically as they type search criteria for each column.  

This will help pull data from a large number of records with minimum time and effort.   

¶ Movement among web pages is done by clicking on links.  A link references another web page 

ï links are usually underlined on display screen or when the mouse passes over the text. 

¶ Each web page has logical links to other related web pages.  You can also use the ñBackò button 

on your browser to return to the previous page. 

¶ Web pages often contain more information than can be displayed on your computer screen.  In 

these cases, the page will have scroll bars along its right and/or bottom margins to give you 

access to the ñhiddenò information.  Use the scroll bars to be sure you completely fill in all data 

entry screens. 

¶ Movement from page to page can be very quick or very slow, depending on the amount of 

traffic and the length and speed of the path the traffic must travel.  It is possible for information 

packets to get ñlostò in transmission, so if you click on a link and nothing happens for several 

minutes, click the ñStopò button on your browser and try the link again. 

¶ If you click on a link and there is a long delay, you might get an error message something like 

ñthe file contains no dataò.  This could be due to your connection being so slow that your 

browser ñtimes outò.  If this happens, try the link again.  If the problem persists contact the 

AcqDemo Help Desk. 
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3. CAS2NET 2.0 USER SESSION 

3.1 User Login and Role Based Menu 

This section describes how the system users will access the system and what they will see upon 

successful log-in based on their assigned role(s). 

 

To access the URL: https://cas2net.army.mil 

Note:  CAS2Net 2.0 is hosted on an Army server but services all DoD AcqDemo participants. 

Contact your Administrator if you canôt access the site. 

 

1.  When the Usage Policy screen is shown, click ñI Agreeò button to continue. 

 

 

2. Next, click the ñCAC Loginò button to sign in. 

 



CAS2Net 2.0 User Guide 

Fall 2018 3-2  

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

 

If prompted, enter your CAC PIN. 

4. CAS2Net 2.0 successfully logs the user in and displays the ñWelcomeò greeting. 
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5. If your assigned role is Employee, then the navigation bar displays the Employee Menu with the 

following options: Contribution Planning , Mid -Point Review Self-Assessment, Annual 

Appraisal Self-Assessment, Additional Feedback, and Reports 

 

 

6. If your assigned role is Supervisor, then the navigation bar displays the Supervisor Menu with the 

following options: Contribution Planning , Midpoint Assessments, Annual Assessments, 

Additional Feedback, Closeout Reviews, and Reports.  
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7. If your assigned role is Administrator, then the navigation bar displays Appraisal Status, Offline 

Interface, Organization Management, Mandatory Objectives, Pay Pool Notices, Reports, 

Trusted Agent, and User Management.  

Administrator who participates in pay pool processes as a ñdemoò employee will also see the 

Employee Menu and/or Supervisor Menu with sub-menu items on the navigation bar. 
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3.2 Logout 

This section describes how the system users log out the system and what they will see upon successful 

log-out. 

1. Click ñLogoutò in the top right portion of the AcqDemo page banner. 

 

 

CAS2Net 2.0 displays AcqDemo logo screen with messages: 

¶ ñLogout Successful!ò 

 

2. Close the browser; CAS2Net 2.0 will wipe out all login information of the logged on person. 
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3.3 Timeout Alerts 

User reports of ñgetting kicked-offò of the system without warning prompted the creation of the 

Timeout Alert  feature.  This section describes the Timeout Alert functionality and how it impacts your 

CAS2Net 2.0 session. 

Per DoD policy, CAS2Net 2.0 strictly enforces a 15 minute timeout on inactive sessions. This may 

prove problematic for employees and supervisors entering or updating assessments. While CAS2Net 

2.0 must comply with the policy, the Timeout Alert feature gives you a prompt to act before being 

automatically logged off. The Timeout Alert applies to the editable assessment forms ï i.e. Contribution 

Planning.  It does not apply to the assessments that are displayed as ñread onlyò. 

 

 

 

FEATURE HIGHLIGHTS:  

¶ Session status is updated periodically on the CAS2Net 2.0 server to maintain the active session 

while you are working on the assessment form.  

¶ If no activity is detected since the previous status message, session expires after 15 minutes. 
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3.4 Cycle Year Dropdown 

CAS2Net 2.0ôs operational calendar is sensitive to overlapping performance/appraisal cycles. 

CAS2Net 2.0ôs ñcurrent yearò is the fiscal year of the active appraisal cycle.  CAS2Net 2.0ôs ñnext 

yearò is the following performance cycle fiscal year.  Bounded by final year-end processes, CAS2Net 

2.0ôs operating year generally aligns with the Government Fiscal Year. 

CAS2Net 2.0 time sensitive features include the ñYearò in web page subtitles.  When screen content 

varies by year, the ñYearò subtitle is displayed as a dropdown list; selecting a different year triggers a 

screen refresh. 

Administrators have the capability to assign supervisors for ñcurrent yearò processes.  They also have 

the additional flexibility to override assignments for ñnext yearò tasks.  This feature enables the 

ADMINISTRATOR to assign supervisor (2) for ñnext yearò Contribution Planning, et.al., while 

supervisor (1) is still working on the ñcurrent yearò appraisal. 

CAS2Net 2.0 differentiates supervisors by cycle year when ñYearò subtitles are selected.  Status web 

pages show employees assigned to the user for the given year.  Selecting a different year may alter the 

list of assigned employees. 

When a supervisor clicks an employee name to view or edit a performance entry, CAS2Net 2.0 displays 

the item for the selected year along with a ñYearò dropdown list to view previous or future cycles. 

When a different year is selected for which the employee is assigned to another supervisor, CAS2Net 

2.0 displays the content in ñread onlyò mode with a note at the bottom of the page indicating that a 

different supervisor is responsible for the entry.  


























































































































