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1. | NTRODUCTI ON

This document describes the features and capabilities of the Contribaied Compensation and
Appraisal System Softwaiz0 (CAS2Net 2.0 for the Acquisition Workforce Demonstration Project
(AcgDemo) Office of the United States Department of Defense (DOD).

1.1 Purpose

CAS2Net 2.0is an online reporting system of the Contributtmmsed Compensation and Appraisal
System (CCAS), a resultsasedcompetencytinked pay banding and performardgsased pay system.
The purpose of this document is to describe the features and capabilitie<Cé{SABlet 2.0and to
define the role ofCAS2Net 2.0in supporting the Acquisition Workforce Demonstration Priojec
(AcgDemo).

1.2 Scope

CAS2Net 2.6supports planning, feedba@dssessment and reward activities offithformance cycle

The Contribution Planning module encourages collaboration between employees and supervisors to
refine performance objectives. Additional Feedback and-Rtisht Review modules promote
continuous communication and performance improvemé@bseout Assessemtsreview employee
performance for partial year position assignmefitse Annual Appraisal modules enable employees

and supervisors to provide evaluations based on their respective viewpbiigsieward activities

consist of thePay PoolPanel reviewand reconciliation of the Supervisos 6 eval uati ons
generation of the employee salary increase, award and béftes.appraisals and payouts are final,
employees and supervisors digitally sign the Annual Appraisal report documents and upto&a the

the CAS2Net 2.0Document Repository.

The scope of this documeiatlimited tofunctionalitiesrelated tahe initial phase of the appraisal cycle:
Contribution PlanningThe 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 aS2Net 2.0and serves as a reference whenever you need
assistance with a particular function. This guide includes a section foCé&2Net 2.Quser ple
providing guidance on how to use the system to execute their assigned responsibility in the
performance appraisal workflow andfay PoolhdministrationThis document contains the sections
describedn Table below:
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CAS2Net 2.0User Guide Contents

Section
Sub- Name Contents
Section
_ This section describes the purpose and scope of this docume
1.0 Introduction provides an overview of document content.
This section provides an overview of the Contributi@sed
CAS2Net 2.0 | Compensation and Appraisal System Softwa®S2Net 2.0User
2.0 Overview Roles and their responsibilities, whinosild use this guidand the|
different conventions that will be seen throughout the docume
This section describes how the system users will access the g
30 | CAS2Net2.0 | and what they will see upon successful-logbased on thei
User Session | assigned role(s).
This section describes the role of an AcqDemo employee
4.0 Employee availableCAS2Net 2.(functionalityfor Contribution Planning
This section focuses on tleipervisod s u s systenfand h
5.0 Supervisor details how to usCAS2Net 2.Go enter and ediContribution
Plans.
This section provides guidance for tAeministratoron how to
6.0 Administrator | useCAS2Net 2.0 manage employee records and their
Contribution Plans.
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1.4 CAS2Net 2.00verview

CAS2Net 2.0is an online reporting system of the Contributlmased Compensation and Appraisal
System (CCAS), a resultsased, competendinked pay banding and performardgsased pay system.
CAS2Net 2.0represents evolution of tools for the Acquisition Wforce Demonstration Project
(AcgDemo) Office of the United States Department of Defense (DOD), to augment the performance
appraisal management proce€AS2Net 2.0supports planning, feedbackssessment and reward
activities of theperformance cycle, whd 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
Closeott Assessments and the Annual Appraisal modules enable employees and supervisors to provide
evaluations based on their respective viewpoifise reward activities consist of tikay PoolPanel

review and reconciliation of theSupervisos 6 e v a &nd tha generation of the employee salary
increase, award and bonus.

At the time of this user guideublication only Contribution Planning iavaileble for use bya select
number ofAcqDemousers. This user guide will be updated to include@AS2Net 20 modules when
formally and fully fielded to all AcqgDemo users. Thext version of the updated user guide will be
publishedn February2019(estimated).

Fall 2018 1-1



CAS2Net 2.0 User Guide

2. CAS2NEDOVE.RV I

EW

This section provides an overview©AS2Net 2.Quser roles, and their responsibilities.

2.1 Who Should Use This Guide?

The CAS2Net 2.0User Guide is foEmployeesSupervisors, anddministratos who are assigned
these roles in thEAS2Net 2.o perform their respective responsibilities listed ablebelow:

CAS2Net 2.0User Types, Description and Assignment

Employee

A user who is assigned to an AcgDemao position.

Set the "Is Demo Employe
flag to "Yes" ithe user's
record.

Supervisor 1/ 2

A user who needs to Supervise AcqDemo employees

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

Functional
Reviewer
(Optional)

More information will be provided in a future training
session.

Set the "CaBe 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" lir
under "Administrator'in the
left navigation menu.

Manager /
Secondary
Manager

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

Administrator

A user who will have "Update" permissions in CAS2N
configure Organization Structure, manage Annual

Appraisal processes, manage user records, view/prin
reports, and view Employee and Supervisor inputs ag
the annual appraisal cycle. Their access is defined b
where they are assigned in the Organization Structurg
They can be assigned at the Component, Organizatig
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 organizati

structure.

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

Fall 2018
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The Table below showsow the user typesompare tdhe user types in CAS2N&t0:

Old User Type ‘ New User Type

Full Access User Super Userg PMO Level

Super Use¢ Component Level
Super User Super Useg Group Level
Super Usecg Pay Pool Level
Super Usec SubPanel Level
Administrator¢ Component Level
Administrator¢ Group Level
Pay Pool Administrator Administrator¢ Pay Pool Level
Administrator¢ SubPanel Level
Managerc Component Level
Managerc Group Level

Pay Pool Manager Managerc Pay Pool Level
SubPanel Manager Managerg SubPanel Level

ND
2 Level Manager

Trusted Agent

The Employee and Supervisor role capabaithave not changed from CAS2Net 1.0.

However, CAS2Net 2.0 enables Administrators and Super User to manage the Organization Structure
previously handled behind the scetgsCAS2Net 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 us earganizationtstiueturditéhd mi n i
allow that user to perform the role for all records assigned to that organization and below. This means, to
assign a ser as a Pay Pool Administratagvigate through your Organization Structure to get to the Pay
Poolto whichyou want to assign a usefhe Pay Pool level within the organization structure is identified

in the Organization Details section when the fAls

To asign a user to a Stanel rolepavigate through the Organization Struetuntil you get to the Sub
Panel level. The SuBanel level is identified by the location in the Organization Structure-P8obls
are located in the Organization Structure below the Pay Pool level.

Below is an example of a Hierarchy Structure:
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I Component Level

The example abovehows how pay pool level can either be directly under a group level or a component

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

access to the pay pool and subpanels assigned belawry gr ou p . I n -WHS$i(580t e x amp |
5202) 0 Group ad naccesst® WHSHSo(5201% 2 0 pay poal arel subpanels (5201

WHS AD) and (520DTMRC)

Group Level

;- - -~ = T=-====- T=-=-==--~ E “““ F==n
I ! Pay Pool Level

e S I
_— T =1
! I
: I
I : Sub-Panel Level
! I
! I
e o
Here is example of andministrator at a group leverhis group Alministratorwilllave access t o
Navy Strategic Systems Programo group and all pay
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2.2 Access and Authorization

User access t6AS2Net2.0 s aut hent i cAuthentiCatibnysystBnOUpandeg. e
Authorization to accesSAS2Net 2.0functions is determined by the assigned user role (s) of the
CAS2Net 2.Quser. Thenavigation baon the left side of the screen is customized based on assigned
role (s) to an individuaCAS2Net 2.Quser. Thus &AS2Net 2.Quser who is @ Employeeand a
Supervisor will see theenus available to bo#ssigned roles.

2.3 Ownership of Performance Appraisal and Review Workflow

Each employee is assigned tpaypoolin theCAS2Net 2.0and has assigned officialsrfeach
supervisory level (i.e. Level Supervisor, Level 2 Supervisor, SBanel Manager, arféiay Pool
Manager) The assignment of supervisors to employees is us€RhB2Net 2.Go control access to
employee performance appraisal by assigned officidis ®he Administratos assigned tpaypools
gives them access to rating data of all employees withipahpool. SupeiUsers have access to all
employee reacals and can assume a@AS2Net 2.Quser role to execute@AS2Net 2.(Function.

2.4 CAS2Net 2.0Conventions

CAS2Net 2.dmplements common navigation conventions that are familiar to mosttevelssrs.

1 The Smart Search function in CAS2Net 2.0 allows you to enter leading letters or words to
search for mandatory objectives #&mbther fields. This SmaSearch 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.

1 Movement among web pages is done by clicking on links. Aréifdcencesnother web page
T links areusuallyunderlinedon display screen or when the mouse passes over the text.

1 Each web page has logical links to other related web pages. Youcarealstus e A Bac ko b
on your browser to return to the previous page.

1 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 Ahiddenodo information. Use t he
entry screens.

1 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 ¢raffist travel. It is possible for information

packets to get Alostod in transmission, so if

minutes, c¢click the AStopod button on your br o
91 1f you click on a link and there is arig delay, you might get an error message something like

ithe file contains no datao. This could be

browser f@Atimes outo. I f this happenthe try t

AcgDemoHelp Desk
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3. CAS2NETWUSERO SESSI ON

3.1 User Login and Role Based Menu

This sectiondescribes how the system users will access the system and what they will see upon
successful logn based on their assigned role(s)

To access the URlhttps://cas2nearmy. mil
Note: CAS2Net 2.0s hosted on an Army server but seegall DoD AcqgDemo participants.
Contact youAdministratori f you candét access the site.

1. When he Usage Policy screenisshqgwni ck fAl Agreeo button to cont

Usage Policy

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

* The USG routinely intercepts and monitors communications on this IS for purposes including, but not limited to, penetration
testing, COMSEC monitoring, network operations and defense, personnel misconduct (PM), Iaw enforcement (LE), and
counterintelligence (CI) investigations.

* At any time, the USG may inspect and seize data stored on this IS.

* Communications using, or data stored on, this IS 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.9., authentication and access controls) to protect USG interests—not for your personal
benefit of privacy

* Notwithstanding the above, using this IS does not constitute consent to PM, LE or Cl investigative searching or monitoring of
the content of privileged communications, or work product. related to personal representation or senvices by attorneys.
psychotherapists, or clergy, and their assistants. Such communications and work product are private and confidential. See User
Agreement for detalls.

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

2. Next,dickthen CAC Logino button to sign in.

Choose sign-in method below:

| CAC Login

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

Choose a digital certificate P)X

Identification

' The website you want to view requests identification.
« \ Please choose a certificate.

Issuer

Name
BOEHM.KARL.M. 129, .. Eviesieltri]

BOEHM.KARL.M.129... DOD EMAIL CA-24

[ More Info... ][\ﬂewCerhﬁcate...]

Lok J[ concel ]

If prompted, enter your CAC PIN

ActivClient Login

Actividentity

ActivClient

Please enter your PIN,

4. CAS2Net 2.0successfully logs the user in and displays e i Wegleetiogme 0

Ao cAS2Net2.0
S bemo

my Artis

Welcome to CAS2Net 2.0
Component Manager Email Phone Number
. - a@ 40:990.94
Supervisor 1 Email Phone Number
Babbit. Chris hris babbit@mail. m

Supervisor 2 Email Phone Number

patricia parsons@mail.m

CAS2Net 2.0 - Powered by ALTESS
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5. If your assigned role is Employee, then the navigation bar displagntbéooyeeMenu with the
following options: Contribution Planning, Mid-Point Review SelAssessment Annual
Appraisal Self-AssessmentAdditional Feedback,and Reports

Acqm Jolan Nanc
um CAS2Net2.0 Nolan Nance ~
WDemo
Contribution Plan for Nolan Nance o:n)
& Employee
Contribution Plan General Information -]
Fiscal Year:
2019 v
Supervisor Level 1: Supervisor Level 2: Sub-Panel Manager: Pay Pool Manager:
Broadband Level: Occupational Series: Career Path: Expected OCS and Range:
)29 - ENVIRONM ROTE N NK - Administrative Support 58-¢

Contribution Planning

Effective Date:

01-2018

Job Achievement and/or Innovation =

3

Employee Assessment

6. If your assigned role is Supervisor, then the navigation bar displagsidezvisor Menu with the
following options: Contribution Planning, Midpoint Assessments, Annual Assessments,
Additional Feedback, Closeout Reviewsand Reports.

“i-l CAS2Net 2.0
HDemo

Fiscal Year:
2019 i d
Supervisor Level 1: Supervisor Level 2: Sub-Panel Manager: Pay Pool Manager:
s0r arsons, Patrcia
Broadband Level: Occupational Series: Career Path: Expected OCS and Range:
Contribution Planning =

Effective Date:
o L

Fall 2018 33



CAS2Net 2.0 User Guide

7. If your assigned role isAdministratot then the navigation bar displagppraisal Status, Offline
Interface, Organization Management, Mandatory Objectives, Pay Pool Notices, Reports,

Trusted Agent, and UserManagement.

Administratorwh o parti ci pates in pay pool processes
Employee Menuand/orSupervisor Menuwith subbmenu itemsnthe navigation bar.

2 CAS2Net 2.0 - Internet Explorer
—
@ @ |l https et-test. army.mi Ox| 8|+ | casaet20

Ao CAS2Net2.0
#Demo

Welcome to CAS2Net 2.0

2018 Contribution Plan Status for Supervised Employees

@ Administrator
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3.2 Logout

This section describes how the system users log out the system and what theywpiirssuccessful
log-out.

1. CI i lcooutdin the top right portion of the AcqDemo page banner.

€188 ™ acmy.mi O] & 4| HHcaszet20 x

Ml cas2net20
HDemo

Welcome to CAS2Net 2.0

Supervisor 2

CAS2Net 2.(displays AcqgDemo logo scregith messages

T ALogout Successfullo

‘8 CAS2Net2.0
BDemo

Acquisition Performance Management

Logout Successful!

Login

Revert 10 Sef

2. Close the browseCAS2Net 2.0will wipe out all login information of the logged on person.
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3.3 Timeout Alerts

User reports -offdgeftitme kiyckedn wit houtthewar ni n
Timeout Alert feature. This section describes the Timeout Alert functionality and how it impacts your
CAS2Net 2.0session.

Per DoD policy,CAS2Net 2.0strictly enforces a 15 minute timeout on inactive sessions. This may
prove problematic for employees and supervigemtgring or updating assessments. WGIES2Net

2.0 must comply with the policy, thTimeout Alertfeature gives you a prompt to act before being
automatically logged off. The Timeo#tert applies to the editable assessmenti&iri.e. Contribution
Planring. It does not apply to thessessments that are displayed@iraad only .

5 CAS2Net 2.0 - Internet Explorer . wmnan g anaa

@A'l https: //cas2net-test.army.mil O=| 8+ | casavet20 x [

A ' s
c:: CAS2Net 2.0 Your Session will expire in 10:37 minutes

BDemo

Welcome to CAS2Net 2.0

Supervisor Dashboard

2018 Contribution Plan Status for Supervised
Employees

Draft Approved

FEATURE HIGHLIGHTS:

9 Session status is updated periodically onGA&2Net 2.Gserver to maintain the active session
while you are working on the assessment form.

1 If no activity is detected since the previous stafessage, session expires after 15 minutes.
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3.4 Cycle Year Dropdown
CAS2Net2.0 s o per at iissensitive tacozerlapping performance/appraisal cycles

CAS2Net2@ s fdAcurrent ye arthe active apprdisal cycleCAI2Met 2.0yse afi n eoxf t
year o is the following per ffinalyaarend grocasyg CAS2Netf i s c al
2.06 eperating yeagenerallyaligns with the Government Fiscal Year.

CAS2Net 2.0ime sensitive featuresnc |l ude t he fAYear o in web page s
varies by year, the HAYear 0 ;sleding a differenteardrigogrs s pl ay e (
screen refresh.

ity t o eay D gpnihescagEase\si.s or s
Ssi gnment Fhis feadure erfablesthe y ear
next year o Co ndtal,inwhilet i on P
t year o appraisal

Administratoshave the capabil
the additionalflexibility to over ri de a
ADMINISTRATOR to assignsupervisor (2)for A
supervisor (1)s still workingontheii c ur r e n

CAS2Net2.0di f ferenti ates supervisors by cycle year w
pages show employees assigned to the user for the given year. Selecting a different yearthmay alter
list of assignd employees.

When a supervisor clicks an employee name to view or edit a performanc€&8B8Net 2.@isplays
the item for the selected year along with a fAYece

When a different year is selected for whtble employee is assigned to another supervisag2Net
20di splays the content in firead onlyo mode with
different supervisor is responsible for the entry.
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